INSTRUCTIONS AND CRITERIA FOR 

DIRECT HIRE AWARDS
The Direct Hire (Permanent Placement) Category recognizes individuals based on net cash-in generated from direct hire (permanent placement) fees. No Temp-To-Hire or Contract/Temporary Revenues can be included.
DIRECT HIRE DIVISIONS

ADMINISTRATIVE SUPPORT (Office Services): This category requires that 80% of the total net cash-

in production credit be within the administrative support area.  A minimum of $75,000 net cash-in is required for nomination.

TECHNICAL/PROFESSIONAL: This category requires that 80% of the total net cash-in production credit be within the technical/professional area. A minimum of $100,000 net cash-in is required for nomination.
ROOKIE OF THE YEAR : The Rookie of the Year Award recognizes outstanding performance within the first 52 weeks of employment of individuals who are new to the staffing industry.  No minimum net cash-in is required for Rookie participation. All current and prior experience in the staffing industry must be included, regardless of whether it was in contract/temporary, direct hire (permanent placement) or blended services. 
NET CASH-IN
Criteria for nomination will be based on "net cash-in" of each nominee.  "Net cash-in" as defined herein shall mean all permanent placement fees collected during 2011, including fees billed prior to January 1, 2012 but actually collected in 2011.  In addition, split fees may be included and calculated as defined under “SPLIT FEE CRITERIA”.  Net cash in must exclude fall offs where monies were returned, contract/temp fees, finders fees for salary surveys, resume typing services, expenses reimbursed by client, management, consulting fees etc. or any fees not directly generated as a result of placing a person for permanent employment except for non-refundable retained search fees actually collected in the permanent placement process.  

Production of individuals who leave a firm during the course of the year may not be considered the manager's production or be credited to any other consultant who did not actually receive credit originally for the placement.  

Ultimately, all permanent placement fees counted must be a direct result of the efforts of the nominee which can be verified through audit.

PREVIOUS STAFFING INDUSTRY EMPLOYMENT INCOME

If a nominee was previously employed by another member or non-member firm and was employed prior to December 31, 2011 by the nominating firm, her/his total net cash-in qualifying figures from both firms are acceptable if:


1. The non-nominating firm provides a written statement of "cash-in" during the period the consultant was employed and clearly states their permission to use such figures.


2. It is decided by the two firms on an individual basis whether both firm names will be mentioned in the awards written materials and at the awards banquet.  If both firm names are to be used, this must be clearly stated on the nomination ballot.


3. If a protest is lodged by either firm, cash-in figures from that firm will not be accepted, and the individual may be disqualified.
SPLIT-FEE CRITERIA FOR DIRECT HIRE

To calculate "net cash-in" involving any splits between consultants, the total cash-in credited to a nominee (production credit) must reflect only the designated portion of the fee collected, i.e. "job order" portion or "applicant" portion, (to a maximum of 70%) with the total of all portions not to exceed 100% of the total fee.

Production credit is the amount of the fee that is credited to each consultant involved in a placement. The same percentage used to determine production credit by each individual firm's policy shall be used for reporting production credit for the Awards Program. The nominating firm must make available upon request accounting statements to support percentage of production credited to any individual nominee per placement. 

EXAMPLE:  Two different acceptable possibilities of accounting for a $4,000 split fee can be as follows:

"Job Order" Consultant Credited
50%  = $2,000

"Applicant" Consultant Credited
50%  = $2,000
TOTAL
100% = $4,000

"Job Order" Consultant Credited
40%  = $1,600

"Applicant" Consultant Credited
60%  = $2,400
TOTAL
100% = $4,000

If a firm determines cash-in split fees on any other basis, in order to participate in the awards program, the nominees' cash-in totals must be figured on a maximum 70%, either "job order" or "applicant" portion.

An unacceptable example of accounting for a split fee which totals $4,000 is as follows:

"Job Order" Consultant Credited
100% = $4,000

"Applicant" Consultant Credited
100% = $4,000
TOTAL FEE BECOMES
200% = $8,000

DIRECT HIRE ASSISTANTS

Passive Assistants - Those individuals who provide help to the Personnel Consultant in the initial stages of the placement, either in the candidate phase or the client phase. 

The use of Passive Assistants will allow the Personnel Consultant to count a maximum of 90% of that placement fee toward that nominee's cash-in figures.  The ballots will automatically calculate 90% of any direct hire fees you enter in that column.  
Examples of Passive Assistants: 

1) Individuals who source candidates from the Internet, the company's database, job fairs, trade schools or other means of recruiting. These individuals do NOT prequalify the candidates by interviewing face-to-face or via telephone or e-mail. They merely provide lists of names that fit the general qualifications of the job order.

2) Marketing/Sales Assistants - These individuals call on clients and prospects to obtain business for the company. They turn over leads or job orders to the Personnel Consultant who then makes the placement.

3) Any other individuals who participate in the initial stages of the placement to provide candidates or clients, but do NOT engage in conversation with these individuals to make the match other than the initial contact as stated previously. 
Active Assistants - Those individuals who aid in the placement process, regardless of title, who source candidates and prequalify by direct conversation or e-mail with candidate, or talk directly or by e-mail with the client to present candidates, schedule interviews or close a placement.

The use of Active Assistants will allow the Personnel Consultant to count a maximum of 75% of that placement fee toward that nominee's cash-in figures.  The ballots will automatically calculate 75% of any direct hire fees you enter in that column.  

If you have no assistants, the ballots will automatically calculate 100% of any direct hire fees you enter in that column.  PUT THE FULL AMOUNT BILLED FOR NO ASSISTANTS, PASSIVE ASSISTANTS, AND ACTIVE ASSISTANTS AND THE SYSTEM WILL CALCULATE THE % OF THE AMOUNT YOU PUT THERE AS YOUR ENTRY.  You may have billings in any or all categories (“No Assistants”, “Passive Assistants”, “Active Assistants”)  Put ”0” for any of the 3 you have no billings for.  The system will add up all billings put in any or all of those 3 categories for each person’s total.  

PERMANENT PLACEMENT THROUGH TEMP-TO-HIRE ARRANGEMENTS
NO Temp-to-Hire fees may be counted in the Direct Hire (Permanent Placement) category. If you wish to count temporary or contract fees, you must enter the Blended category.

ROOKIE OF THE YEAR

There are two different ways to qualify for the Rookie of the Year Award:
A) Cash-in figures for the first 52 weeks in the industry with the one-year anniversary date of hire falling in the nomination year. 

B) If your date of hire is in the month of May 2011 or earlier, you can elect to prorate your cash-in figures and enter in 2012. (You can also choose to wait, enter the 2012 awards program and enter your first 52 weeks of production.)

Rookie Start Date: The rookie start date is the actual date of employment, regardless of when the Rookie started "working a desk" or producing billings. Probationary periods are included. If a Rookie is sent to a third party for training, the training period is considered to be part of the first year. All current and prior experience in the staffing industry must be included, regardless of whether it was in contract/temporary, direct hire (permanent placement) or blended services.
Proration Criteria: All net cash-in and split fee rules apply. The week in which the Rookie starts will be counted as a full week for the purpose of the annualized cash-in figures, regardless of whether it is the first or last day of the week. The cash-in figures will be tabulated on a prorated basis according to the following 

Proration  Formula:
Total net cash-in divided by weeks in business = average weekly cash-in X 52 weeks = annualized figure
EXAMPLE: If Nominee begins employment on or before 5/1/11 you may

Nominate in 2011
You may use the Proration Formula based on dates of 4/11/11(first week) to 12/31/11 for Nomination in 2011.

Total net cash-in = $80,000 divided by number of weeks experience (38) = $2,105 X 52 weeks proration = $2,105 X 52 = $109,460.

OR---
Nominate in 2012 - the anniversary date of the first 52 weeks of experience.

You may delay until the next year of nomination and use actual net cash-in figures for the first 52 weeks.

Net cash in for 4/11/11 to 4/30/12: Total Cash-in = $112,299. 

The Rookie Award will be presented to one consultant in the Technical/Professional division and to one consultant in the Administrative Support division. 

Consultants who qualify for the Rookie of the Year award can also be nominated for a regular award if they qualify. NO Rookie candidates will be automatically nominated for a regular award. If nominations are to be made in both the Rookie and regular categories, nomination fees must be paid for both entries, the nominee's name must be submitted for both categories, and calculations must be made according to each category's rules. 
RELEASE OF CASH-IN FIGURES
All figures submitted will be held in the strictest confidence to be viewed only by the accounting firm. However, the cash-in figures of the Top 15 award winners and the Rookie of the Year in each category will be released to the Awards Banquet Committee and announced at the awards banquet.  If you do not wish your nominees' cash-in totals to be released and announced, you must indicate in the space provided on the nomination ballot.

