work. Whether you choose o use a variety of
catalog sheets or other collateral for your
own "Service Award Booklat,” each employ-
e should have a copy.

You might also consider creating your own
in-house communications portfolio which
should include, at the very least, these basic
piaces:

3 An announcemenl piace that clearly
explaing managament’s philosophy regarding
employesa recognition and service awards. Il
should also include the program’s objectives,
length, measuremant system and the atirac-
tive marchandisa awards that will ba given.

3 From time to time throughout the pro-

gram, give employees a pat on the back
through promotional mailings or notes
exprassing gratitude for their hard work.

3 Standings mailings update paricipants’
progress (as in an atlendance or safety pro-
gram) and should be sent out frequently.

3 Al the end of the program, be sure to send a
eongratulatory mailer celebrating a milastone
anniversary or the achievement of a particular

aoal.

G. Housekeeping Tasks

A non-sales service award program still requires a
mumbar of tasks basic o any typa of motivatonal
program. You'll have i

The Clock Keeps On Ticking

Babdore woi know il anoliher yaar has come and gone. Tha days hawe
Thsam bry, the seaaons hava changed, amnd here's andgthar 365 days
ahead untl the nest aukd lang syne.

This year, make a dfferance in the workplace for evary one of your
aiplovess, regardess of the aumber of yaars Meyvs baen with you, If
wou) don't already hawve a sardce swand program in place, think of this as
he yaar wou plant the seeds lor ona. Take the steps oullined in this
bockled sericusly and bagin to create a program that honoes. ywour oyal
stafl membsars, whalhar tey've been wilh you one year of 35.
Remember—an emplovess loyally ko you and your company beging at
e Baginning. Feccgnizing both rew and long-time amployess Tor their
Sarvice boogls eyenyone’s moraks,

Ayt your company has Bean running a service award program for
ey wears. Does [ nesd revampng? If you've Bean giving the same
award vear after year, maybe 'z time o give somathing entinaly new.
Paihaps the venue where you've bean hading your swands saramony
coukd ba changed for varety's sake. O iry spicing up the camamaony
with some unagpechad fun and surprises—oring in profassional entar-
lainers of 4 comeadian whose apacially s poking fun al the business
waorkd. He or ahe may be abla to write some ofiginal mabarial abau
your company and e “old-timans.” You may aven have some talentad
emplayass on 2afl who wolld be delightad b “sarenade” iha awand
recipiants with & special song.

It s DK Do be cormsenative and tradiional in your approach To sencs
awarcl progranTs of To think ouitside the bos sbhen ywou re creating I That
wll Leer cletesmmnined bey thes Dype of  comnpeimy o0 i, 08 style and bis-
s phulosoplty. The: important g i o gel started Tocky planming your
program before ancther veor passes you by

3 Sel appropriale objectives that
tie in wilh ihe award program. For
axample, do you want o reduce
amployes absentasism because
productivity is suffering? Doas man-
agement wanl to decreass employ-
aa turnover? Brainstorm with col-
leagues for the goals you want to
reach. That will be the start of
your program and get the ball
ralling.

3 Target your audience. Find out
how @ach parson is mvolved in day-
fo-day operations. How long  have
thay been with the company?® What
axactly are their jobs and wheare do
thay fall m tha dislribulion channel?
Try to assess kow much vou can real-
isfically expect fram tham basad on
their leval of involvemeni. The
answars should show you axactly
who neads o be molivated, recog-
nized and rawarded.

3 Dacide what type of service award
program makes sense for the group.
Yo may evan wand o tie a number of
sarvice award programs undse one
umbralla. For axarmpls, you can sat up
an overall corporata program that rac-
ognizes and rewards kenglh of sarvice
anniversaries, perfect attendance and
an-he-job safely. You don'l hawe o
limit yoursalf ko one service recogniion
award category—unless, of coursa,
v anly nesd o run one type af pro-



