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BEFORE YOU “HIT SEND” DID YOU:
· Include under JUSTIFICATION:  A brief description of the individual’s or team’s responsibilities, contributions, and accomplishments, referring to the specific award criteria.  Specific examples must be included.  NOTE:  Nominators are responsible for ensuring the accuracy of the justification and are encouraged to talk with the nominee(s), his/her Team Leader, and/or supervisor.  The Awards Committee reserves the right to contact any of these individuals for supplemental information or to verify the accuracy of this justification.
· ____Indicate the appropriate Award Category (CHECK ONLY 1)
· ____Note whether it is for an Individual or Team

· ____For Teams, did you provide the Team Name and identify the person who will accept on behalf of the team

· ____Include a citation (25 words or less) 

· ____Include organization codes and/or company names for nominee and all team members

· ____List team members in an Excel file by last name, first name, organization code or company affiliation if not Goddard (Note: please provide complete team listing on one “TAB” in Excel
· ____Include your phone number and organization code
After you “hit send”:

· ____Ensure you receive an automated reply that your nomination was “successfully submitted” (If not, please contact the Awards Office immediately at 301-286-4574).

AWARD NOMINATION SUBMISSION CHECKLIST:








