Template Instructions – Meritorious Service Award


TEMPLATE INSTRUCTIONS:  Use this template to nominate a person for the Meritorious Service Award.  The Meritorious Service Award is given to active members of the National Ski Patrol who have completed extraordinary and outstanding service and leadership as a Region or Division staff member.  
Nomination Requirements

a. The request for this award must be on this approved form and requires a sponsor’s recommendation.

b.  Only Region or Division Directors can nominate an individual for a Meritorious Service Award. 

Qualification Requirements

a. This award can only be presented to Region and Division staff members.  A Staff member is defined as a region or division program supervisor, advisor, coordinator and other core administrative positions (treasurer, legal counsel, registrar, alumni, etc.).

b. Nominee must have served a minimum of 3 years in a Region or Division staff position.

c. Nominee must have demonstrated leadership and outstanding performance while performing the staff position.

d. An individual is normally the recipient of this award only once. 

e. This award is not intended for National Staff.
Presentation - A Region Director or higher officer should make the presentation of the Meritorious Service Award at a special occasion.  Persons closely associated with the award recipient should be invited to attend.
This template is typewritten and the font size should not be smaller than 9 point.  
Submit this template as the original .doc file format and ALL other supporting artifacts (such as scanned .PDF signature pages) to the applicable review/approval officers.
NOTE:  This template is “protected” to prevent alteration and to preserve the structure and format integrity.  The .doc file extension is backward compatible to MS Office Word 97-2003.  If file protection is disabled, enable it again before submitting to the Approval chain.  DO NOT change any template field structure/format/titles or file extensions.

•  Date prepared:  The date the submission is prepared by the Sponsor.  

(Date prepared format = Mmm DD YYYY)  Example:  Sep 11 2021
Section 1-3 – Fill out sections accurately.  Enter the name as it should appear on the award certificate.  Do not use nicknames.  

Section 4 – Fill out ALL info fields in the “Send this award to” section with a Name, Mailing Address and the Date Needed.  At least 45 days prior to award presentation is required for processing.
(Date Needed format = Mmm DD YYYY)  Example:  Sep 11 2021
Mailing Address:  Because the National office uses the UPS for their shipments, all mailing addresses MUST be a valid physical residence address.  NO PO boxes.  The ONLY EXCEPTION are APO, FPO and DPO customers as these shipments MUST be handled via the US Postal Service.
•  Public Posting Date:  The date the National office makes the award publicly visible in the recipient’s National profile Awards section.  (Public Posting Date format = Mmm DD YYYY)  Example:  Sep 11 2021
APPROVAL CHAIN.  When signing/dating the nomination form, the sponsor certifies that he or she knows the nominee personally and can vouch for the soundness of the nomination.  (Date Signed format = Mmm DD YYYY)  Example:  Sep 11 2021
Section 5 – Description of what should be printed on the award.  Include the nominee’s Region or Division position title, the Region or Division name, check the applicable Region or Division box, along with the starting and ending dates the nominee served in the position.
Section 6 - Sponsor’s Recommendation - All nominations must include a sponsor’s recommendation.  Only Region or Division Directors can nominate an individual for a Meritorious Service Award.  Emphasize “EXCEPTIONAL” Contributions/Leadership
Submit this template as the original .doc file format and ALL other supporting artifacts (such as scanned .PDF signature pages) to the applicable review/approval officers.
DIVISION WILL REMOVE THIS INSTRUCTION PAGE PRIOR TO SUBMISSION
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    NATIONAL SKI PATROL 






Date:       



    133 South Van Gordon, Ste 100



     Lakewood, CO  80228-1706
Please refer to the current version of NSP Policies and Procedures 

for award guidelines before completing this form.
45 DAYS ARE REQUIRED BY THE NATIONAL OFFICE FOR PROCESSING AND MAILING OF AWARDS FROM DATE RECEIVED IN THE NATIONAL OFFICE
NOMINATION

MERITORIOUS SERVICE AWARD

	1.  Nominee’s Name:
	     
	NSP ID:
	#     

	2.  Mailing Address:
	     

	3.  Registered with the
	     
	Patrol
	     
	Region
	     
	Division

	4. Send this award to:  
	     
	Date Needed:
	

	Mailing Address:
(NO PO Boxes)
	     
	Public Posting Date:  
	
	
	

	  APPROVALS              Printed Name & Member ID                                            Signature                                   Date Signed

	Review 
Board Chair
	     
	
	     

	Region Director
	     
	
	     

	Division Awards Advisor
	     
	
	     

	Division Director / Designee
	     
	
	     

	National Awards Advisor
	     
	
	     


5.  Award Wording (centered on the certificate):                For meritorious service as the 
      
for the        FORMCHECKBOX 
 Region   FORMCHECKBOX 
 Division
from       to      
6.  Sponsor’s Recommendation (Emphasize “EXCEPTIONAL” Contributions/Leadership): 
      
