PER 00b REV. 7/91

Suggestion Form

Number EMPLOYEE SUGGESTION Human Resources Department
P-R-O-G-R-A-M 658-3760

Received .

NAME (Please print or type all information) DEPARTMENT(S) for which suggestion is intended

SOC. SEC. NO TILE SUBJECT of suggestion

YOUR DEPARTMENT DIVISION

WORK ADDRESS WORK PHONE SUPERVISOR'S NAME

PROBLEM How are things done now and what is wrong?

SUGGESTION Describe your idea to improve the above situation and how the improvement can be made.
Attach 2 copies of any sketches or additional information.

BENEFITS How does your suggestion help the City?  Does it save money [, generate revenue O, save time 0,
improve safety O, other O . Please explain.

NOTE: | hereby acknowledge fthat the use of my suggestion by the City of Houston shall not form the basis of a future claim against the
City of Houston by myself, my heirs or my assigns. | further understand that while | retain all patent or other rights to the ideas embodied
in this suggestion. the City of Houston may use those ideas at no cost except fo the extent that | may receive a cash award pursuant to
the provisions of Ordinance 86-1385. Yes Ne

Will you permit your name to be revealed for the evaluation? O O | SIGNATURE (required) DATE

If two or more employees have collaborated on this suggestion.
attach all names. job titles and Social Security Numbers,



USE YOUR ESP!

The City of Houston would like to have your ideas on how to:

COMBINE DEVISE ELIMINATE IMPROVE SAVE
Operations New Tools Accident Hazards  Service Labor
Procedures New Forms Waste Morale Resources
Records New Methods Breakage Safety Materials
Reports New Designs Fire Risks Working Conditions Money

SUGGESTION HIGHLIGHTS

HOW TO USE YOUR ESP

e Submit your suggestion on the signed suggestion form to: Employee Suggestion Program/Human
Resources Depal‘m‘lﬁ'm E. B. Cape Training Center, 4501 Leeland 713-928-4534

e Eligible suggestions will be forwarded to the department concerned and assigned to a technically-
qualified evaluator.

e Usually evaluators are not told who submitted the suggestion. Sometimes evaluators seek clarification
and find it useful to talk directly to the suggester. In such cases are you willing to have the evaluator
know your identity? Indicate on front of form.

e The department Director affected will make the final decision on whether the suggestion is imple-
mented. The ESP will notify you about the decision.

WHAT IS A SUGGESTION?

e Your suggestion must contain a constructive idea. It should outline a problem and its causes, propose
a specific way to correct the problem and show how the new method benefits the city (i.e. saves time,
saves money, improves safety.)

e Suggestions are not eligible if they concern: matters under past or current study by the department or
resulting from assigned study or review; issues of compensation, classification or personal grievance;
problems resolvable through routine maintenance or stricter enforcement of existing rules; City fees or
matters outside City control.

WHO GETS AWARDS?

e [f your suggestion is implemented you are eligible to receive a certificate of award, signed by the Mayor.

e If your suggestion is implemented you are also eligible to receive a monetary award unless you have
the authority or responsibility to make the suggested change; the suggestion is something you would
be expected to make as part of your normal duties or as part of assigned research or study or you are a
Director, Deputy or Assistant Director, elected City official or are part of the ESP staff or Committee.

HOW MUCH ARE AWARDS?

e [f the implemented suggestion has a quantifiable benefit, your award will be calculated as 10% of the
first year’s net savings, up to a maximum of $2,500.

e If the implemented suggestion has a non-quantifiable benefit, you may receive from $50-%$500.

GENERAL INFORMATION

® Suggestions must be submitted on the suggestion form and must be signed.

® Suggestions remain valid for one year. To be eligible after one year, a suggestion must be submitted again.

When suggestions are adopted and implemented, employees retain patent rights to the ideas and the
City of Houston retains the right to use the ideas at no cost except for any cash awards that may be
granted. Use of the suggestions by the City shall not be the basis for future claims by the suggester
or suggester’s heirs or assigns.

The City of Houston has the exclusive right to set award policy and structure and to amend or termi-
nate the Employee Suggestion Program at any time.

If the same suggestion is submitted by more than one person separately, the first one received is eligible.
(Duplicates of valid suggestions are ineligible.)

® Two or more employees may jointly submit suggestions.
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