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Employee Suggestion Awards Program (ESAP)
Agency Review Team Guidance

Role of the Agency Review Team (ART)

The ART:
e Reviews recommendations provided by the Agency Evaluator (AE)
e Determines whether a suggestion should be implemented or not implemented
e Considers potential benefits, savings, and operational impact

Decision Outcomes:
¢ NotImplemented:
The Agency Coordinator (AC) finalizes the decision and notifies the employee.
Implemented:
The suggestion is implemented and, if savings are realized, forwarded to the ESAP Board
Administrator for review at a future Board meeting.

Agency Review Team Composition

Required Member
e The Agency Fiscal Officer (AFO) must serve as a standing member to ensure:
o Financialimpacts are evaluated
o Realized savings are validated

Committee Size
e Recommended size: 3 to 5 members, including the Fiscal Officer
e This ensures efficiency while maintaining diverse perspectives.

Representation
¢ Members should represent different divisions or functional areas within the agency
e This promotes:
o Balanced decision-making
o Broader operational insight
o Reduced bias




Member Qualifications

Members should ideally have:
o Knowledge of agency operations
e Understanding of organizational goals and priorities
e Interestininnovation and process improvement

Rotation/Term Limits

e Agencies are encouraged to rotate members periodically (e.g., annually)
e This helps bring fresh perspectives and new ideas to the review process

Training

e Training is provided by the Employee Suggestion Award Program (ESAP)
Coordinator
e Agency Review Team Meeting Template PPT can be found “here”. (Add link)




