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Employee Suggestion Awards Program (ESAP)

Key Roles

Agency Coordinator
The Agency Coordinator is designated by the appointing authority as the primary point of contact
for the ESAP within each agency. Responsibilities include:

e Providing program information to employees

e Receiving and routing suggestions

¢ Coordinating with Agency Evaluators (AE) and Agency Fiscal Officers (AFO)

¢ Scheduling Agency Review Team (ART) meetings

e Submitting implemented suggestions with realized savings to the ESAP Board

The AC serves as the central link between employees, evaluators, fiscal staff, review teams, and the
ESAP Board Administrator in DOHR.

Agency Evaluator
The Agency Evaluator is a subject matter expert responsible for reviewing suggestions and making

recommendations for implementation or non-implementation.
Evaluations must be thorough, fair, and consistent, as this role is critical to the success of the ESAP.

Agency Review Team

The Agency Review Team consists of three to five members designated by the appointing authority.
The team reviews evaluated suggestions and determines whether to implement them and/or
recommend them for awards or recognition.

Agency Fiscal Officer

The Agency Fiscal Officer is responsible for tracking and verifying realized savings associated with
implemented suggestions through the end of the fiscal year.

This role is typically fulfilled by the agency’s Fiscal or Budget Director, or another individual

responsible for fiscal oversight.




Employee Suggestion Award Board Administrator
The ESAP Board Administrator:
e Receives and tracks submissions from Agency Coordinators

e Prepares materials for Board review

¢ Maintains official records and meeting minutes of Board meetings
¢ Communicates Board decisions to agencies

e Assists with processing awards and recognition

Employee Suggestion Award Board

The Board is composed of:
e Commissioners of the Departments of Human Resources, Finance and Administration, and

General Services
e Executive Director of the Fiscal Review Committee
e One member appointed by the Tennessee State Employees Association

The Board meets quarterly to review implemented suggestions with verified savings and determine
eligibility for monetary or honorary awards.
All Board decisions are final.




