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Employee Suggestion Awards Program (ESAP)

Evaluator Quick Guide
Suggestion Eligibility Criteria:

All suggestions submitted by eligible employees must be reviewed by the Agency Evaluator and
forwarded to the Agency Review Team unless the suggestion:

. Duplicates a previously submitted suggestion

. Involves a personal grievance or complaint

. Recommends increased taxes or fees, or involves legislation

. Concerns employee wages, benefits, or compensation

. Recommends a study, survey, or review without a defined action
. Proposes following existing policies or procedures

. Addresses a temporary issue or one already being corrected
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. Results from assigned or contracted audits, studies, or research

9. Creates savings for one agency at the expense of another

10. Involves routine maintenance, repair, or housekeeping

11. Is part of the employee’s job duties or Individual Performance Plan (IPP)
12. Reflects savings from a federally funded program

Evaluator’s Considerations:

When determining whether to recommend a suggestion for implementation, consider:

¢ Costtoimplement the suggestion

e Overall cost effectiveness

o Estimated savings

o Whether the benefit outweighs the effort to implement
e Agencies orindividuals involved in implementation

e Agencies orindividuals impacted by the change

e Overall effectiveness of the proposed solution

What Makes a Strong Evaluation:

A strong evaluation should:

1. Provide clear, accurate, and factual data, especially regarding potential cost savings
2. Use plain language (avoid acronyms, abbreviations, and technical jargon)

3. Address all points raised by the employee

4. Focus on the validity of the idea, even if terminology is unclear or misused

5. Identify any unintended consequences that could reduce the value of the suggestion




