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Phase 1: Employee Submission 

Step 1: Employee Submits Suggestion 

1. Employee develops an eligible idea. 
2. Employee completes the oƯicial ESAP Form (available on Team.TN). 
3. Employee submits the completed form to their Agency Coordinator (AC). (AC list 

available on Team.TN) 
 

Phase 2: Initial Agency Review 

Agency Coordinator (AC) Responsibilities 

Step 2: Acknowledge & Log 

1. Email employee confirming receipt of the suggestion. 
2. Assign a Suggestion Tracker Number. 
3. Log the submission in the agency tracking system. (Each agency keeps their own 

log) 
4. Pull the oƯicial ESAP Signature Authorization Form (link can be found at the bottom 

of the suggestion form within the Signature and Supporting Documents section). 
5. Complete the Application Details section of the Signature Authorization Form. 

Step 3: Preliminary Review 

1. Review the suggestion. 
2. Determine initial eligibility using criteria in the Operating Procedures Manual 

(Section 3A–B). 
3. Prepare recommendation for the Agency Evaluator (AE). 
4. Email the AE: 

o AC recommendation 
o Employee’s original submission 
o Agency Evaluation Summary Form (for AE to complete) 

Special Circumstances During Initial Review 

If Suggestion Appears Not Eligible 

 If AC and AE agree suggestion is not eligible: 
o AC notifies employee via email with explanation. 
o Log decision in tracker. 
o Signature Authorization Form is not routed further. 
o Process ends. 
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If Suggestion May Apply to Another Agency 

 AC: 
o Notifies employee. 
o Transfers suggestion to appropriate Agency Coordinator. 
o Updates tracker accordingly. 

If Suggestion Involves Multiple Agencies 

 AC coordinates a joint meeting. 
 ESAP Administrator serves as coordinator. 
 All involved agencies collaborate to reach a unified decision. 

 

Phase 3: Agency Evaluation 

Agency Evaluator (AE) Responsibilities 

Step 4: Evaluation 

1. Review suggestion and AC recommendation. 
2. Make a preliminary determination. 
3. Complete the Agency Evaluation Summary Form. 
4. Return completed Agency Evaluation Summary Form to AC. 

Once the AE has completed their evaluation: 

5. AC sends the Signature Authorization Form to the AE for signature. 
6. AE signs and returns the form to the AC. 
7. AC retains signed form for inclusion in final DOHR packet. 

 

Phase 4: Agency Review Team (ART) Decision 

Step 5: Schedule Agency Review Team Meeting 

AC schedules a meeting with the Agency Review Team (ART). 

Required Attendance: 
 Minimum 3 voting members 
 Agency Fiscal OƯicer (AFO) is required 
 AE participation is recommended 

AC Must Attach to Meeting Invite: 
 Employee’s original submission 
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 Completed Agency Evaluation Summary Form 
 ESAP Review Team PPP 

Step 6: Agency Review Team Evaluation 

During the meeting: 

1. ART reviews: 
o Employee submission 
o AE evaluation 
o Eligibility criteria 

2. AC verifies the suggestion was not part of the employee’s IPP or regular work duties. 
3. Fiscal OƯicer reviews projected/realized savings. 
4. Fiscal OƯicer calls for vote. 
5. ART votes to: 

o Implement 
o Not implement 

Best Practice: Fiscal OƯicer documents meeting minutes and sends them to the AC. 

 

Phase 5: Post-ART Decision 

If Suggestion is NOT Implemented: 

1. AC sends decision letter to employee explaining rationale. 
2. AC logs decision in agency tracker. 
3. Signature Authorization Form process ends. 

If Suggestion IS Implemented: 

1. AC sends letter to employee: 
o Notifying them of implementation 
o Explaining one-year savings tracking requirement 
o Informing them the suggestion will be submitted to the ESAP Board after the 

tracking period 

2. AC logs decision in tracker. 
3. Agency Fiscal OƯicer begins tracking realized savings for one (1) year. 
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Phase 6: One-Year Savings Review 

Step 7: End of One-Year Tracking Period 

After one year: 

1. AC schedules meeting with AFO to review realized savings. 

If NO Realized Savings: 

1. AC reconvenes ART. 
2. ART reevaluates suggestion. 
3. Decision documented and logged. 
4. Signature Authorization Form process ends. 

If Realized Savings ARE Verified: 

1. Agency Fiscal OƯicer finalizes savings documentation. 
2. AC sends the Signature Authorization Form to the Fiscal OƯicer for signature. 
3. Fiscal OƯicer signs and returns form to AC. 
4. AC sends the Signature Authorization Form to the Appointing Authority for 

signature. 
5. Appointing Authority signs and returns form to AC. 
6. AC submits all relevant documentation to the ESAP Administrator, including: 

o Employee submission 
o Agency Evaluation Summary Form 
o Savings documentation 
o Completed Signature Authorization Form (with AE, Fiscal OƯicer, and 

Appointing Authority signatures) 
o Request for Board review (implementation approval, monetary or non-

monetary award) 

 

Phase 7: ESAP Administrative Review 

ESAP Administrator Responsibilities 

Step 8: Information Review 

1. Ensure complete documentation is received. 
2. Confirm realized savings documentation. 
3. Work with AC to gather any missing information. 
4. Verify the suggestion was not part of the employee’s IPP or regular work duties. 
5. Confirm Signature Authorization Form is fully executed. 
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Step 9: Leadership Review 

1. Schedule review meeting with: 
o Deputy Commissioner of DOHR 
o Assistant Commissioner 
o OPPC Leadership 

2. Present suggestion and supporting documentation. 

If information is incomplete: 
 Gather missing details. 
 Hold follow-up meeting as needed. 

 

Phase 8: ESAP Board Review 

Step 10: Board Presentation 

1. ESAP Administrator presents suggestion and documentation to ESAP Board. 
2. ESAP Board makes final determination. 

 

Phase 9: Final Decision & Award Processing 

If No Monetary Award: 

1. ESAP Administrator notifies employee. 
2. ESAP Administrator informs AC. 
3. Decision logged in DOHR tracker. 
4. AC logs decision in agency tracker. 

If Monetary Award is Approved: 

1. ESAP Administrator: 
o Notifies employee 
o Contacts Agency Resource Center (ARC) in DOHR 
o Provides required documentation 
o Loops in: 

 Agency Coordinator (AC) 
 Agency HRO 

2. ARC coordinates award payment. 
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Final Tracking & Documentation 

 ESAP Administrator logs all relevant information in DOHR Suggestion Tracker. 
 ESAP Administrator stores all relevant information on H Drive in the ESAP 

Suggestion Folder. 
 Agency Coordinator logs all relevant information in Agency Tracker. 

 

Updated Summary Flow (Including Signatures) 

1. Employee submits suggestion. 
2. AC logs and prepares Signature Authorization Form. 
3. AE evaluates → AE signs form. 
4. ART votes to implement or not. 
5. If implemented → 1-year savings tracking. 
6. After savings verified → Fiscal OƯicer signs → Appointing Authority signs. 
7. Completed Signature Authorization Form included in DOHR packet. 
8. ESAP Administrator review (including IPP verification). 
9. ESAP Board final decision. 
10. Award processed (if approved). 
11. All actions documented and logged. 

 


