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INSTRUCTIONS







EMPLOYEE SUGGESTION APPLICATION FORM


Determine if the Employee Suggestion Program is the appropriate avenue for your idea.

Eligibility
Does your suggestion fall within any of the following categories?
· Personalized complaint

· Proposing state supplies/merchandise be used for their intended purpose

· Changing salary, position, classification, employee benefits, state holidays, leave benefits, retirement 


compensation, or any other compensation to an employee

· Enforcement of laws, policies, procedures, regulations or rules

· Outside purview of state government
· It has already been implemented

If you answered “yes” to any of the above questions, your suggestion is ineligible according to the rules of the Employee Suggestion Program.  The Productivity Board appreciates state employees’ contributions to improve state government.  If your suggestion is ineligible according to the rules of the program, we encourage you to discuss your idea with your supervisor. 

If you would like to proceed with the application process, please read these instructions and the program rules: 

· Use one (1) form for each suggestion.

· Provide Information for each suggester involved.  

· If you need additional space, attach extra pages.  

· Spell out the whole name or term, do not use acronyms.

· Research the benefit(s) and/or impact of the suggestion.  Remember to list your resources and persons contacted.

· You may send your employee suggestion application to the Productivity Board Board via hard copy, fax, or through e-mail.  

· Your application will be date-stamped, assigned a control number, and your receipt copy will be returned to you with the agency evaluation due date information.

· It is the employee’s responsibility to send information updates, i.e., new address, phone number, name change, to Productivity Board staff until the suggestion is closed.

· Open communication between the suggester and the evaluator is encouraged.  Suggesters may be contacted by the              evaluator(s) for additional information.
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