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REWARDING IDEAS FOR EXCELLENCE (RIE)

1.0 Scope

This procedure applies to a program that encourages employees to seek cost savings in all areas of endeavor. Rewarding Ideas for Excellence (RIE) is a voluntary program open to Battelle employees and to subcontractors within the Battelle Decontamination and Decommissioning Operations (DDO) Program. To ensure a fair evaluation of all ideas, a committee comprised of representatives from Battelle, the Department of Energy (DOE), and subcontracting agency(ies) will manage the RIE Program. All ideas must be original and not considered DDO standard business practice. This program also allows for special incentives to be awarded to project personnel for unique situations (see Section 5.2).
2.0 Purpose

The purpose of this procedure is to establish a monetary rewards program designed to promote good ideas and to improve processes in the workplace resulting in savings of time and money on the Battelle Columbus Laboratories Decommissioning Project (BCLDP). This program provides incentives to employees for reporting all productivity suggestions for improvements.

3.0 References, Definitions, and Developmental Resources

3.1 References

None

3.2 Definitions
Refer to the BCLDP Procedures Dictionary for definitions of the following terms:

Cost Savings 


Recurring Savings  


Hard Dollar Savings

Soft Dollar Savings  


Implementation Costs

Standard Business Practice 


One-Time Savings 

Validation

3.3 Developmental Resources

None

4.0 General

4.1 All ideas submitted under this program must be documented on DDO-471, Rewarding Ideas for Excellence Submittal Form.

4.2 All ideas being submitted for monetary awards must be reviewed by the RIE Committee and the BCLDP Evaluator(s). Only those ideas receiving final approval from the committee will be used when calculating total savings for meeting BCLDP goals and individual awards. To be approved, an idea must be acceptable within the current Battelle systems for conducting business. An employee may be considered for an award from the RIE Program or from the Battelle’s Key Contributor Program, but not from both for the same idea.

4.3 Ideas may be submitted by employees for sections other than their own or by a group of employees from different sections. Subcontractors who provide incidental services to the BCLDP (e.g., Myers Movers, Crane America) are not eligible for the RIE Program. If more than one BCLDP Evaluator is involved in the improvement, each Evaluator’s signature is required.

4.4 Only RIEs that are complete and have been signed by the Submitter(s) will be processed for review.

4.5 The RIE’s cost savings is the calculated value generated or the cost reduced over a given time frame with a limit of three years. Total savings are capped at 36 months if the savings are recurring. Cost savings ideas must result in savings in labor, material, subcontract costs, or other (construction, utility, lab costs, water savings, etc.). BCLDP Project Planning and Control staff are available to help quantify cost savings. 
4.6 Approved idea awards will be divided equally among all Submitters, not exceeding the amounts in the award schedule (see Section 4.7.1). In the event a monetary award does not divide equally, the difference will be distributed at random. Special divisions of awards will be considered with written consent of all Submitters. The award decision is final.

4.7 When an idea is awarded, the RIE Lead Committee Member for the idea will validate that the idea has been implemented and will verify that the Implementor(s) is (are) properly identified. The minimum savings considered for an award is $10,000.00.

4.7.1 Award Schedule:
	
	
	
	
	
	

	     $10,000      1.5%      $50,000      1%     $150,000      0.5%       $250,000

$10,000
1.5%
$50,0001%$150,0000.5%$250,000

	
	
	
	
	


Starting from a minimum award of $150, a Submitter will receive 1.5% of the first $50,000 in savings. After that, the Submitter will receive an additional 1% of any savings between $50,001 and $150,000 and 0.5% of any savings between $150,001 and $250,000. For example, a Submitter receiving an award for $150,000 in savings would receive $1,750 in award:  $750 for the first $50,000 and $1,000 for the savings between $50,001 and $150,000. This sets the maximum award level at $2,250.
4.7.2 Award Distribution:
All cash awards for Battelle staff members will be distributed within employee paychecks. Those current on-site contractors receiving cash awards will receive a check from Accounts Payable. There will be withholding taxes on Battelle employee awards, as required by tax regulations. All contractors will be required to furnish their address and Social Security number so that a 1099 Form may be sent to them at the end of the year.

4.8 All ideas are submitted to the RIE Committee and, after committee concurrence, are forwarded to identified BCLDP Evaluators.

4.9 Monetary awards shall be paid to awardees after implementation of the idea. 

4.10 Implementation costs related to the idea (if applicable) must be addressed as part of the impact of the suggested improvement. The savings analysis should include all costs associated with the condition before and after improvement (labor, non-labor, purchase requisitions, procedure revision, etc.). 
4.11 A flow chart of the RIE process is shown in Exhibit 1.

4.12 While it is the intent of this program to reduce costs and improve efficiency, it is not the intent to do so at the expense of health, safety, or environmental protection. An idea that can be implemented only with a lessening in the level of health and safety protection of workers or the public or of environmental protection shall not be approved.
5.0 Procedure

The DDO Program Manager approves the RIE Committee Coordinator and RIE Committee Members. RIE Committee Members are appointed for a term of two years.

5.1 Ideas Submitted to the RIE Committee
5.1.1 The Submitter completes DDO-471 and submits it to the RIE Coordinator.

5.1.2 The RIE Coordinator assigns a tracking number to the idea on DDO-473, RIE Control Sheet and distributes a copy to all RIE Committee Members. The RIE Coordinator oversees administration of the RIE process, including coordinating meetings, tracking improvements, distributing approval/implementation letters, maintaining records, and arranging for payment of cash awards to Submitters. In addition, the RIE Coordinator appoints a Committee Member to take the lead for an idea.

5.1.3 The RIE Committee Members review the idea for merit and applicability toward the BCLDP goals, assist in determining the appropriate Evaluator(s), and help to resolve any questions arising during the review process.

5.1.4 The RIE Lead Committee Member resolves questions arising during the review process, provides assistance to Submitters, and validates implemented ideas. This person distributes a copy of the idea and a DDO-472, Rewarding Ideas for Excellence Evaluator Form, to each Evaluator. The Lead Committee Member may be a temporary or ad hoc member of the RIE Committee appointed by the committee to assist in processing an idea.

5.1.5 The Evaluator(s) reviews the idea to determine if it can be implemented, identifies Implementor(s), ensures that the cost savings calculations are accurate, and proposes an implementation date, if applicable. The Evaluator completes Part I of DDO-472 and transmits all documentation to the Lead Committee Member. If an Evaluator does not approve the idea, he/she must provide an explanation. An Evaluator cannot evaluate his/her own idea.

5.1.6 The RIE Committee votes on the acceptability of the idea based on the criteria for award and the results of all Evaluator reviews. The RIE Committee also reviews the cost savings summary and makes any necessary adjustments. The Lead Committee Member records the committee’s approval or disapproval on DDO-471.

5.1.7 The RIE Coordinator notifies the Submitter(s), Evaluator(s), and Implementor(s) of the results of the committee review. 

5.1.8 The Implementor(s) performs the work necessary to implement the idea and notifies the RIE Coordinator when the approved idea has been fully implemented.

5.1.9 The Lead Committee Member validates implementation of the idea by completing Part II of DDO-472.

5.1.10 The RIE Coordinator arranges payment/award for the Submitter(s) of the idea. 

5.2 Special Incentive Group Award

5.2.1 The DDO Program Manager and the DOE Director of the Columbus Environmental Management Project (CEMP) may approve a Special Incentive Group Award for BCLDP personnel for unique situations. For example, special incentives may be awarded for

· Exceptional project performance resulting in significant cost savings

· An extraordinary safety record

· Significant increases in D&D process effectiveness and efficiency.
5.2.2 The Special Incentive Award will be documented in a memo to the RIE Committee Chairman and to Project Records. The memo shall include a detailed description of the circumstances that warrant the group award and shall include the approvals of the DDO Program Manager and the Director of CEMP. This award does not require the approval of the RIE Committee.

5.2.3 Full-time  and part-time personnel who charge 50% or more of their time (minimum of 920 hours in a year) to the BCLDP are eligible for the group award.  Approved awards will be divided equally among all eligible personnel on the payroll at the time that the award is granted. The DDO Program Manager is excluded from this award.
6.0 Records

Records generated from implementing this procedure are as follows:

· Rewarding Ideas for Excellence Submittal Form

· Rewarding Ideas for Excellence Evaluator Form

· Rewarding Ideas for Excellence Control Sheet

7.0 Forms, Exhibits, and Attachments

7.1 Forms

· DDO-471, Rewarding Ideas for Excellence Submittal Form

· DDO-472, Rewarding Ideas for Excellence Evaluator Form

· DDO-473, Rewarding Ideas for Excellence Control Sheet

7.2 Exhibits

· Exhibit 1, Process Flow Chart

7.3 Attachments
None
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REWARDING IDEAS FOR EXCELLENCE

SUBMITTAL FORM
	Idea Control No.: 




Date: 





	1.  Submitter(s) Name (Please print):









	2. Location:



	3. Phone:




	4.
Idea Title:

	5. Your Idea:  (Include cost saving calculations. Attach additional sheets if necessary.)



	6. Current Process:  (Include current costs calculations. Attach additional sheets if necessary.)

	DDO-471, Rev. 1
Page 1 of 3
3/02 (rm)


	Rewarding Ideas for Excellence

Submittal Form (continued)



	7. Cost Savings Summary: 

Be sure to include:


1. Present Cost







2. New Cost







3. Amount of Savings 






4. Implementation Costs







5. Savings:
One-time
(
or 
Recurring
(





(If recurring, calculate savings for three years)



	8. Do you think this idea could be shared with other departments within BCLDP?

	9. Submitter(s) Signature:


	10. Do you know who would be the implementor of this idea?

	Committee Information Only
Final Savings Determination:  





Lead Committee Member Signature 








Approve:  Yes  (

No  (



DDO-471, Rev. 1
Page 2 of 3
03/02 (rm)
Instructions for Rewarding Ideas for Excellence Submittal Form

1. Submitter(s) Name
Provide names of all submitters for consideration as equal partners in the organization of the idea.

2. Location
Provide all BCLDP mail stops for all submitters.

3. Phone
Provide telephone extensions of all submitters.

4. Idea Title
Provide a brief descriptive title for the idea.

5. Your Idea
Provide a thorough description of the improvement being suggested. The description should address all the changes in the process due to the improvement, such as safety, equipment modifications, administrative or procedural revisions, procurement of goods or services, waste generation, etc. Provide as much background information as possible such as copies of drawings, invoices, or purchase orders.

6. Current Process
Provide a thorough description of the current process that will be improved by implementing your idea. It should address the same aspects of the process described in the “Your Idea” section above.

7. Cost Savings Summary
Provide the total costs for each part (i.e., the total present cost, the total new cost, etc.) of the overall savings, and give the detailed cost savings calculations on a separate sheet. The submitter may provide the detailed cost savings on this form if there is enough room to do so.

8. Applicability
Indicate whether you think the idea could be applied to the work practices of another BCLDP department or to an off-site organization.

9. Submitter(s) Signature
Provide the signature(s) of all submitters.

10. Implementor
Indicate the possible implementor of your idea, if known. Refer to the duties of implementor given in QD-AP-19.3.

DDO-471, Rev. 1
Page 3 of 3
03/02 (rm)
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REWARDING IDEAS FOR EXCELLENCE (RIE)

EVALUATOR FORM

Please complete the following items in response to the attached idea.
	I. Approval Disposition (To be completed by Evaluator)

1. The attached idea is:


Approved
(

Disapproved
(

If disapproved, please provide valid reason below:





	Signature

Evaluator (Print and Sign)







Date



	II. Implementation Disposition (To be completed by Lead Committee Member)

1. The attached idea was implemented on 






2. The attached idea was implemented by 






3.
Budgetary Information
· Please identify anticipated classification:



Hard Dollar Savings  (

Soft Dollar Savings  (
· Anticipated total dollar savings, if revised from original submittal:



4.
If implementation is not feasible at this time, or anytime in the future, please provide detailed explanation:

 Signature

Lead Committee Member (Print and Sign)





Date




Return form to RIE Coordinator
DDO-472, Rev. 1

03/02 (rm)
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REWARDING IDEAS FOR EXCELLENCE

CONTROL SHEET
	
Idea Name:
 











	
Idea Control No.: 
 







Submitted By:
 






Date: 






	
Lead: 








	
Implementing Individual(s):
























	
Notes:

	
Approved:


(  Yes

(  No


Award:










Implemented (date):









Savings :
                





Signature

RIE Coordinator (Print and Sign)






Date





DDO-473, Rev. 1
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EXHIBIT 1

Rewarding Ideas for Excellence 
Flow Chart
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