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Phase 1 — Employee Submission 

1. Employee has an idea and completes the oƯicial ESAP Form (available on TeamTN). 

 

2. Employee submits the form via the ESAP Power App. 

3. System actions (automatic): 
o Sends employee a “Suggestion Received” email with the suggestion tracking 

number. 
o Creates the record in the Power App and automatically sets Status = 

Suggestion Received. 
o Sends the Agency Coordinator (AC) an email notifying them a suggestion was 

submitted (and that status changed). 

 

Phase 2 — Agency Coordinator (AC) initial review 

1. AC receives the notification email and clicks the link to open the suggestion in 
Power App. 

Link to the ESAP Power App. 

2. AC opens the suggestion by clicking any part of the suggestion bar. 

 

3. AC clicks the Pencil icon (top right) to edit the form. 
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4. AC navigates to the “Signature and Supporting Documents” section. 

5. AC finds the link to the Signature Authorization Form. 

6. AC copies the link and pastes it into an internet search engine (note: the link is not 
clickable). 

 

7. AC opens the form and completes the Application Details section. 

 

8. AC retains document for later steps. 

 

If AC determines the suggestion is not eligible: 

1. Under Submission Summary: set Status → Agency Decision. 
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2. Under Evaluation Part 1: 

o Eligible → No 
o Suggestion Already Implemented → Yes/No 

 

3. Under Realized Savings & Recommendation: 
o Leave Implementation Date blank. 
o Enter the Reason for Non-implementation (select best fit from eligibility 

reasons). 
o Enter Details of Non-Implementation (this text appears in the email to the 

employee). 

 

4. Click Save (top right). 

 

5. System actions: 
o AC receives email that status changed. 
o Employee receives an automatic email that their suggestion was not 

implemented with the AC reason. 

6. AC may optionally set Status = CLOSED. Process ends. 
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If AC determines the suggestion is eligible to proceed: 

1. Click Pencil to edit. 

 

2. Identify the appropriate Agency Evaluator (AE) (subject matter expert). If unsure, 
consult HRO or director. 

3. Under Manage Agency Permissions: update Agency Evaluator email. 

 

4. Under Submission Details: add AC phone number (and any other required contact 
fields). 

 

5. Under Submission Summary: update Status → In Review. 
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6. Click Save. 

 

7. System actions: 
o AC receives notification that status changed. 
o System sends an automatic email to the AE notifying them they have a 

suggestion to review. 

 

Phase 3 — Agency Evaluator (AE) review 

1. AE reviews the suggestion and chooses one of three outcomes: 

AE Outcome A — Not eligible 

 AE will update: Submission Summary: set Status → Agency Decision. 

 

 System actions: 
o AC gets email that status changed. 
o Employee gets automatic email that the suggestion was not implemented 

(with AE reason). 

 AC may optionally set Status = CLOSED. Process ends. 

AE Outcome B — Transfer to another agency 

 AE notifies AC that the suggestion should transfer through email. 

 AC emails the receiving agency’s AC to notify them of the incoming transfer. (Locate 
agency AC’s on TeamTN) 
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 AC edits form: 
o Manage Agency Permissions: update AC email to the new agency’s AC. 

 
o Submission Summary:  

 update Agency Name (to the new agency)  
 Suggestion Transfer Agency (both fields must show same agency) 
 Suggestion Transfer Date. 

  

 Click Save. 

 

 System actions: 
o New agency AC receives notification of the transferred suggestion. 

 The receiving AC repeats their intake steps (Phase 2). 

 

AE Outcome C — Eligible within agency (forward to ART) 

 AE completes any AE-specific sections and sets Status → Reviewed by Evaluator 
(AE should only select this option when complete). 

 Click Save. 

 System actions: 
o AC receives automatic notification that AE review is complete. 
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4. After AE review is complete, AC sends the Signature Authorization Form to the AE 
to sign and return to AC. 

 

5. Once returned, AC goes into Power App → Signature and Supporting Documents 
section and updates: 

o Agency Evaluator Signature Received = Yes 

 

 

Phase 4 — AC prepares for Agency Review Team (ART) meeting 

1. AC edits the form to set Status → Agency Decision (after AE review). 
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2. Under Manage Agency Permissions: update Fiscal OƯicer email (and appointing 
authority if needed). 

 

3. Click Save. 

 

4. System actions: 
o Fiscal OƯicer receives email notifying them a suggestion requires review. 

5. AC schedules the ART meeting: 
o Required: minimum 3 voting members, Fiscal OƯicer must attend. 
o AE participation is recommended. 
o Attachments to meeting invite: Employee suggestion form (view in Power 

App) and ESAP Review Team PPP (policy). 

Note: Currently no PDF export functionality of the Suggestion Form is available. 

 

Phase 5 — ART Meeting & decision 

During the ART meeting: 

1. ART reviews: 
o Employee submission 
o AE evaluation 
o Eligibility criteria 

2. AC verifies the suggestion was not part of the employee’s IPP or regular work duties. 

3. Fiscal OƯicer reviews projected/realized savings and calls for vote. 

4. ART votes to Implement or Not implement. 

5. Best practice: Fiscal OƯicer documents meeting minutes and sends to AC. 

ART Decision: NOT implemented 

 AC edits the form: 
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o Submission Summary: 
 Agency Implemented → No 
 Status → Agency Decision 

 

o Evaluation Part 1: 
 Eligible → No 
 Suggestion Already Implemented → Yes/No 

o Agency Review Team Meeting Notes: include decision and rationale. 

 

o Realized Savings & Recommendations: 
 Leave Implementation Date blank. 
 Enter Reason for Non-Implementation (ART chosen reason). 
 Enter Details of Non-Implementation (text appears in email to 

employee). 
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 Click Save. 

 

 System actions: 
o Employee receives automatic email with the ART decision and reason. 

 AC may optionally set Status = CLOSED. Process ends. 

ART Decision: IMPLEMENT 

 AC edits the form: 

o Manage Agency Permissions: add/update Appointing Authority email. 

 

o Submission Summary: 
 Agency Review Team Meeting Date 
 Agency Implemented → Yes 
 Status → Agency Decision 
 Suggestion Type 
 Suggestion Type Description 
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o Evaluation Part 1: 
 Eligible → Yes 
 Suggestion Already Implemented → No 
 Include in Suggester IPP → No 

 Agency Review Team Meeting Notes 

 

o Realized Savings & Recommendations: 

 Update Implementation Date 

 

 Click Save. 

 

 System actions: 
o Employee receives automatic email that their suggestion will be 

implemented and will be tracked for 1 year. 
o Fiscal OƯicer receives notification to begin tracking realized savings. 
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Phase 6 — Fiscal OƯicer (FO) 1-year tracking 

1. FO will process saving tracking for 1 year. 
 

Phase 7 — End of 1-year tracking and agency verification 

2. After 1 year, FO reopens the suggestion and edits  
3. Update the Status in the Submission Summary section to the appropriate “Fiscal 

Review Completed” status used by the system. 

4. Click Save. 

5. AC is notified that fiscal review is completed.  

5. AC sends the Signature Authorization Form to the Fiscal OƯicer to sign and return. 

 

6. Once returned, AC updates Power App → Signature and Supporting Documents: 
o Fiscal OƯicer Signature Received = Yes 
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7. AC reviews and updates Status → DOHR Review. 

 

8. AC sends the Signature Authorization Form to the Appointing Authority to sign 
and return. 

 

9. Once returned, AC updates Power App → Signature and Supporting Documents: 
o Appointing Authority Signature Received = Yes 
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10. AC attaches the completed Signature Authorization Form in the Signature and 
Supporting Documents section for inclusion in the Board packet. 

 

11. Click Save. 

 

12. System actions: 
o AC and employee receive notification that the suggestion has been sent to 

DOHR for Board review. 

o ESAP Administrator receives a notification that the suggestion has been sent 
to DOHR 

13. AC ensures all supporting documents are attached to the Power App record. 

 

Phase 8 — ESAP Administrator & DOHR review 

1. ESAP Administrator will gather all information and review the suggestion with DOHR 
leadership to prepare for the ESAP Board. 

 

Phase 9 — ESAP Board review & finalization 

 System actions: 
o AC is notified of status change. 
o Employee receives an automatic email of finalization of suggestion. 
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Phase 10 — Award processing (if monetary award approved) 

If monetary award is approved: 

1. ESAP Administrator: 
o Contacts Agency Resource Center (ARC) in DOHR with award 

documentation. 
o Notifies AC and Agency HRO that ARC has been contacted. 
o Notifies employee of Board decision and award information. 

2. ARC processes payment to the employee. 

3. ESAP Administrator and AC ensure payment and award records are attached to the 
Power App record. 

If non-monetary award is approved: 

2. ESAP Administrator: 
o Notifies the AC and Agency HRO that the ARC has been contacted. 
o Notifies the employee of the Board’s decision and award information. 
o Provides the AC with approved award materials (e.g., certificate) for 

presentation to the employee.  

3. ESAP Administrator and AC ensure award records are attached to the Power App 
record. 

 

 

 


