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MAKING THE DIFFERENCE RECOGNITION SCHEME

MTD SCHEME APPROVAL REQUEST FORM


	Department
	
	Date
	

	Financial Year
	
	Scheme Budget
	

	Total Number of Awards Available   (if known)
	
	Scheme Budget as % of Annual Staff Budget
	

	Scheme Administrator Name
	
	Contact Details

E-Mail / Tel Ext.
	

	Scheme Details

	Individual Awards
	Yes / No
	Frequency
	Monthly / Quarterly / Termly / Other

	Maximum Number of Awards per year (if known)
	
	Amount of each Award (£)
	

	Total Amount (£) allocated to Individual Awards
	

	

	Team Awards
	Yes / No
	Frequency
	Monthly / Quarterly / Termly / Other

	Maximum Number of Awards per year (if known) 
	
	Amount of each Award (£)
	

	Total Amount (£) allocated to Team Awards
	

	

	MTD Scheme Panel Members

	Name
	Job Title
	Type of Panellist 

(Management/Staff Representative)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Scheme Management Checklist

	Who is responsible for the monitoring of the scheme and the annual reporting to the Rewards Team?  
	

	What is the mechanism for selecting panellists?
	

	For how long will panellists serve?
	

	Have you determined the criteria for evaluating nominations?  Please attach this.  
	Criteria Attached (

	How will the outcome of nominations (whether successful or not) be communicated to individuals and by whom?  
	

	How will you publish the names of individuals/team members receiving awards?  
	

	What is the mechanism for monitoring the scheme within your department?
	

	
	

	
	

	Scheme Approved by Rewards Manager (Signature)
	Date of Approval



	
	


Please email the completed form to:   rewards-team@york.ac.uk
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