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UNITED STATES DEPARTMENT
OF AGRICULTURE

EMPLOYEE SUGGESTION
PROGRAM

$oLUTIONS $AVE, $0 $SUBMIT
$UGGESTIONS

zohat Is the bISTORY of the ermployee
saggestion prograrn?

the goovernrment employee’s
incentive awaros act, title iii of
puBlic Law 763, enacteo septermnBer
1, 1954, estaBlishe o the suggestion
prograrm. the founoation of the
Feoerdl suggestion prograrm is
Founo in title 8, cooe of feoeral
regadlation, part 45 1.

the Law estaBlisheo a
gooernmentuoioe prograrm
encouraging dll employees to
improoe the efficiency ano
economy of gooernrment
operations.

oobat is the goal of the act?

the act prooioes agencies with the
authority to recognize Feoeral
ermployees, toho contriBute By their
”...suggestions, inventions, extra

errort accomplishments, or other
persondal efForts to contriBute to
the efficiency, economy, or other
improoement of goovernment
operations, extra effFort acts, Or
seroices in the puBlic interest in
connection with or relateo to their
OfFicial employment.”

cokat 1s ar ermployee saggestion?

a saggestion is a constractioe
proposdl that resdlts in a saving or
an irmprooernent to the feoeral
gooernment ano/or the
oepartment of agricdlture (usoaq).
It poses a solution to a proBlerm, a
solution to a potentidl proBlem, or
an oppoRrtunity to effect change.

what are the oepartrrent’s
ResponsiBIlities for the ermployee
saggestion prograrr?

the oepartment will:

“ prooioe policy gaioance to
agencies aBout the suggestion
PROgRArm ano present
AUOOR OS Recormmenoations.
Rrefer suggestions with
gooernmentwioe applicaBility
to the office of personnel
management FOr
OistrIiBUtion.

promote the prograrm
oepartmentwioe.

puBlish reports annually
relateo to this program.

woho maqy participate i this
PRrograrrn?

any feoerdl employee may suBrmit a
suggestion.

Poco ooes the prograrm operatce?

the success of the oepartment’s
suggestion program oepenos on a
Large nurmBer of people, incluoing
those who play a formal role in the
prograrmm as well as managers ano
others whose suppoRrt is critical.

“ saggesters: A suggester is an
ermployee woho suBmits an
Vioea For improvement,
either inoioiouadlly or as a
mermBer of a group. dll usoa
ernployees are potential
suggesters unoer this
prograrm.

SUPEROISOR: SUPEROISORS ARe
responsiBle fFor estaBlishing
ano rmaintaining a twork
enoironment conoducioe to
the oevelopment ano free
exchange of ioeas. the
SUpEeroIisor is adlso responsiBle
For reviewing employee
Toeas ano prooioing
suggesters with input ano
assistance in refining ioeas, if
reqQuesteo.

mandagers: managers at all
levels are responsiBle for
prooioing ano
cornrmunicating support,
Resources, ano
encouragerment necessary to
ensure the success of the
program.

saggestion prograrr
COOROINACORS: COOROINATORS
are responsiBle for the
aoministration ano
promotion of the usoa
suggestion prograrm within

their agency. COOROINATORS
receioe ano process
suggestions, monitor the
eodluation process, Facilitate
ACOAR O Recormrmnenoations,
promote the prograrm, ano
eoucate agency employees.

saggestion evalaators:
eodluators are responsiBle
FORr reviewing ano analyzing
ermployees’- ioeas,
oetermining the feasiBility of
aooption, ano in sorme
instances, making fFinal
‘oecisions on aooption.

evdlaation proceoures may incluoe
any or dll of the fFollowing:

“ Inoloroual evalaator tearr —
an inoivioadal assigneo to
review suggestions ano
oetermine the feasiBility of
implementation. this person
is usuadlly a superoisor or
mandager in the area(s)
iImpacteo By the suggestion or
responsiBle For
implementation.

evalaation tearrz— a group Of
persons assigneo By the
agency to reoiew suggestions,
oetermine the feasiBility of
implementation, ano/or
make final oecisions on
aooption.

SuBJect rnacter experc— a
person with a specific
expertise relateo to the
suggestion Being evalaateo.
this person codlo Be calleo
upon By the evaluator or
eodluation tearm to prooioe




technical inpat ano
otherwise assist with the
eodaluation of the suggestion.

cohere oo I look fFor roeas 7 z

usadlly the Best place fFor anyone to
Look For ioeas is within their own
work areaq, BUt OURr program is
Rreceptioe to ioeas that impact the
agency or affect the efficiency of
gooernrment operations in general.

howw oo I get stateo?

RrermermnBer suggestions can
contriBute actudl $$ saoings, a
higher Quality proouct, or make it
easier to get aoork oone.
implementeo suggestions resdlt in
process improoement that saoes
the goovernrment time ano/or
roney ano may incluoe:

reouction in the cost of
operations Or seroice
elimination of unnecessary
operations or seroice
improoement in the Quality
OF operations or seroice
Oevelopment of new tools,
eqQuipment, processes, OR
proceoures to accormplish
the preceoing purposes
Improoeo employee rmorale
bow 0o I verine my saggestion?
‘OescriBe the present process
OR proBlem. tell wohat the
proBlem is ano why it is a
proBlem.

explain the cost or waste
resdlting From the current
pRrRoOcess OrR proBlermn.

Be as specific ano concrete as
you can. with the proBlem
oefineo, yod are well on your

way Towar o iIMmprooement.
explain your proposeo
solution; Be as explicit ano
cormplete as possiBle. point
odt the Benefits, the saoing of
money, time, LaBor,
eqQdiprment, materials, space,
etc., FOrR yOouRr suggestion.
‘OescRriBe Bene[its that might
incluoe Better seroice,
improoeo prooducts Quality,
sarer aworking conoitions,
etc.

are there sorme categories that are
rot eligisle for saggestions?

;yes, these incluoe:

employee seroices Or Benefits
working conoitions such as
Flexitime, leaoe, oay care,
Office space, etc.
housekeeping/maintenance
other exclusions foentifieo By
YOURr agency

contact your agency saggestion
COOROINATOR FOR SpecIfics.

howw Do I sasrmIt my sdggestion?

the ao-287, ermployee suggestion
Form (oateo 7/97), wohich incluoes
instructions ano nominating
CRiteria, can Be oBtaineo from the
.FOU.OLDIDQ SOURCces:

Beltsoille seroice center,
consolioateo FOorMmMSs ano
puBLlications OistriBUtion
center, 6351 dmrmenodle
ROAO, Beltsoille, marylano
207035

internet:

W .honet.asod.goo/ocio/ir

M/LORMS/OCIO _FORIMs.htrml
Form fFlowo Filler software By
Jet FOrMms

cokere oo 1 suBrnit my saggestion?

For instraction, contact your
agency suggestion prograrm
COOROINATOR.

wbhat carn  expect coben [ suBrmit a
saggestfon.z

Yyou shodulo receive an
acknowleogerment when the
oesignate o agency saggestion
PROgRraArnm cooroinator
receives your suggestion.
YOuUR suggestion will Be
Referreo FoOr appropriate
eoudluation ano applicaBility.
Yyou will Be aooiseo of the
oatcorme of the eoaluations
process.

1. dooption

2. referrdl FOr further
stuoy

3. rReaection

I the Declsfon Is to Refer fOr
JFarther staoy, you may Be
aske© to further explain
YOUR suggestion or tork on a
task group fFor
implementation.

wobat bappens I my saggestion Is
aoopteo?

If your suggestion is aoopteo, yodu
stano to gain in three irmportant
aoays:

satisractior — yod will fFino

that nothing Beats the feeling
Of seeing your ifoea
implementeo.

Rrecognitior — 1 aoopteo,
YOuRr suggestion shoulo Be
implementeo ano may Be
puBlicize© in an agency
puBlication. in adooition, you
may Be presenteo with an
appropriate recognition.

compensatciorn — yod codlo
earn non-monetary
RrRecognition items, time-oLfr,
OR Monetary recognition
oepenoing on the potential
saovinNgs Or prOLItaBILity of
YOUR Toea ano yOUuRr agency
policies.

wobhat If the saoings Ny saggestion

genenatea are not measarasle?
you may Be aBle to Quantify
your ioea By oigging a little
oeeper. consioer ooing sorme
research or consdlting with a
suBJect matter expertin
oroer to oetermine the
saoings. talking to your
superoisor may help, too.

if you can’t attach a oollar
odlue to your suggestion, you
may Be aBle to oocument
nonmeasdraBle Benefits such
as Improoe o effriciency,

e[ lrectioveness, ORr seroice.

If I recelve ar aoar o, booo wwill the
type Or arnoant e oeterrnineof

the types ano/or amount of acoar o
You receiove will Be oetermineo By




the agency in conjunction with the
measdraBle ano nonmeasuraBle
scale in the gaioe for ernployee
Recogricion.

YOUR AOAR O MaAy Be oetermineo
asing:

cormpdtation or rmeasdraBle
saoings, where actudl $$ saoing will
Be redlizeo

OR

eoaluation of nonmeasuraBle
saoings, where actudl g saoings
cannot Be specifically foentifieo,

ORr
a comsBination thereof.

wobat bappens I my saggestion 1s not
aoopteo?

if your suggestion is not aoopteo,
you will receive a written response
oetdiling the reason why your
suggestion codl® not Be aoopteo.
For information on reQuesting
rReconsioeration, contact your
agency’s suggestion program
COOROINATOR.

bhoco carn T get more inforrmatcion or
my agency’s saggestion prograrrn?

FORr more information on the
policies OrR proceOures Oof your
agency’s employee suggestion
prograrm contact your suggestion
COOROINATOR.

(Form ao-1111)



