HQS. HUMAN RESOURCES MANAGEMENT DIVISION

STANDARD OPERATING PROCEDURE

Activity:  NASA Headquarters Employee Suggestion Program

Authority:  5 U.S.C., Chapter 45; 5 CFR Part 451, NPG 3451.1

Responsible Branch:  Special Programs Branch

Purpose:  This instruction describes the NASA Headquarters policy, procedures, and delegations of authority for the processing of Headquarters suggestions

Effective Date:  May 18, 2001

Applicability:  All NASA Headquarters Employees (except the Office of Inspector  General)

INTRODUCTION:

NASA Headquarters employees are a vital source for creative ideas and improved methods of accomplishing NASA’s missions and initiatives.  Their suggestions for improvements in the programs and processes at Headquarters are an invaluable tool for management to use to gain increased efficiency and effectiveness.  This Standard Operating Procedure outlines the procedures to be followed when submitting and reviewing suggestions 

DEFINITION:
A suggestion is a constructive idea that will, if adopted, result in an improvement over current practices and processes.

ELIGIBILITY:
This program is open to all NASA Headquarters civil service employees, except those in the Office of Inspector General. 

All suggestions from Headquarters employees are eligible for consideration, except for the exceptions listed below.
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SUGGESTIONS NOT ELIGIBLE FOR CONSIDERATION:

1. Suggestions that simply express grievances, complaints, or criticisms. 

2. Suggestions that constitute opinions only, and which cannot be supported by demonstrating a reasonably better idea, and the need for the same.

3. Suggestions submitted verbally or in writing other than those submitted on the Suggestion Form (NASA Form 357).

4. Suggestions concerning employee services or benefits, working conditions, housekeeping/maintenance, garage, and routine safety practices.

SUGGESTIONS ELIGIBLE FOR AWARDS:
Suggestions that result in substantial monetary savings or make significant improvements to a program or process may be eligible for an award, except as listed below.

SUGGESTIONS NOT ELIGIBLE FOR AWARDS:
1. Suggestions that are related in any way to the employee’s job responsibilities including, but not limited to, those in job specifications, job descriptions or specific assignments, unless the suggestion is so superior that it warrants special recognition.

2. Suggestions that involve a change of a present method, design, or plan, but do not specify improvements.

PROCEDURES:

1. All suggestions must be submitted on an official Suggestion Form (NASA Form 357). The suggestion must be typed or clearly printed in ink.  The signature of the person who originated the suggestion is required.  

2. Each suggestion must be submitted on a separate form and contain sufficient information for a reviewer to determine the value of the suggestion.

3. Suggestions that are not legible or are incomplete, suggestions not on the official Suggestion Form (NASA Form 357), and suggestions containing more than one idea will be returned to the suggester for resubmission. 

4. Joint suggestions should provide the name of one suggester as a correspondent on the suggestion form.  The names and other pertinent information regarding all other suggesters should be submitted on a separate attachment.  If an award is granted, the award amount will be divided equally between the suggesters.

5. Suggestions received will be acknowledged by letter within 5 workdays.  Suggestions are date stamped upon receipt; this will be the official date of submission for eligibility determination.  

6. If similar suggestions are received in the Headquarters Human Resources Management Division on different days, only the earliest received will be considered for an award.  If similar suggestions are received on the same day, any award granted will be divided equally between suggesters.

7. All suggestions will be reviewed by the Headquarters Human Resources Management Division to determine eligibility.  An ineligible or improperly submitted suggestion will be returned to the suggester, with an explanation of the reason for return within 10 workdays of receipt.

8. Eligible suggestions will be routed to the appropriate office(s) for review and recommendation as to whether or not the suggestion should be implemented.  Suggestions will be forwarded to the Associate Administrator for Headquarters Operations for review prior to sending the suggestion to an evaluator.

9. The Headquarters Human Resources Management Division shall notify suggesters by letter stating the disposition of their suggestion(s) within forty-five (45) working days of receipt of the suggestion.

10.  An adopted suggestion, whether adopted as submitted, or in part, that directly

      contributes to economy or efficiency or directly increases the effectiveness of NASA  

      operations, and is outside the suggester’s job responsibilities (or, if within them, is so

      superior that it warrants special recognition) is eligible for an award.  Cash awards

      may be granted for approved suggestions on a case-by-case basis.  The amount is in

      proportion to the benefits realized by NASA.

11. A suggester will be notified by letter if his/her suggestion is not approved, stating the reason for rejection.  Declined suggestions will retain priority over all similar suggestions for one year from the date of the declination letter.  If the suggester submits a similar suggestion following this one year period, it will be treated as a new suggestion.  However, if supplementary information is furnished, a declined suggestion may be submitted as a new suggestion at any time. 

12. If a suggestion is not adopted, or an award amount (if applicable) is considered inadequate by a suggester, reconsideration may be requested within 15 workdays of the suggester’s receipt of the notification.  Failure to request reconsideration within fifteen workdays (15) from the date the decision notice is received will result in no reconsideration.

DELEGATIONS OF AUTHORITY

The authority to approve suggestion awards up to $25,000 has been delegated to the Director, Headquarters Human Resources Management Division.  

______________________
_____________

Alfred Castillo
        Date

Director, Headquarters Human

Resources Management Division

