TN Department of

'Human Resources

Employee Suggestion Award Program
Agency Evaluator
Step-by-Step Guide

Agency Evaluator (AE) review

1. AEreceives the email and opens the suggestion in Power App (click suggestion bar).
o If AE lacks access, they contact DOHR.ESAP@tn.gov.

DOHR ESAP Open Suggestions Admin View

Unique ID Suggestor Submission Date  Stage Status Agency m
— . : Human

54 Susan Doe 1/29/2025 Application Received Received/Pending Evaluation Resources

Unique ID Suggestor Submission Date  Stage Status Agency

53 Bobby Unreal  1/28/2025 Application Received Received/Pending Evaluation Agriculture ]M

2. AE clicks the Pencil icon and updates Submission Details:

DOHR ESAP

o AEjob title, AE agency, AE division, AE phone humber.

Submission Details

Suggestor Name

Suggestor Job Title

Suggestor Employee ID

|Isaiah Booher

| Bl Specialist

| testing

Suggestor Work Address

Suggestor City State Zip Code

*

Suggestor Email Address

|tesling

Suggestor Phone Number

testing

Suggestion Benefits

|9999999999

| Other

Suggestion Proposed Solution

Estimated Monetary Savings

| isaiah.booher@tn.gov

Last Status Change Timestamp
3/6/2026 8:50 AM

Evaluation Due Date

testing

Agency Coordinator Phone Number

o

|?2/31/2®OW

Agency Evaluator Job Title

Agency Evaluator Agency

Agency Evaluator Division

Agency Evaluator Phone Number




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

Submission Summary

Agency Name Suggestion Tracking Number Suggestion Description
Hitifiai Sefvices 152 Consultative Exams cost states money (even
though they're at cost), which eats into the
budget.
Suggestion Transfer Agency Suggestion Transfer Date Agency Review Team Meeting Date
11/30/2000 12/31/2001

AE Outcome A — Not eligible

e Under Submission Summary: set Status > Agency Decision.

Submission Summary

Agency Name Suggestion Tracking Number Suggestion Description

l Finance and Administration 154 testing

Suggestion Transfer Agency Suggestion Transfer Date Agency Review Team Meeting Date

Find items IH/BO/ZOOO |12/3']/2001
Agency Implemented Board Approved Date Award Received

Find items | No |12/3‘]/ZOOW
Suggestion Fully Processed Date Status Suggestion Type
12/31/2001 | Agency Decision |Fmd items

e Evaluation Part 1:
o Eligible » No
o Suggestion Already Implemented > Yes/No

Evaluation Part 1: Impl ation and Eligibility
Eligible Suggestion Already Implemented Included in Suggestor IPP
No | No Find items
Evaluation Implementation Assessment Applicable to Other Agencies Evaluator Est Monetary Savings Valid
|Fmd items |Fimd items
Savings Invalid Explanation Agency Review Team Meeting Notes

e Realized Savings & Recommendation:
o Leave Implementation Date blank.
o Fill Reason for Non-implementation (select the appropriate eligibility
reason).
o Fill Details of Non-Implementation (explains decision in employee email).




Realized Savings and Recommendation

Implemented Date Implementation Cost Submission Date
I 12/31/2001 | | |2/20/2026
Fiscal Year Savings Realized Realized Savings Agency Recommendation
I | | | |F|nd items
Recommended Agency Award Amount Reason for Non-Implementation Details of Non-Implementation
l I I Job duty-related The suggestion will not proceed because it i
involves creation of a policy reference tool

related to existing job functions and does not
dafi d varifiahl ot i v

e Click Save.

DOHR ESAP

e System actions:
o Agency Coordinator (AC) gets email that status changed.
o Employee gets automatic email that the suggestion was not implemented
(with AE reason).

e Agency Coordinator (AC) may optionally set Status = CLOSED. Process ends.

AE Outcome B — Transfer to another agency
e AE notifies AC by email that the suggestion should transfer.

e AC will complete transfer process.

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

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

Submission Summary

Agency Name Suggestion Tracking Number Suggestion Description

| Finance and Administration 154 testing

Suggestion Transfer Agency Suggestion Transfer Date Agency Review Team Meeting Date

Ihnd items |H/30/ZOOO |12/31/2001
Agency Implemented Board Approved Date Award Received

|Find items | No |12/31/2001
Suggestion Fully Processed Date Status Suggestion Type

|12/31 /2001 | Reviewed by Evaluator |Fmd items




e Click Save.

N\

@ DOHR ESAP >< H

e System actions:
o AC receives automatic notification that AE review is complete.

4. After AE review is complete, AC sends the Signature Authorization Form to the AE
to sign and return to AC.




