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	The University of

Southern Queensland


	Human Resources

Enquiries: (07) 4631 1415



Employee Recognition Program - Reward/Gift Claim Form

	 RECIPIENT DETAILS 

	Name:
	     
	Position Title:
	     
	

	Faculty/Department:
	     
	Date:
	     
	

	


	REWARD AND RECOGNITION DETAILS 

	
	Category of Reward:
	
	
	

	
	Displaying excellence in a behaviour that demonstrates one of the University’s values, ie

 FORMCHECKBOX 
 Respect for the individual
 FORMCHECKBOX 
 Success for students
 FORMCHECKBOX 
 Social responsibility
 FORMCHECKBOX 
 Free intellectual inquiry
 FORMCHECKBOX 
 Excellence, innovation and creativity


	Displaying excellence in a behaviour or activity that demonstrates USQ’s brand, ie

 FORMCHECKBOX 
 Fulfilling lives

	Exceptional performance related to achieving one of the University’s corporate goals and strategies, ie

 FORMCHECKBOX 
 Learning and teaching

 FORMCHECKBOX 
 Students

 FORMCHECKBOX 
 Academic programs

 FORMCHECKBOX 
 Research & research training

 FORMCHECKBOX 
 Staff

 FORMCHECKBOX 
 Educational partnerships

 FORMCHECKBOX 
 Social justice, equity & inclusion

 FORMCHECKBOX 
 Engagement and development

 FORMCHECKBOX 
 Enterprise
	

	Reason for Recognition and alignment with category above:
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	
	     
	

	


	RECOMMENDATIONS AND APPROVALS

	Recommended By:
	     
	Position Title:
	     
	

	
	 FORMCHECKBOX 
  I confirm I have sought confirmation from the recipient’s manager/supervisor*
	

	*Name of Manager/Supervisor:
	     
	
	
	Date:
	     
	

	
	
	
	(Signature of recommender)
	

	


	CORPORATE TRAVEL OFFICE USE ONLY

	Certificate Required   FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	Gift Selected:
	     
	

	Issued To:
	     
	Issued By:
	     
	Date:
	     
	

	
	(Print Name)
	
	(Print Name)
	

	


Please bring completed form to the Corporate Travel Office, 4th Floor, Q Block to arrange selection of appropriate gift for presentation to the recipient – please telephone prior to organise an appropriate time.
Date Reviewed: May 2010

