INSTRUCTIONS

1. Type or print in ink.  Press down so all copies can be read.

2. Attach additional pages if necessary and indicate the item you are continuing.

3. Complete all sections; sign and date the form.  (Each suggester must sign.) Incomplete forms will be returned.

4. Mail all copies of the completed form and any attachments to Employees’ Suggestion Program Coordinator, State Personnel Administration, 2 Martin Luther King, Jr. Drive, Room 1016 West Tower, Atlanta, GA 30334.

PROGRAM GUIDELINES
ELIGIBILITY

Employees

All state employees, unless excluded by the policy of the appropriate appointing authority.  Provided, however, that employees of the Board of Regents and the Units of the University System are not eligible to participate.

Suggestions

· Submit each suggestion on a separate form.

· Identify an existing problem and propose a specific solution.

· Include ideas that: eliminate waste; save time, money or materials; improve morale, safety or operations.

· A suggestion is NOT eligible if:

1. It relates to classification and pay and/or personal grievances.

2. It duplicates an active suggestion.

3. It has already been implemented.

4. It directly relates to the suggesters assigned duties or responsibilities.

5. It pertains to matters requiring the enactment of legislation.

6. It pertains to matters recommended for study, review or summary, or matters, which are the result of assigned of contracted audits, studies, surveys, reviews or research.


AWARDS

As a suggester, you may receive a cash award from an agency that implements your idea.  If your suggestion saves money for the State, you may receive up to 10% of the first year’s net labor and materials savings.  Other suggestions may results in award of $50 or $100.

· All awards are at the discretion of the agency head.  An employee may request a review by the agency head of a suggestion that is not adopted.

· Awards are subject to withholding tax.


GENERAL
· Suggestions that are not adopted remain valid for one year from the date of the last notification of non-adoption.  The suggester must resubmit the suggestion after one year for it to be reconsidered.

· The State reserves the right to change or amend the Rules of the program at any time.

PLEASE NOTE:
· Your suggestion will be acknowledged and forwarded to the appropriate department for evaluation.  You will receive an acknowledgement letter when your suggestion has been submitted on-line.

· A departmental committee will evaluate your suggestion.

· The departmental suggestion committee will report the findings of its evaluation to the State Personnel Administration.

· If your suggestion is recommended for adoption, it will be presented to the Employees’ Suggestion and Awards Board for approval.

· If your suggestion is not recommended for adoption, you will be given a complete explanation.

The State Personnel Administration administers the Employees’ Suggestion Program.  If you have any questions, please call the Employees’ Suggestion Program Coordinator at 404-463-6723 or mailto:esp@spa.ga.gov.  This document is available in alternative formats for individuals with disabilities.  For further information contact Employees’ Suggestion Program State Personnel Administration, 404-463-6723 and TDD Relay Service only: 1-800-255-0056 (Text-telephone) or 1-800-255-0135 (voice).

Thank you for your ideas on improving state government operations.

