{{ PROGRAM NAME }}

GNITION GUIDE FOR

EMPLOYEES

{{ ProgramName }} is your destination for
recognizing great work at {{ CompanyName
The web site and the tools on it are easy anc
intuitive to use. So dive in and explore. He
few tips to help you get the most out o
experience.

GIVE OFTEN
Appreciate everyday effort with eCards

Appreciate those who make a difference every
day at {{ CompanyName }} by sending a quick,
creative eCard. Simply choose the one you like
from our library of great designs, add a few
words describing what specifically impressed
you, and send it off! {{ You can add an optional
award value to your eCard as a way of
underscoring your appreciation. }}

Submit an award nomination

Recognize team members whose effort, impact,
and initiative surpass expectations by
nominating them for an award. {{ You will be
prompted to answer a few questions describing
your nominee’s achievement in order to
determine the proper award level and then your
nomination will be sent to an approver. }}

RECEIVE OFTEN

Track your recognition history

In My Account, you can see at a glance the
recognition you've given and received, your
award order history, and your profile, from which
you can customize your personal settings.
Options include editing your preferred name,

{{ uploading a photo to display next to your
name on the Wall of Fame, or opting out of
sharing your recognition publicly. }}

Check out Wall of Fame

Wall of Fame, our social sharing billboard,
showcases who'’s being recognized at

{{ CompanyName }} in real time and why.

{{ You can “like” their accomplishments and add
your own note of congratulations. }}

Redeem {{ points }} for awards

We offer a great selection of awards chosen to
recognize your great work. Exciting brands, cool
technology, a wide range of products and gift
cards—you can view the entire catalog anytime by
clicking Catalog.



APPRECIATION IS AS EASY AS 1-2-3

Did a team member go above and beyond on a project? Know someone
who consistently pitches in? Get good at noticing the efforts, big and

small, that happen at {{ CompanyName }} every day.

1. APPRECIATE

FREQUENTLY. The more
you look for opportunities
to recognize great work, the
more great work you'll see.
A good rule of thumb is to

appreciate at least one
person each week.

2. KEEP IT TIMELY.
Don’t let the moment pass,
Or save up your recognition

for once a year. People need
to hear “thanks” at work
often—not just for major
achievements, but also for
small accomplishments
along the way.

FREQUENTLY ASKED QUESTIONS

3. BE SPECIFIC.

Tell someone precisely what
impressed you and how it
connects to our vision and

guiding principles. It lets
them know you really
noticed their efforts, and
reinforces what we value at
{{ CompanyName }}.

When should | send an eCard?

eCards are quick, on-the-spot ways to express appreciation every day. When someone makes your day,
gives a project an extra bit of effort, inspires the whole team, or simply deserves acknowledgment, say

“thanks” by sending them a quick eCard.

When should | nominate a teammate for an award?

Nominate performance that exceeds expectations; that positively impacts the team, our customers or
our company; that exemplifies a commitment to our core values; or that requires significant effort,

initiative and innovation.

{{ What are “points”? How do | acquire them?

Points are the currency with which we reward above-and-beyond performance. When your work earns
an award, points are automatically deposited into your account. You can redeem your points
immediately for an award, or save up for a big item. }}

How do | write a quality nomination?

You can help the person approving your nomination make a good decision by providing enough detail.
Take the time to write a thoughtful summary of your nominee’s achievement and its results. Describe
WHAT the situation was, HOW the nominee approached the challenge, and WHY it mattered.

Appreciate today with {{ ProgramName }}
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