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Employee Suggestion Award Program 
Agency Evaluator 

Step-by-Step Guide 
 

Agency Evaluator (AE) review 

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

 

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

 
 

o AE job title, AE agency, AE division, AE phone number. 
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3. AE reviews the suggestion and chooses one of three outcomes: 

 

AE Outcome A — Not eligible 

 Under Submission Summary: set Status → Agency Decision. 

 

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

 

 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). 



3 
 

 

 Click Save. 

 

 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). 

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

 

AE Outcome B — Transfer to another agency 

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

 AC will complete transfer process. 

 

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

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

 

 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. 

 


