


- MEMORANDUM
TO: All Employees
FROM: Dr. C.D. Mote, Jr., President

RE: 2005/2006 Board of Regents’ University System of Maryland Staff
Awards

The Council of University System Staff (CUSS) is accepting nominations for the
Board of Regents’ University System of Maryland Staff Awards (Staff Awards).
The Staff Awards represent the highest honor bestowed by the Board of Regents
for achievements of Exempt and Nonexempt employees from institutions of the
University System of Maryland, and are presented to staff members who have
demonstrated excellence in one of the following categories: (1) contribution to
the institution and/or unit to which the person belongs; (2) service to students in
an academic or residential environment; or (3) public service, within or outside
the university. There are two awards given in each category—one Exempt and
one Nonexempt—for a total of six awards.

Information on the Staff Awards is enclosed for your reference. Please read the
instructions carefully—particularly the “Nomination Cover Sheet”—to ensure
that your nomination package contains the required information.

Nominations must first be considered at an institutional level, so please submit
six (6) copies of the nomination packets to the following address by

(fill in an institutional deadline that will allow you sufficient time to review
nominations and forward nominees to the CUSS Awards Review Committee
by 4:00 p.m. on November 30, 2005].

Name and address of institutional contact person

I have appointed an internal Awards Review Committee to select nominees from
the University of Maryland College Park. Nominees will then be forwarded to
the CUSS Awards Review Committee for final selection. I sincerely hope that
you will take this opportunity to nominate yourself or a fellow employee for the
Board of Regents University System of Maryland Staff Awards.






Board of Regents’ University System of Maryland Staff Awards
Academic Year 2005-2006

INSTRUCTIONS

Each institution shall establish a Staff Awards Review Committee and an institutional nominating
process that conforms to Board of Regents guidelines stated in the Board of Regents’ University
System of Maryland Staff Awards Policy (attached).

Each institution may nominate one Exempt and one Nonxempt Staff member for each of the three
award categories, for a total of up to six nominees. If an institution submits more than one nomination

“from a single Staff group (e.g., two Exempt Staff members) for the same award category, or if
documentation is missing, the nomination package(s) will be returned to the institution for clarification
(time permitting). '

ELIGIBILITY

«Nominee must be a Staff employee of the University System of Maryland community, including
all Staff employees on Regular and Contingent II status. :

*Nominee must have been employed for at least five (5) consecutive years.
*Nomination may not be made without the knowledge and consent of the nominee.
NOMINATION PACKAGE

A nomination package should be generated for each individual that includes the following documents,
organized in the order listed:

1.Nomination Cover Sheet—a cover sheet must be completed and signed. A blank cover sheet is
attached and may be copied for each nominee. Do not change the format of the cover sheet.

2 Nomination Letter-the letter shall state the category for which the Staff member is being nominated
and give testimony of exemplary performance in that category.

3.Resume-resume should be current, but should not be excessively long. Do not include lengthy lists
of activities that are not relevant to the nomination. See enclosed sample resume.

4 Letters of Recommendation—include at least two, but not more than five, letters of recommendation.
Recommendations are welcome from persons external, as well as internal, to the institution and should
include information on how to contact the author. Letters must be in support of the candidate’s
activities as they relate to the category for which he/she is being nominated.















