Worksheet for Employee Recognition Event

· Type of recognition event: 
 
· Name and title of retiree/honoree: 
 
· Work location of the retiree/honoree(s):  
· Location of the recognition event:

· Type of activity:  

· Date and time of the event 

  
· What will be served?
 
· Anticipated number in attendance:
  
· Amount requested (retirement gift not to exceed $75.00): 
Request needs to be submitted to HR 2 weeks ahead of the event. 
DHHS may provide food/refreshments at recognition events, such as retirement, to include such things as coffee, punch, cake, cookies, fruit/vegetable plate and appropriate tableware at a cost not to exceed $3 per attendee. 

Link to Employee Recognition Policy http://dhhs.ne.gov/Documents/DHHSRecognitionPolicy.pdf 
Process:

*Request is submitted for approval to Administrator

Submit approved request to local HR office

Local HR will e-mail to LeeAnn Zach for final review 
After event, report itemized cost to LeeAnn Zach
*Requestor will e-mail completed worksheet to Administrator requesting approval – Administrator will forward the approval and worksheet to requestor – Requestor will forward approval and worksheet to local Human Resources.
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