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County of San Bernardino

SUGGESTION AWARD PROGRAM


The Suggestion Award Program allows employees a way to suggest valid ideas that identify a problem, as well as, a basis for a solution.  A valid suggestion should save the County time or money such as; eliminates waste, the duplication of effort, or a safety hazard.  It can also improve morale or the public image, or improve production or service.  Suggestions may result in a monetary award or other recognition.
FORMS REQUIRED
MANDATORY FIELDS

Suggestion Award Program Application
All
General Information

Suggestions on salary or classification, or normal maintenance are not considered valid.

All suggestions become the property of the County of San Bernardino.  Awards are considered salary and will be recorded on employees W-2.  

Suggestions adopted by the Suggestion Award Committee may be reopened for further consideration up to six (6) months after the closing date.  All other appeals must be made within 30 days of disposition of the suggestion. 

Suggestions must be original and outside the employees normal scope of duties.

Upon receipt of the application by the Suggestion Award Committee-Human Resources (HR), the employee will receive a confirmation memo with an assigned identification number for future reference.  The suggestion is forwarded to one or more departments for evaluation then back to the Committee for review.  The employee will be notified of the determination.

Forms and additional information can be found in the County Telephone Directory, on the County's intranet at http://countyline/suggestionawards, or in Outlook - Public Folders.  Refer to Outlook Exhibit (Suggestion Awards is in Shared Topics)

If the suggestion results in a monetary award, the Suggestion Award Committee-HR will forward an On Demand Pay Request to the department for completion.  Upon completion, the department will forward the Request to EMACS-Payroll.  Once completed, EMACS-Payroll will forward the warrant to the Suggestion Award Committee-HR for presentation at a meeting of the Board of Supervisors.
Employee Responsibilities 

· Complete a Suggestion Award application
· Retain copy

· Submit original and copy to Suggestion Award Committee-HR - 0178

PAYROLL CLERK RESPONSIBILITIES

· Provide a Suggestion Award application to employee, upon request.  Refer to department guidelines for individual procedures

RELATED FORMS/PROCEDURES
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