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Employee Suggestion Award Program
Agency Fiscal Officer
Step-by-Step Guide

Agency Review Team (ART) Meeting & decision

During the ART meeting:

1. ART reviews:
o Employee submission
o Agency Evaluator (AE) evaluation
o Eligibility criteria

. Agency Coordinator (AC) verifies the suggestion was not part of the employee’s IPP
or regular work duties.

Fiscal Officer reviews projected/realized savings and calls for vote.
4. ART votes to Implement or Not implement.
5. Best practice: Fiscal Officer documents meeting minutes and sends to AC.
ART Decision: NOT implemented

1. AC edits the form with details of ART decision.
2. System actions:

o Employee receives automatic email with the ART decision and reason.

3. Process ends.

ART Decision: IMPLEMENT

1. AC edits the form with ART decision.
2. System actions:
o Employee receives automatic email that their suggestion will be
implemented and will be tracked for 1 year.
o Fiscal Officer receives notification to begin tracking realized savings.




Fiscal Officer (FO) 1-year tracking

1. FO tracks realized savings for one (1) year.

End of 1-year tracking and agency verification

1. FO opens the suggestion via the Power App link.

2. FO edits form by clicking Pencil
DOHR ESAP

3. After 1year, FO reopens the suggestion and edits Realized Savings &
Recommendations:
Update Implementation Cost
Enter Fiscal Year Savings Realized
Enter Total Realized Savings
Enter Agency Recommendation
Enter Agency Award Amount (if recommending award)

Realized Savings and Recommendation

Implemented Date Implementation Cost Submission Date

I 3/20/2026 | | 3/6/2026

Fiscal Year Savings Realized Realized Savings Agency Recommendation

I | Find items

Recommended Agency Award Amount Reason for Non-Implementation Details of Non-Implementation

I |Find items

4. Update the Status in the Submission Summary section to the “Fiscal Review
Complete” status.

Submission Summary

Agency Name Suggestion Tracking Number Suggestion Description

I Finance and Administration 154 testing

Suggestion Transfer Agency Suggestion Transfer Date Agency Review Team Meeting Date

IZ nd items |1 1/30/2000 i [u»;:n')or;‘

Agency Implemented Board Approved Date Award Received

I:"d tems | No I‘L 01

Suggestion Fully Processed Date Status Suggestion Type

| 12/31/2001 I Fiscal Review Complete IF nd items




5. Click Save.
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6. AC will automatically be notified that fiscal review is completed.

7. AC sends the Signature Authorization Form to the Fiscal Officer to sign and return
to AC.

Human Resources

EMPLOYEE SUGGESTION AWARD PROGRAM
SIGNATURE AUTHORIZATION FORM

Application Details

Suggestion Number: :]

Suggester Name: [

Suggester Job Classification: |

Submission Date: l:l

FISCAL OFFICER CERTIFICATION

I, the undersigned, certify that | have reviewed the related application in the ESAP
Power App, including the financial impact and realized savings. | confirm that the
savings calculations are accurate based on the provided documentation and are in
accordance with ESAP policies.

Signature:

Nme[ ]
e ]

Once returned, AC updates form.

System actions:

o AC and employee receive notification that the suggestion has been sent to
DOHR for Board review.




