Cost Savings Task Force
Report to Sr. Vice President Roben Erickson

Executive Summary

The University of Minnesota Task Force on Cost Savings formulated a mission statement of
recommending ideas or methods for improving quality of service through sound cost saving measures.
It sought to identify areas for potential cost saving. Based on research of public and private sector
businesses, and discussion with University constituents, the task force recommends the following.

o] That a compilation of University resources and services be prepared so that University
employees, especially those responsible for purchasing, are aware of the internal services and
products available. This guidebook would resemble the Purchasing Services' University Wide
Contract Book and would be targeted to the same group that receives that purchasing
information.

o That the University develop and implement a program that elicits suggestions for cost savings
from the entire University community. This program couid be carried out internally or
contracted to consultants. Essential components of the program are an effective
communication network and strong motivators. The task force supports a system based on
monetary rewards.

0 That the University review fiscal policies to determine if long term material savings couid be
realized by altering those policies. Examples include per diem reimbursement, department
year-end buying sprees caused by having to give money back to the college, and no
reimbursement for meals unless overnight travel is involved.

The report concludes with ideas and suggestions received by the task force.  The positive response to
the call for input indicates a commitment to preserving the University's resources and improving its
financial condition. The task force recognizes that its work was only the beginning of what must be an
ongoing process, if true cost savings are to be realized. ideas from all levels--faculty, students, staff,
community--need to be cultivated, reviewed and disseminated throughout the diverse programs and
departments of the University. Above all, effective communication is the key to assuring that good
ideas are shared and that each constituent is able to offer suggestions on improving our use of
resources.



Repont 1o Sr. Vice President Robert Erickson
Cost Savings Task Force

BACKGROUND

March 1991 meeting of the Civil Service Committee was attended by President Hasselmo and Sr. Vice
President Erickson to discuss proposed budget cuts for the University of Minnesota. During the
discussion an employee raised the issue of the waste that takes place in small increments across the
entire University. Identifying and eliminating such waste would result in substantial cost savings. Vice
President Erickson asked, then Chair, Mary Trandem to form a task force which could advise him on
cost savings ideas.

After placing a notice in the Brief, an 11 member volunteer task force was formed.

Patricia Anderson, Carlson MBA Program
Ann Bugbee

Ginger DeRosier, Office of Physical Pianning
Cathy Heltemes, Law Library

David Holets, Physics

Tom LaMere, Purchasing Services

Galen O'Connor, Business Services

Carol Ostrow, Telecommunications

Jan Philibert, Classical and Near Eastern Studies
Grant Tragethon, Campus Mail

Mary Trandem, Office of the Bursar

The task force was made up of civil service employees from both academic and support units located
across the Twin Cities campus.

The first meeting took place on May 8, 1991. To avoid duplication of efforts, Mary Vogel from the
University Building Energy Efficiency Project (UBEEP) attended to discuss the work they are doing.
Vice President Erickson spoke briefly on his thoughts for the task force. There was no direct charge or
timetable given to the task force, allowing it to determine its own purpose, mission and goals and how
to accomplish them.

Statement of Purpose

The Cost Savings Task Force evolved from the University financial managers' concern with trimming
expenses and achieving more efficient use of resources. Recognizing that each member of the
University has an interest in its financial strength, and that the task force's insights are limited to its
members' observations and knowledge, the task force will design an effective means of gathering and
disseminating information on cost savings drawing from the experience and knowledge of University
faculty, staff and students. Realizing the powerful role of incentives, it will recommend a reward system
that will serve to motivate participation in this exchange of ideas. Employees need to be empowered
with the ability to perform and effect quality service and through this recognize cost savings. The Task
Force will report Senior Vice President for Finance and Operations.



Mission

To recommend ideas and/or methods tor improving the quality of service through sound cost saving
measures.

Goals

I To educate the University community on current resources and services available for
coslt savings.

N

To develop and implement a program for seeking cost saving suggestions from the
entire University community.

3. To recommend institutional policies which relate to cost saving practices.
4, To facilitate communication within the University to solve probléms.

After identifying their goals the task force divided into three groups to further develop the first three
goals. It was decided goal four would be an integral part of each of the other three goals.

Another important issue arose during the first meetings. This revolved around the new Financial
Management system being implemented by the University. Aithough, not directly related to the goais of
the task force, it was decided the new system and its related costs and benefits had a major impact on
the University. There were a number of questions the task force felt remained unanswered regarding
FMS. Due to the magnitude of the effect of implementing CUFS, the task force composed a memo to
Vice President Erickson voicing their concerns with the project. (See attachment one)

RECOMMENDATIONS OF THE TASK FORCE

Goal 1: To educate the University community on current resources and services available for
cost savings.

There are numerous resources and services available at the University at either reduced costs or free
of charge. A few examples would be Campus Mail which offers everything from delivery of intercampus
mail to a courier service, and Printing and Graphic Arts which can help people design brochures.
However, many departments are unaware of these services and do not know where to begin their
search. It is the recommendation of the task force to compile a listing of these services along with the
department that offers the service and their phone number.

We felt the logical place to publish the materiai would be the student/staff directory. Every employee of
the University either has one or has access to one. A section would be assembled similar to the “blue
pages” of the Minneapolis phone book. Attachment two is a letier to Ginny Hansen and Sharon Grimes
who are responsible for the directory and attachment three is a letter to Mary Trandem summarizing a
meeting held between members of the task force and Sharon Grimes.

From this meeting it appeared that publishing the information in the directory would be unacceptable to
the publisher unless the space was sold as advertising. The task force felt the cost of the advertising
would be prohibitive to many departments offering the services and therefore defeat the purpose of our

goal.



Another alternative tor disseminating the intormation was discussed. A publication similar to the list of
purchasing contracts that Is distributed to all departments every year through purchasing could be
assembled for "University vendors" and included with the mailing of the outside contracts.

The task force strongly recommends that a list should be assembled and maintained on a yearly basis
to be available for use by the University community in its efforts to cut costs at the departmental ievel.
A definite need to assemble such a list became apparent when the task force asked for departments to
identify such services. No one on the task force was familiar with the services which were identified by
a few departments,

Goal 2: To develop and implement a program for seeking cost savings suggestions from the
entire University community. .

The task force reviewed programs already in place in both private industry and other colieges and
Universities. (see attachment four) All the programs include the following elements:

What is the purpose of the program?

To receive the most input from the greatest number of people regarding cost saving at the University of
Minnesota. There should be mechanisms for suggesting specific improvements and questioning
current practice.

Who can participate?

All constituents of the University. This would include faculty, staff, students, and ali others who use
the resources of or are affected by the University of Minnesota. '

How do you submit your suggestions?

There are a number of mechanisms which could be used to submit suggestions. First a form should be
developed. There are some examples included in attachment 4. Other alternatives would be to set up
a voice mail box and a PROF ID people could send suggestions to. No matter what mechanism is
used people must be assured that their suggestions are kept confidential. This is especially important if
people are going to legitimately question current practices. People need to feel safe from any
harassment that might occur from the result of what may be viewed as “whistle blowing."

Who reviews and acts on the suggestions?

The task force feels this should be handied at the highest level in the institution. Alternatives would be
a department that reports directly to either the President or the Sr. Vice President for Finance and
Operations or an individual that is hired and reports directly to one of these offices. Another option
discussed by the task force wouid be to have an outside company review the suggestions. This
eliminates any preconceive judgements which may be placed on some suggestions.

How are the suggestions made known to the entire institution?

The task force feels strongly that a separate newsletter should not be set up to disseminate the
information. There is already a vast array of publications such as the Daily, the Briet and Update,
which can be used to get the word out about good ideas.

Some ideas may result in changes to University policy and procedures and these should be publicized
through the appropriate channels now used.



Is there compensation provided for suggestions?

The task force feels a successtul program must inciude a cash award. We realize that it is often
difficult to attribute a particular idea to one single individual and there may be instances where a group
of people will submit a suggestion. The responses we received indicated that programs without a
reasonable award fade out after a short time.

Although the task force has provided a basic outline for the program and offers suggestions for the
various components, it became apparent that the task of fine tuning and implementing the program was
beyond the scope of this task force. The task force recommends a person skilled in performing this
task be appointed in order to accomplish implementing a program as outlined by the task force.

Goal 3: To recommend institutional policies which relate to cost saving practices.

To research this goal the task force met with Nick Lafontaine, Assistant Vice President for Finance and
Operations, Grainne Medearis, Policy and Compliance Officer, and studied a report written by the
Waste Abatement Committee written in October 5, 1990.

Nick Lafontaine addressed a new pian to make departments more responsible for paying rent and
overhead on the space they currently utilize. People need to develop a sense of ownership for the
money that is spent and could be saved by turning off lights and appliances, not overly heating or
cooling their offices and making use of wasted space.

The task force sees a need to gather accurate information as to current office space and the utility
needs of various departments prior to implementing this policy. The numerous buildings on campus
vary widely in their energy use and efficiency. There is also the need for communication with
departments to both participate in developing the program and to have enough lead time to adjust to
the change in doing business. Communication is an on-going problem at a University of such large
size and varying constituents. Constant attention needs to be given to the area of communication.

Grainne Medearis gave us the report from the Waste Abatement Committee and reported that although
it has many useful suggestions it was not widely disseminated. This in itself is a cost saving policy
problem. You can write down fabulous ideas but if people don't hear about them, they don't get put
into practice.

Another policy issue discussed by the task force related to budgeting. A number of years ago central
administration abolished the poiicy of zeroing out your budget by June 30. Prior to this time, if you did
not spend all of your money it reverted back to central instead of carrying over to the next fiscal year.
This encouraged departments to spend their money indiscriminately in April, May and June so they
wouldn't lose it. Although central is no longer following this practice some colleges are applying the
same policy to their departments to move money from department to department. However, the same
results occur and the task force recommends this policy should be discontinued.




CONCLUSIONS

In conclusion, the task torce would like to emphasize that the recommendations made in this report
need to be ongoing. Fiscal crises come and go and some may linger on for quite some time but the
practice of sound cost saving should always be at the forefront of any institution. The University should
not wait until the last minute and have to struggle to find “pennies” to give employees raises. If
institutions are following sound cost saving policies during the good economic times they should be
better able to weather the bad economic times.

We would like to reiterate there are no specific recommendations that stem from goal four. However,
we feel goal four is perhaps the most important goal the task force dealt with. For this reason goal 4,
communication, needs to be incorporated in all the recommendations made by the task force. A major
failure of many committees and task forces at the University is that the majority of the University
community is not made aware of what was accomplished. It is vital that these recommendations are
not filed away and forgotten. All organizations need to examine how they do business and where they
can cut costs. The recommendations made by this task force can assist the University in moving
towards better cost saving practices.



Attachment One

MEMORANDUM

TO:

Bob Erickson
Senior Vice President for
Finance and Operations

FROM: Cost Savings Task Force

DATE: August 12, 1991

RE:

FMS

During the initial planning stages of the Cost Savings Task Force issues surfaced concerning the new
FMS project to be implemented at the University on November 1, 1991. Although discussions arose that
this is somewhat out of the scope of our mission, we decided the issues were of great enough
importance to warrant writing this letter. Some of these concerns have already been addressed by the
FMS project team or other advisory bodies at the University. We felt, however, that the information, if
available, is not being filtered down to the employees who are going to have to operate and interpret
the system. We do not expect answers to these questions to be directed back to our committee. We
offer these questions as concerns that are being raised by people at the University. The answers need
to be directed in some way to the entire University community.

1.

Why is the University developing and implementing a new financial management system? (Many
people do not know or understand the history behind this project.)

How will the new system make the University more accountable? (Won't decentralization allow
for many more errors, unintentional as well as intentional?)

How much is it costing the University to purchase, refine and implement the new system? What
about on-going maintenance costs? (These figures may be difficult to pinpoint.)

How efficient is the encumbrance system? How efficient is the purchasing and accounts
payable systems? Why are we scrapping the Walker system which was purchased and installed
so recently? )

What will it cost departments to purchase the equipment necessary to utilize the FMS system
on-line? Where can people get assistance in choosing the equipment that is "right" for their
office? Can any savings be realized by departments purchasing equipment together? (buying
in bultk?)

Once you have the equipment in your office, who do you turn to for questions regarding the on-
going maintenance of the hardware and software? (ie: If you come to work in the morning, turn
your terminal on and nothing happens, what do you do?)

There are many concerns regarding training. It is restrictive for many offices to have training
only in St. Paul, especially small offices that cannot let people go for large blocks of time in
addition to the travel time. Is there any follow-up training? Can you practice in your office?
Some people who have attended training already stated that the trainer did not gear their level
of training to the level of the trainees’ computer literacy.



The FMS project team has methods available to them to disseminate information on FMS. Examples of
these are “Keeping In Touch” and the Electronic Bulletin Board. However, not everyone at the University
has access to the Bulletin Board or is receiving the newsletter. We feel these concerns need to be
addressed and made more readily available to the general public. If a Task force of 12 people
representing a fairly diverse group from the University community is unaware of the answers to these
guestions, it is logical to assume many people at the University are also asking the same questions.
The greatest fear is that of the unknown. Right now the only thing "known" to many people is the
November 1 date. The rest is a great mystery.



Attachment two

T
N g:-j . :; : UNIVERSITY OF MINNESOTA - campus Mail
G=S 8 0 TwinciTEes S-64 Morrill Hall

' 100 Church Street S.E.

! Minneapolis, Minnesota 55455

‘ . (612) 625-6560

September 18, 1991
TO: Ginny Hansen, Sharon Grimes

FROM: Grant Tragethon, Campus Mail
Patricia Anderson, MBA
Cathy Heltemes, Law Library

The Cost Savings Task Force of the Civil Service committee was
established by Robert Erickson to "promotg cost-saving
initiatives to the University community".

Four goals were identified:

1. To educate the University community on current resiources and
services available for cost savings.

2. To develop and implement a program for seeking cost saving
suggestions from the entire University community.

3. To recommend institutional policies which relate to cost
saving practices.

4. To facilitate communication within the University to solve
problems.

The three of us are working on goal number one.

We would like to explore the advantages and the obstacles to
creating a new section in the University's Student Staff
Directory that would act like a yellow (or blue) pages in the
city-wide phone directory. We believe that there are nany
services on campus that other departments could use rather than
going outside that would save money for the "big" University
pocket.

The problem is that there is no way to find out about most of
those services; especially the more obscure ones. An excellent
example is a department that will lengthen computer cords. If a
cord is a foot too short, you don't have to buy a longer cord and
throw out the one you have, they will lengthen the one you have
and the fee is reasonable.

'Robert Erickson memo of May 10, 1991




Task Force Memo to Ginny Hansen & Sharon Grimes

Advantages:

1.

2.

Making it easier to use University services will cut costs
because there is less paperwork and it is more convenient.

Now that purchasing is decentralized, department staff that
perform the function need to be smart and weigh advantages
and disadvantages in each situation. A quick reference will
encourage them to do that.

It is expensive to "re-invent the wheel" in every
department. A quick reference would help staff find
existing solutions to needs or problems that come up.

Having an easy reference to those services in the directory
will reach the largest number of people; especially
employees new to the University. New employees always get a
directory even if they get nothing else.

Having this "yellow page" section will be an addition to the
directory size but will reduce the size of the white pages
be eliminating the need to have cross references by subject.

Using University services will help those services operate
more effectively by increasing their customer base.

Having an easy reference to those services in the directory
will decrease the need for them to do their own publicity
(marketing) through bulk mailings.

Disadvantages:

1.

2.

4.

Buying "inside" will reduce the University's trade with
outside vendors.

An added section in the directory will increase the cost of
printing the directory. Each appropriate department would
have one initial listing. Additional listings or larger
listing could be sold. Additional expense printing the
directory would be offset by savings to departments.

The logistics of delivering a much thicker directory could
be a problem.

A much thicker directory would be awkward for individuals to
use.

Thank you for your careful consideration of this proposal.



Attachment three

TO:

FROM:

UNIVERSITY OF MINNESOTA  campus Mail

TWIN CITIES S-64 Morrill Hall
100 Church Street S.E.
Minneapolis. Minnesota 55455

(612) 625-6560
November 5, 1991

Mary Trandem, Civil Service Committee Task Force on
Cost Savings

Sub-Committee on the University Student Staff Directory

Patricia Anderson, Cathy Heltemes, and Grant Tragethon met with .
Sharon Grimes of University Relations on September 19, 1991. We
had sent a memo ahead listing advantages and disadvantages to
creating a separate section in the Student Staff directory that
would act like a yellow pages listing services available on
campus by category rather than department name (copy attached).

The meeting turned out to be more of a fact finding mission.

1.

The Student Staff directory does not cost the University
anything to print at the present time. The publisher of the
directory sells direct advertising to pay for it. The
publisher, therefore, has much to say about what goes into
the directory.

If a separate section in the directory would be perceived by
the business community as competition and would therefore
reduce the ability of the publisher %o sell advertising, the
publisher would probably be against it.

Many University departments already bhuy advertising in the
existing yellow advertising section of the directory
(something Grant did not know). The yellow section, then,
is already serving the purposes we outlined but is under-
utilized.

University Relations, the department who coordinates the
printing of the directory, is looking for ways of reducing
the need for a hard copy directory aind would therefore
rather stress electronic solutions. The electronic bulletin
board is under goal #4.

Sharon would be happy to forward a list of departments to
the publisher that would be interested in advertising
services if we wanted to pull together such a list. This
must be done by January of 1992 for the next directory.

Attachment




Attachment four

UNIVERSITY OF MINNESOTA

The University of Minnesota Hospital and Clinic Harvard Street at East River Parkway
Minneapolis, MN 55455
February 5, 1992
Dear UMHC Colleague:

As UMHC continues to face economic challenges, we invite you to join us in
finding creative ways to contain our costs as well as increase our revenues. This
week marks the beginning of IDEA (Ideas Developed as Efficient Alternatives). This
new program, which evolved from the Employee VALUE Program, has been
designed by UMHC employees specifically to encourage your suggestions on how we
can run our hospital more efficiently and effectively.

The IDEA Program Steering Committee is seeking your input on ways we can
improve service, productivity, safety, and our environment, and on ways we can
reduce labor, equipment, and supply costs. The attached suggestion form will fill
you in on how to participate, how your idea will be evaluated, and what types of
awards and recognition are available. If you have questions about the program,
please feel free to contact the employees who serve on the IDEA committee:

David Nelson, Chair, (Cardiopulmonary Services) 6-3335
Gayle Bonneville (Hospital Publications) 6-1107
Giles Caver (Hospital Administration) 6-3036
Lin Eckstrom (Materials Services) 6-4915
Charlynda Gunning (Hospital Human Resources) 6-5420
Sally Huntington (Quality Assurance Services) 6-5767
Lisa Kronk (Patient Relations) 6-5050
Sandy L'Heurault (Accounts Payable) 6-4361
Paula McCarthy (Cardiopulmonary Services) 6-4030
Diane Olson (Ambulatory Care) 6-3258
Bob Paleen (Radiology) 6-3008
Susan Rainey (Nursing Services, Education) 6-0683
Chris Senn (Hospital Laboratories) 6-4920
Heidi Uppgaard (Nursing Services, PCU 5C) 6-3053
Meredith Wiste (Finance/Budget) 6-3799

We encourage you to participate in the IDEA program and to have a voice in the
future of UMHC. Your ideas and your ongoing contributions are appreciated.

Best Regards,

Robert Dickler
General Director




deas
Developed as
Efficient
Alternatives

IDEA PROGRAM SUGGESTION FORM

Suggestor's name
Job title
Department
Telephone

My idea will (check as many as apply):
— improve service to patients or other customers
—_ improve productivity
— improve safety

improve space utilization

improve our environment

My idea affects the following areas or departments:

Office use only

Date and time received

Received by
Date acknowledgement sent

IDEA control number

— reduce labor cost

— reduce equipment cost

_ reduce material or supply cost
other

My idea is: (what I think should be done, why , where, when,and by whom - I've attached maps or sketches that

help explain my suggestion)

This is what we are doing now : (what is being done, what, where, why, and by whom)

My ideacouldsave$ _______ each year orincreaserevenue $§ ______ each year for the

following reason(s):

¢ I don't know how to estimate the $ amount. Please

Sugpestor’s signature,

contact me at

Date

— Check if you do not want your name included when this suggestion is reviewed

Send completed suggestions to: IDEA - Box 7
University of Minnesota Hospital and Clinic




IDEA PROGRAM GUIDELINES

Who may participate?
¢ hospital employees ¢ health sciences employees ¢ volunteers
¢ patients who work in or with UMHC ¢ students
* visitors * medical staff

What kind of suggestions are eligible and what are the awards?
* all suggestions will be reviewed and the person making the suggestion will receive an initial letter of
recognition and a followup letter indicating the outcome

¢ implementable suggestions will result in a choice of individual awards according to the schedule listed

below
annual savings $2000 and under annual savings over $2000

$ 50 savings bond or $100 savings bond or
$ 25 cash or $ 50 cash or
$ 25 gift certificate or $ 50 gift certificate or

$ 25 contribution to hospital fund $ 50 contribution to hospital fund

¢ all contributors of implementable suggestions are eligible for an annual drawing for several prizes
such as a VCR, TV, or CD player. Each implementable suggestion will result in one chance for the
annual drawing but no individual may win more than one of the annual prizes.

How do I submit a suggestion?
¢ the official IDEA suggestion form is on the other side of this page. Please sign and date the form

¢ send your suggestions to IDEA - Box 7. Additional suggestion forms are available in your department or
will be sent to you if you call 6-3360

How will suggestions be reviewed?
¢ all suggestions will be initially reviewed by the IDEA steering committee

* suggestions that affect one hospital department will be reviewed by the department head and the hospital
administrator responsible for the department

¢ suggestions that affect more than one hospital department will be reviewed by all department heads and
hospital administrators responsible for those departments affected

* suggestions that are broader in scope (i.e. environmental, creative, political) will be sent to Greg Hart and
the operations group for review

* suggestions that are difficult to categorize will be sent to the operations group and the appropriate review
process will be determined

When may I submit a suggestion and how long will it take to hear the results?
‘» suggestions may be submitted at any time and a response letter will be sent to the person(s) making the

suggestion

 suggestions will be initially reviewed by the IDEA steering committee at monthly meetings

¢ recommendations from department heads, hospital administrators, and the operations group will be made
as quickly as possible with a maximum time of 90 days.

o followup will be at least quarterly using hospital and departmental publications

02/92



Your Opinion Counts

Q.1.T. Working For You!

Program Purposes:

« To get your ideas and suggestions for improvement in the division and/or company and provide a
system to help implementation. This form also serves as a means for submitting questions for
"Meet The Press" meetings.

Participation:

+ Observe and identify opportunities for improvement along with your suggested solution - then
submit Y.O.C. form.

What Happens to the Y.0.C. Form?

- The Q.L.T. assigns a Y.O.C. number, records the idea and then forwards the form to the
appropriate party.

* The responsible party will have two (2) weeks to reply. Then the form will be returned to the Q.1.T. )

- After the form has been completed, a copy of the recommendation by the 2nd reviewer will be
sent to the originator.

Who Acts On Our Suggestions?

+ Q.LT. will coordinate the activities and assign responsibility to the person(s) best suited to take
action.

+ "Meet The Press" questions will be facilitated by the Q.L.T.
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Your Opinion Counts Suggestion Form
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. NCR COMIEN
SOGGESTION THANKS AWARD RECOGRITION PROGRAM

Policy and Procedures

I. Pelley

It shall be the poliey of NCR Comten Operations to maintain an employee
suggestion award progran to reduce costs, therebty increasing profits, to
further enhance the position of NCR Comten in the marketplace.

It shall be the policy of NCR Comten Operations to make monetary awards
to participating exployees for acoepted and implemernted cost reduction
suggestions as defined in other sections of this poliey. .

IY. Scope

The scope of this policy and procedure is to define tke oriteria for
esployees suggestion with regard to administration, eligibility,
submittal, acceptance/rejection, calculation of savings, and awards.

IIX. Definitions

A,

B.

Cost FReduotion Savings

The net amount of annual cost savings to be realized by NCR Comten
838 a8 result of the cost reduction suggestion. The net amount is the
gross annutl =avings less any implementation costs, including Lesign
Engineering costs.

Cost Reduction Award

The amount of money or gift given to an employee or employees by NCR
Conten as an award for the acceptance and implementation c¢f a cost
reduction suggestion.

IV, Acministration of the Program

A.

B.

Program Director

A Manufaeturing Support Engineering Manager shall be responsidle for
the direction of the program. The assigrment cf the Program
Cirector, is made by the Vice President of Operations,

Progran Coordinstor

A coordinator, assigned by the Prcgrem Director, shall be
responsible for assisting the Program Director, coordinate,
adpinistrating the program, and chairing the cozmittee meetings.
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Rev L)

c.

L.

E.

The duties shall include evaluating each suggestion, verifying the
data presented, recocmending scceptance or rejeaticn to tke
Connitice, handling the minutes of the Comnittee Meeting and other
pertinent correspondence, and processing the awardes. The
Coordinator will assign Suggestion Evaluators to investigate
suggestions.

Sug.ggstion Evaluator

Investigate, calevliate savings and recocamend evaluation to Committee
in a timely waraoer. ’

Operations Suggestion Award Committee

1. The Copmittes shall be responsible for accepting or rejeciing
2ll employee cost reduotion suggestions and for deternining the
snount of the award. The Committee shall consist of:

a. Progran Director

b. Program Coordirator

¢. Represestatives from Manufacturing/Test
d. Representative from Materials

e, fRepresentative from Quality Assurance

2. The Copmittee shall meet at least monthly to accept end _
reconmend an award, reject, or place on hold (with explenation)
all employee cost reduction suggestions witbin a gaximum of twe
{2) months from the time the suggestion is submitted to the
Coordinator. -

3. The status of esch cost reduction suggesticn shall te detersined
by a majority rule vote. All Committee members, are eligible to
vote, with the exception of the Cocrdinator who will only vote
when there is a tie.

Unusual Cirecumstences
1. Unusual circumstances shell be brought to the attention of the

Lirecters and Vice President of Operations by the Progranm
Director.

Eligibility

A‘

B.

C.

R:

A1l NCR Comten emplcyees within Operations, below the title of
Manager, are eligible to participete in the program.

Employees who have termirated employment (either voluntary or
involuntary) with the company are eligible to receive an award if
the suggestion is received by the Coordirator prior to termination.

The suggestion must be original with a tengible sevings related to
product or process to be considerad for an award. In the event that
zore thar one suggestion with the seme criginal idea is submitied,
only the suggestion received first by the Coordinator will te
eligible.
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If a suggestior is submitted similar to one previously rejected, but
due to changed conditions the idea is accepted and implemented, tke
following rules shall apply:

1. If submittal is witnin =ix (6) months of the rejection date,
only the original suggestcr shall be eligible for an award.

2. If submittal is six (6) months or greater from the date of
rejection, then the latter suggestor shall be eligidle for zn
awerd.

The suggestion shall not represent a porticn of work for which the
suggestor ealready has responsibility arnd for which he/she is being
compensated, as defined by the supgestor's department manager.
(Approval of suggestion by department manager indicates tha idea 1is
not a portion of wecrk suggestor 1s responsible for.)

All new equipment, tooling/fixtures, processes, or nethods of
operation will be subject to a ninety (90) dey moratorium, before
suggesticns will be eligible.

Suggestions pertaining to pre-production/early procduction, if
accepted, will be eligible for an lmmediate gift award. After
release of the produet, if the adopted suggestion is still
ircorporated in the released design, the suggestor will be eligible
for an additional award (as specified in Section V1li.D).

By mutual agreexzent, CSD employeses shall bde eligible to particijate
in Operation's Award¢ Programz and vice-versa. The Coordinator of
each awvard program shall be responsible for forwarding suggestiens
which are appropriate for the-other. Forwarded suggesticns shall de
processed according to the policies and procedures of the
recipient’s progran.

vI. Procedures for Processing Suxgestiona

A.

*% . Rev, H:

e BNSAVUAYNNAA

Submittal

1. Suggestions are submitted by an employee or employees by
completing the description and explanation sections on the
Empleyee Suggestion Award Form (see Appendix I) and submitting
it for approval to his/her Group Leader/Supervisor.

2. It the event tbat a suggestion becomes ipplemented prior to tke
submitted of the Employee Sugges:tion Award Foram, then to retein
eligibility for an award the employee must submit such form ro
later than 60 days after the implementation of the suggestion
(:0 accommcdate those oircumstances where a suggestion zay first
be tried for feasibility).

3. The Croup Lesder/Supervisor shall approve the suggestion if, in
his/her best judgment, the suggestion meets the rules of

eliginility, is original, and has sufficient merit to warrant
further investigation.

1729758 Page 3
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Y. If placed on hold, the Ccordinstor shall inform the employee of
the action taken with an explanation for the hold status.

{ C. Arpeals

An egcployee wmay appeal one time a Committee-rejected suggestion or
the amount of an award by documenting hie appeal in writing, and
acknowledged by his/her Group Leader/Supervisor, to the Progranm
Coordimator within thirty (20) calendar days of the rejestion, The

inal ruling on an appeal shall result from a vote by the Committee.
Zn the case of an saward change, it zust elso be appreved again by
the Vice Fresicdent of Operaticns,

VIXI. -Calculatlion of Cost Savings

A. Labor reduction shall be computed using the frozen standard labor
rates pius a percentage to cover employee benelits. These rates ang
percentage shall be established and obtained from Menufaecturing Cost
Managepent.

B. Cost reductione for materials or services shall be corputed using
the actusl previovs purchase prigce less the antual new purchasse
prize.

C. If the value ¢f a plece of Capital Eguipment or expensed tooling is
to be amortized, a five (5} year maximum period shall generally be
used, anc the averege annual savings shall bte used to determine the
amount cf the award. The Committee may vary this amortization
period for anm individuml case as determined by when affected
materials will bdecome obaoclete, 2ffected schedules will change
downward, -or tooling will wear out.

D. The amount of a cost reduction savings shall be calculated based on
current schedules and costs at the time that the cost recduction was
submitted.

VIII. Cost Reduction Awards

A. Any employee who submits a cost reduction suggesticn that is
accepted and ioplexented shall receive a cash awarc in accordance
with the ¢riteria. The intent shall be to accept and implement only
those suggestions where there is a net first year szvinga of at
least $250.00. Unusuval circumstances, hewever, may result in the
implementation of 2 suggestion with net savings less than this.

1. 1f the net first year savings are less than $120.00, the
suggestor shall receive a $12 gift certificate.

2. 1If the ne: first year savings are $120.00 or greater, the
suggestor shall receive an award of 108 of the net savings, with
a maximum total award of $5,000.00.
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| 3. If a change request/ECO is required to implement a suggestion

| pertaining to an old product (here defined as a 36XX product),
there zust be a first year net savings of $3,000 (four times ECO
cost of $750.00) or greater to proceec with implementation, for
whieh the suggestor shell receive an award of 10% of the net
savings, with a maximum totsl: award of $5,000.

4, JIf a MCO is processed to imhlement i suggestion there must be a
ginizun first year ret savings of $100.00 based on average MCO
eost,

B. If two or mecre irdividuals submit a suggestion together, the total
cash award shall be evenly divided among them with rot less than
$10.00 awarded to each individual. Also, they shall each receive a
gift certificate based upon the total cash awerd.

C. Gift Certificates, in addition to the cash awards, shall be given in
accordance with the feocllowing plan:

Award Schedule

First Year Gifs Award Range
Net Savings Certificate {108 of 1at yr. net savings)
t. Up to 8119 $12 ~0=
2. 120 - 1,999 12. $12 - 199
3. 2,000 - 9,999 5 200 - 999
4. 10,000 and Up 105 1,000 - 5,000 max.

Tee continuance or ¢iscontinuance of the gift certificate plan shall
be subject to annual: review by the Committee. The [directors shall
be notified prior to any change.

D. An award pertaining to pre-production/early production shal. consist
of an impedizte gift award not to exceed $50.00. After relesse of
groduct, if the adopted suggsstion is still incorporated in the
released design, the suggestor shzll be swarded 10% of the .
forscasted first year net savings (at the time of release) minus the
‘value of tte gift awards, with a maximum total award cf $5,000.00.

*Note: Definition of “Release” will be 90 days after the first
produetion custcumer delivery.

E. All swards, as well as program expenses, shall be budgeted by and
eharged to the Exployee Benefits Account of the program's
adoinistrative departzent, Manufacturirng Support Engineering.

F. So that award recipients net the stated cash eward, Payrcll shall
increase all gross cash awerd peyments by a [ixed perecentage. This
percentage shzll be based on the mininum statutory federsl, stete,
and FICA tax withholding rates such that whern taxes are subtracted
the net amount will equal the stated cash award.

Eev. R: 1/29/68 Page 6
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Since it was established in 1928, IBM’s
Suggestion Plan has been good for both the
company and the employees who submitted
useful ideas. For example, from 1975 to 1984,
employees’ suggestions have saved the
company over $300 million — and earned
nearly $60 million in awards for IBMers.

Today, one of our business goals is to be the
most efficient in everything we do. Another
goal is to achieve the highest quality for our
products. To meet those goals, we will need
imaginative and cost-saving ideas more than
ever before. | encourage you, therefore, to look
tor better ways to run the business — and to
submit your suggestions.

This booklet can help you do that. It describes
the improved IBM Suggestion Plan and how
you can use it to make the most of your good
ideas.

John F. Akers
President and Chief Executive Officer
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Preface: A Better Way... 7

A thought is often original, though you
have uttered it a hundred times.

Olive- wendell Hoimes

The idea that crossed your mind — the
impression you had — might just be worth
something to IBM. And you.

Was it a way to reduce paperwork? An
improved manufacturing procedure? A better
way to boost productivity? In other words, was
it a specific solution to a specific problem —
one that could help the company run its
operations better, and perhaps save it money?
If so, it may earn you an award — from $50 to
$150,000 — under the IBM Suggestion Plan.

Of course, your idea has value only if you do
something about it. And you can, using the IBM
Suggestion Plan. The Plan provides a set of
procedures for evaluating ideas and rewarding
those who submitted them. Since 1928, when
the Plan was introduced, IBM has implemented
hundreds of thousands of worthwhile ideas that
have helped it grow and become a leader in
industry. At the same time, the company has
been awarding millions of dollars to employees
each year for their workable ideas.

In short, your useable suggestions are good for
the company. And they're good for you.

Ideas won't keep. Something must be done
about them.

Alfre = North Whitehead




This booklet on the IBM Suggestion Plan
explains who is eligible to participate and how
to submit ideas. Keep it handy. You may want
to refer to it the next time you think of a better
way to do something.

If, after reading the booklet, you need
additional information — or some help in
submitting an idea — you should discuss your
needs with your manager, or the manager ot
the Suggestion Department serving your
location.

Each suggestion submitted to IBM is with the
understanding that it will be within the complete
discretion of the company to publish, use, or
refuse it. If the suggestion is published or used,
the decisions of the company shall be final,
binding and conclusive as to the amount of a
cash award, if any, and the person or persons
entitled to the award, and all other matters
concerning the suggestion and its publication
and use.

Who is eligible to participate

All IBM employees are eligible to participate in
the IBM Suggestion Plan including:

e regular and supplemental employees

o employees covered under the IBM Medical
Disability income Plan

e employees on approved leaves of absence
e retirees (under the IBM Retirement Plan)

Non-IBM employees cannot participate in the
IBM Suggestion Plan.

IBM does not solicit ideas from nonemployees;
unsolicited ideas and suggestions from
nonemployees are to be referred to the
Manager of External Submissions at
Corporate Headquarters.

All decisions of IBM concerning employee
eligibility shall be final, binding and conclusive
and in its sole discretion.

Who is eligible to receive an award

Eligibility for an award is determined by |1BM
management based on the suggester's job
responsibilities at the time the suggestion is
submitted. Exempt and nonexempt job

" responsibilities are based on the suggester's

job description and performance plan. You
cannot receive an award for suggestions that
are part of your own assigned duties and job
responsibilities. This rule applies regardless of
physical location at the time of submission.
Ineligible suggesters do not become eligible for
an award if their suggestion is used in another
location or specific situation.

You are encouraged to contact your manager
to have your eligibility determined at the time
you submit your suggestion. This will eliminate
the uncertainty of your eligibility status that is
associated with the time required to complete
the evaluation process.

Award eligibility for empioyees on approved
leaves of absence, retirees (under the iBM
Retirement Plan) and employees receiving
benefits under the 1BM Medical Disability
Income Plan is based on their last active
employment assignment. After they are away
from their assignment for a period of six
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months, they have full eligibility. The six-month
rule also applies to active employees when
transferring to permanent or temporary
assignments. After six months in a new
assignment, an employee has full eligibility

for previous assignments.

Program managers are eligible to receive
awards. All other managers and personnel
assigned to the Suggestion Department are not
eligible to receive awards.

Awards from $50 to $150,000

If all eligible conditions are met and your
suggestion is adopted for implementation, it
can earn you a cash award from $50 to
$150,000. The actual amount is determined
from a caiculation of tangible savings or
intangible value resulting from your suggestion

during a set period of time after implementation.

You can earn two basic kinds of awards:

1. A tangible savings award is granted when
cash savings or cost avoidance can be
determined or approximated from
implementation of a suggestion.

2. An intangible award may be granted when
the suggestion does not result in direct
measurable savings to IBM, but improves
safety, health or security, product quality or
reliability (product quality or reliability refers
to parts or processes that result in an
improved product marketed by IBM), or
external customer service.

How awards aré calculated

Calculation of awards follows certain general

rules and qualifications. Normally, awards are
paid at the time of implementation. However,
an award may be paid, provided implementa-
tion is expected to occur within 90 days of the
award.

A tangible savings award payment is based on
25% of the first year's estimated net material
and labor savings. [f the award is $200 or
more, it is reviewed automatically one year
from the date of implementation to determine
estimated second year net savings and any
additional net savings from the first year's use.

1

If applicable, the final award payment is based
on 25% of the first year’s actual net savings
plus 25% of projected net savings for the
second year less any previous award
payment(s). The Plan does not provide for
award payments based on second year actual
savings.

Intangible suggestion awards are determined
by factors such as seriousness, frequency and
extent of the problem, creativity and effective-
ness of the solution.

Awards for joint suggestions are determined by
dividing the total award amount by the number
of eligible participants. Only the eligible
suggesters will receive their share of the total
award. An idea developed or provided to the
suggester(s) by any other person(s) considered
ineligible should not be submitted and is not
awardable.

Because of the large variety of suggestions
received, these rules cannot cover every
conceivable situation. The decision of the
company shall be in its sole discretion and
final, binding, and conclusive in all matters
pertaining to awards calculations, including but
not limited to the amount and calculations of
the award and the time of payment.

How to submit a suggestion

An idea must be submitted on a signed IBM
Suggestion Form to be eligible for evaluation.
When you have an idea that you originated,
you should submit it right away to the Sugges-
tion Departiment serving your location. The
forms are convenientiy located at your site's
bulletin boards. Your idea can only have value
when you make it known and you are the first
to submit the idea. if someone else had the
same idea and sent it in before you, that
suggester will have priority and your
suggestion will not be eligible for an award.
The priority date of a suggestion is established
when it is date stamped upon receipt by the
Suggestion Department.

The thoughts that come often unsought
and, as it were, drop into the mind are the
most valuable of any we have, and therefore
should be secured, because they seldom
return again.

Jonn Locke
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It prior to submitting your suggestion, you have
disclosed your idea to someone who could
implement it, provide the date, name and
location, on a Suggestion Form, of the
responsible person contacted. Additionally,
you must submit a signed Suggestion Form
within 30 days of the disclosure to establish
the disclosure date as your priority date.
Otherwise, your priority date will be the date
stamped upon receipt by the Suggestion
Department, and your suggestion may not be
eligible for an award.

When writing your suggestion, be specific,
clear and concise. A suggestion should apply
to a specific situation and location. Be sure to
define the problem, state the solution in detail,
and indicate the expected benefit to IBM.
Submissions lacking in any of these three
areas will not be accepted for evaluation and
will be returned to the suggester for further
information, possibly affecting the priority date
of the suggestion.

Plan your approach. Make some notes, even a
draft, before you fill out the form. Inciude form
numbers, part numbers, areas affected,
sketches, drawings or samples of proposed
improvements whenever possible. Inciude all
required information so the form will not be
returned to you for completion, and remember,
you can only submit one problem and its
solution per form.

Emphasize why the suggestion shouid be
adopted. This may not always be obvious to
the evaluator. You increase the possibility of
having your idea adopted when the evaluator
has a real understanding of what you are
trying to accomplish.

Your manager can be helpful in assisting you
to develop your suggestion. You are
encouraged to seek management review of
your suggestion prior to submission.

Make sure you read and understand the
“Agreement Section” before signing the
Suggestion Form. If more than one employee
is submitting the suggestion, all must sign the
form.

If the suggestion involves safety, health or
security, inform your manager of the solution at
once. If your suggestion restores, replaces or
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repairs something to its original condition, it will
not be eligible for submission. If it qualifies for
safety, health or security evaluation, your man-
ager must sign your Suggestion Form prior to
submission. You should also refer to the
disclosure guidelines in this section.

Tips on developing ideas

When writing a suggestion, it helps to ask
yourself some basic questions such as those
listed below. Of course, you need

not confine your thinking to the list. The
company wants your suggestions, no matter
how simple or complicated, on how to do IBM
work easier, quicker and better.

How can you or IBM:

B Eliminate or reduce scrap or waste?

B Reduce the frequency of equipment
repairs?

®  Make repairs at less cost?

®  Reduce or eliminate downtime on
equipment?

®  |mprove operating procedures to
increase efficiency?

®  Combine two operations into one without
sacrificing quality?

®  Correct or reinstitute a lapsed
procedure?

®  Avoid duplication of effort?

B Reduce administrative time?

® Reduce, simplify or eliminate paper
work?

B Combine or simplify reports to make
them more useful?

8 mprove product quality?

8 Substitute a less costly material without
sacrificing quality?

®  Rearrange equipment for more efficient
operation?

®  Provide a better, less costly packaging
procedure? -

®  |mprove a method of handling materials?

B Reduce energy consumption?

1t is the lone worker who makes the first
advance in a subject. The details may be
worked out by a team, but the prime idea is
due to the enterprise, thought and
perception of an individual.

Sir Alexander Fleming
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What kinds of ideas can earn awards

it's important to know what makes a “good”
suggestion; otherwise, you could waste your
time and that of people evaluating your idea.
The idea need not be complex. The key is
value to IBM - an idea of value that is cost
justified to implement. The idea must be
accepted for evaiuation and result in direct
cost savings or other intangible value to IBM
as defined by the provisions of the Plan.

In other words, provide a “better way.” The
emphasis is on a specific improvement or a
specific solution to a specific problem. A gen-
eralization like “Production would be improved
with better lighting” does not make a
suggestion eligible for award consideration.
Specifics like “Put cooling filters replaced
during product preventive maintenance in one
package, instead of two” or “Send envelopes to
branch offices from the distribution center via
internal mail instead of consolidated postage
shipments™ make a suggestion eligible for
award consideration.

IBM wants you to suggest a specific operation,
process, method or practice that will tangibly or
intangibly improve the business. Your
suggestion must be timely, practical and
adoptable based on known technology and
conditions at the time of submission. In
addition, IBM must have the ability to make the
suggested change without having to solve
some other problem first.

What subjects to avoid

The basic intent of the Suggestion Plan is to
award ideas that cause action resulting in
savings or intangible value to IBM. To receive
an award, all eligibility requirements must be
met.

The following guidelines describe:

What subjects are ineligible for an award
Subjects that are normally not awarded
Actions that predate a suggestion
Subjects in the maturing process
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e Subjects ineligible for an award

Some subjects do not qualify for award
consideration under any conditions. These
subjects pertain to ideas which do not result in
savings or intangible value to IBM or ideas that
do not relate to IBM. Examples are:

a  ideas not directly applicable to IBM, its
products or personnel

®  ideas over which IBM does not exercise
primary control

8 recommendations for new products to be
developed or sold by IBM

m new business ventures

m  suggestions relating to computer programs
released for customer use

®m  ideas requiring user input

8 ideas relating to diagnostic programs
released for customer and internal use

s new request for price quotations (RPQ)
and special engineering requests (SER)

® ideas already under active consideration
by the company

¢ Subjects that are normally not awarded

Any suggested change that does not result in
tangible savings or meet the intangible award
criteria is not eligible for an award. That means
you should avoid suggestions concerning:

®  routine corrections or updates to printed
material and hard copy, terminal display or
other form.

s periodic or routine matters for which
established procedures are provided, such as:

m housekeeping

s normal maintenance and repairs

a space utilization (planning and
rearrangement)

m requisition or purchase of commonly used
itemns (obtained from local stock, purchased
locally or available through the Corporate
Contracts and Agreement Manuals)

® ideas on subjects periodically reexamined
by management.

Examples that normally fall in this category:
increases or decreases in staffing,
compensation, revenue, prices, use or
sale of IBM products, advertising,
L. ]
To make ideas effective, we must be able

to fire them off. We must put them into
action.

Virginia Woolf
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facilities (parking lots), reimbursement,
employee benefits, awards, recreation
facilities, IBM Club activities, cafeterias,
and vending machines, unless they
meet the savings or safety, health or
security requirements of the Plan.

¢ Actions that predate a suggestion

In order for a suggestion to be awarded under
the Plan, it shouid provide the earliest statement
of the specific problem and solution to IBM. In
other words, a suggestion is not eligible for an
award under the Plan unless it is the first
suggestion containing the solution used by IBM.

Suggestions can be predated by the following
situations:

m ideas presented by earlier active
suggestion(s)

= ideas already under active consideration by
the company

* Subjects in the maturing process

Suggestions submitted regarding subjects in the
maturing process are normally not awarded
under the IBM Suggestion Plan. Ideas in the
“maturing process” refer to aspects of the
business that for a specific period of time are in
a constant state of change. Some examples
are:

u improvements to IBM products prior to
release

s changes to informational systems being
developed

a ideas concerning pilot production

a routine improvements to process/assembly
lines during rearrangement

a improvements to newly occupied premises
during the first six months of use (except for
safety, health or security suggestions).

In these cases, management reserves the
opportunity to apply known technology and
make obvious improvements. Only in situations
where management determines that an action
was taken solely as a resuit of a suggestion can
an award be granted under the Plan. If you
have any questions regarding subjects that may
be in the maturing process, please contact your
manager or the Suggestion Department.

What happens to your suggestion

Suggestion
v

You develop an idea and submit it on an elec-
tronic or paper Suggestion Form. You are
encouraged to review your idea with your
manager.

v
Suggestion Department Processing

v

Your suggestion goes to the Suggestion De-
partment serving your location. Itis then date
stamped, and it is assigned a suggestion num-
ber. However, if your suggestion is incomplete
(e.g. missing a signature, etc.), it will be re-
turned to you for additional information and will
not be assigned a priority date. Within 10
working days of the receipt of your valid sug-
gestion in the Suggestion Department an ac-
knowledgment will be sent to you, referencing
the number of your suggestion. This sugges-
tion number is important. You must refertoitin
all communications with the Suggestion De-
partment. Your suggestion has an active life of
two years from the stamped date, which estab-
lishes the priority of your idea.

v
Evaluation

v

The suggestion is forwarded for evaluation
to the area that would be responsible for
implementation if the idea is adopted. The
responsible area recommends implementation
or non-adoption of the idea based on their
evaluation and forwards this recommendation
to the Suggestion Department.

v
Suggestion Department Processing

v

Suggestions are checked against other active
suggestions for award eligibility. if your idea is
predated, you will not be eligibie for an award
and the Suggestion Department will advise you
of this fact in writing.

An employee's eligibility is determined by IBM
management. If all eligibility criteria have been
met and the suggestion is to be implemented,
an award is caiculated based on tangible sav-
ings or intangible value to IBM. If your sugges-
tion receives an award, your manager will notity
you. If your idea is not implemented or is ‘not
eligible for an award, you will be provided with
a written explanation.

17
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What about reevaluation

If your suggestion was not adopted, but you
have further information to support it, you may
request that the suggestion be reevaluated.
Submit your request on a new Suggestion
Form and explain why you believe your original
idea merits further consideration by providing
additional information. Reference the original
suggestion number and indicate “Reevaluation
Requested” on the top of the form.

A reevaluation request does not extend the
two-year active life of your suggestion.
Moreover, you cannot alter your original
suggestion. Different problems and/or solu-
tions must be submitted as new suggestions.

Retired IBMers and those on the IBM Medical
Disability Income Plan have reevaluation
rights, but former employees do not.

Extensions are possible

If your idea is not adopted and you feel your
suggestion still has merit, you may request an
extension. If, however, your suggestion was
determined to be “not timely” when the idea
was originally evaluated, it will not be eligible
for an award at a later date unless it is clearly
evident that your suggestion could have
caused action at the time of submission.
“Timely” means that the suggestion must be
implementabie without IBM having to solve
some other problem first. Therefore, you
should only consider extending your
suggestion when you require additional time
to develop and communicate information
supporting the adoption of your idea.

An extension request must be date stamped by
the Suggestion Department before your current
expiration date is reached. Any request for
extension received after the expiration date will
be treated as a new idea and assigned a
priority date as of the date stamped.

L ]
A single idea, if it is right, saves us the
labor of an infinity of experiences.

Jacques Mantain
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Within 60 days prior to the expiration date of
your suggestion, fill out a new Suggestion
Form, referring to the most recent suggestion
number assigned, and request that its active
life be extended two more years. Briefly
summarize the idea from the original form and
write the words “Request for Extension” on the
new form.

A new number will be assigned and you will
receive an acknowledgement. Your sugges-
tion will have a new two-year life (while
retaining the original priority date). When the
request provides new reasons for reconsider-
ing the suggestion, a complete new evaluation
will be conducted.

It is your responsibility to extend the active life
of your suggestion. Requests for extensions
received on suggestions that have expired will
be considered as new suggestions. And,
remember, if the improvement or the problem
and/or solution is different in any way from the
original suggestion, it must be submitted as a
new suggestion.

Retired IBMers and those on IBM Medical
Disability Income Plan have extension rights,
but former employees do not.

Some general considerations

A suggestion that does not offer a specific
solution may not be accepted for evaluation
and may be returned to the submitter for a
complete solution. IBM is not responsible or
liable for developing alternate solutions if it
does not adopt the solution contained in the
suggestion.

It does take time to give your suggestion
proper consideration. On the average,
suggestions are answered in 30-60 days,

but some take longer to thoroughly evaluate.

It is not always possible to determine
immediately whether a suggestion or suggester
is eligible under the Plan. IBM must make that
determination in its sole discretion.

No action which IBM takes, including imple-
mentation of an identical or similar solution,
shall be deemed to constitute an agreement
to pay for a suggestion. Independent conver-
sations and agreements not consistent with
the terms of the Plan are not binding on the
company.




Suggestions will be evaluated for use at the
location to which the suggestion specifically
applies. IBM is not obligated to submit
suggestions to any other location(s) or to-all
locations. Suggestions implemented at one
IBM iocation may, at the sole discretion of the
Suggestion Department, be forwarded to other
locations for evaluation. If an idea is referred
to another location for extended application
within the first year after initial implementation,
an additional award may be granted. In no
event will the total amount awarded for a
suggestion exceed $150,000.

At times, similar ideas are adopted at locations
to which the suggestion was not submitted or
directed by the Suggestion Department. In
these situations, only the suggestions specific
to that location will be considered for an award.
In no event will the total amount awarded for a
suggestion exceed $150,000.

When a suggestion is considered to be of
substantial assistance in bringing about an
improvement but does not provide the specific
solution actually implemented, an award may
be granted based on individual consideration.
A decision to grant an award of this kind will be
based on IBM's sole judgment and IBM's
decision will be final, binding and conclusive.
Such an award will not be subject to the
awards provisions of this booklet. An award of
this kind, however, will not be less than the
Plan minimum or more than the maximum.

There may be times when an idea is adopted
but there are no tangible savings, nor does it
have an intangible value as described in the
provisions of the Plan. When this situation
occurs, the idea is not eligible for an award.

IBM is required to withhold taxes from awards
paid under this Plan.

Awards payable to employees now deceased
will be paid to the legal representative of the
suggester's estate.

No interest will be paid on suggestion awards
and !IBM assumes no responsibility for not
implementing or giving extended application to
a suggestion.

L~ ]

Ideas move fast when their time has come.
Ca-owyn Heilbrun
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The processing of a suggestion or payment of
an award under the IBM Suggestion Plan shall
not be deemed a waiver of, or in any way
affect, any rights which the company may have
to the subject matter of the suggestion accord-
ing to law or under the Employee Confidential
Information and Invention or Intellectual
Property Agreement.

itis the suggester's responsibility to protect
their patent or other rights if the company does
not own such rights to the suggestion. If you
believe that your idea is patentable, you may
submit it to both the Suggestion and Patent
Departments for consideration. A photocopy of
the patent disclosure which you send to the
IBM Patent Department should be attached to
the Suggestion Form, referencing that
disclosure for the description of the idea. You
must also indicate on the Suggestion Form that
the invention disclosure has been sent to the
Patent Department.

By submitting a suggestion for review and
possible award, the suggester waives any right
to compensation for use of the suggestion
except under the terms of the IBM Suggestion
Plan. The suggester grants to IBM, from the
date the suggestion is received by the Sugges-
tion Department, an irrevocable, nonexclusive,
unrestricted and royalty free license and right
to sublicense, throughout the world, to make,
have made, use, have used, lease or sell the
subject matter of the suggestion.

Suggestions are governed by the terms of the
IBM Suggestion Plan in effect on the date they
are received. However, IBM reserves the right
to change the Plan at its discretion and without
prior notice. Any decision of the company
concerning the terms or administration of the
Plan, including the eligibility of suggestions and
suggesters, and the amount of any awards
made shall be final, binding and conclusive,
and is within its sole discretion.

The IBM Suggestion Plan is a cash award
program established to recognize employees
for their ideas that improve the business;
therefore, to facilitate communications, it is
appropriate that the suggester be identified
when submitting a suggestion. However, in
unique situations if the suggester prefers to
remain anonymous, the Suggestion
Department Manager should be contacted.
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Suggestion Form

Al 1BM employees are invited to participate in the Suggestion Plan. The IBM bookiet. “Your Ideas Have
Value™ Form No. ZV04-0210 will crovide you with cetailed information regarding the Plan and its opera-
ticn. Be sura to read il

You should be aware of the {clicwing information— all ¢f whizh is discussed in ~Your !deas Have Value™.

1.

(98]

s

All suggestions are submitted and awards are made in accordance with the provisions of the Sugges-
tion Plan.

. inexchange for the consideration of this suggestion by :BM under the Suggestion Plan. IBM receives a

iicense as exclained in the booklet.

s yecur responsibility to pretact your patant richts if IEM does not cwn your suggestior under the
r“,p.oyen Corficential Information and irvention or inteilectual Property Agreeme L

. Trz processing of a suggestion or cayment of an award under the IBM Suggestion Plan is nct a waiver

of any rights which the Company may have to the subject matter of the suggestion according to law or
under the Employee Cenfidential information and Invention or Inteliectual Property Agreement nor will
it in any way affect these rignts.

1BM does not wish to receive non-iBM informaticn which you consider or know to be secret or confi-
dential. It is understood that any information supplied relative to this suggestion is not of a secret or
ccrfidential nature. nor will it establish a confidential relationship of any kind.

S.ggestions developed or provided by any person or persans other than the suggester or suggesters
are ineligible for awards anc should not be submitied.

Important

IBM does not solicit ideas from non employees: unsolicited ideas and suggestions from non emplcyees
are to be referred to the Manager of External Submissions at Cerporate Headguarters in accordance with
the specific instructions sat forih in the IBM Manzager's Manuai Secticn 10-09.
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Speask Up...it's your company, too.

Speak Up is for IBM employees and retirees who want to
make their comments, questions or concerns known to
management...and your identity will be protected.

You may write a Speak Up at any time, but it's always a good
1dea to first consider doing one of the following:

» Talk to your manager. He or she may be able to give you an
immediate answer, get one for you, or put you in touch with
the right department.

» Check the “About Your Company” booklet, which con-
tains details on IBM’s benefits and employee services.

» Call the department involved to get a direct answer to
vOur guestion.

» Use the Suggestion Program if you have an idea that could
save the company time or money. Suggestions submitted
through Speak Ups cannot be considered for awards.

What happens when the administrator receives my
Speak Up?

The administrator personally opens your Speak Up, assigns a
number to it, detaches the name stub and places the stub in
a locked box.

Your Speak Up is typed (so that your handwriting cannot be
identified) and sent to the appropriate management for a
reply, which is retumned to the administrator. The administra-
tor personally addresses the envelope and sends the reply
10 your home in the externat mail.

What if | don’t sign my Speak Up?

If you don't include your name. we cannot send you a reply,
nor can the administrator call you if more information is
required.
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Speak Up gives you another voice in the company. 1 —
Don’t be afraid to use it, but use it wisely. If the ¥y
Speak Up brochure doesn’t have all the snswers - -
you need, call your Speak Up administrator. —————




This stub will be removed on receipt by the Speak Up administrator,
who will be the only person to see it.

Z Check here if you prefer to discuss this matter with a qualified person.
Z Check here if you do not want your Speak Up considered for publication.

Remember, if you don’t include your name, you cannot receive an answer. iFor program use’
Pilease print clearty
e Dvision/Department
~=Z~gald’ess Home telephone
N State 2ip code Work shift
2% .0zanon Work telephone Node/Userid (optronat}

%’ {For program use:

Your Speak Up will be typed so that your handwriting cannot be identified.

S.agestions that give specific solutions and are intended for award consideration should be submitted through the
1BM Suggestion Plan.
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This brochure is for these who may
have heard about the IBM Speak Up
program, but are not sure what it’s
about, why it exists, or how it can be
used effectively.

Speak Up is about communicat-
mg. Specaifically, Speak Up is an
employee-management communi-
cations program that’s anonymous.
You may ask questions or make
cotmments and receive a reply with-
out revealing your identity to anyone
except the Speak Up administrator.
That’s why Speak Up exists. ..
because even if we dow’t know your
nane, we still want to hear your
questions and conunents, and
respond to them.

Speak Up...about what?
Speak Ups have changed holiday
schedules and cafeteria menus,
Speak Ups have dealt with offiee
services and working conditions. ..
with stwoking and not smoking . ..

When IBMers Speak Up, IBM listens.

with pay, promotion and products.
Speak Ups have been used to com-
plain and compliment. More than
250,000 Speak Ups have been writ-

ten since the program started in 1959,

"Today it serves IBM employees and
retirees in 60 countries.

How to submit a Speak Up

Speak Up is managed by Corporate
Communications under the supervi-
sion of location and division Speak
Up administrators. Speak Up forms
and instructions for their use are
available company-wide.

Use the Speak Up form to write
comments, 4|m‘slimls or CONCerns as
you see fit. Fold the pre-addressed,
postage-free form and send it via
internal or external mail.

Speak Up gets answers

When you use Speak Up and pro-
vide your name and home address,
your reply will be in the form of a
personal letter. This letter is signed
by a senior manager and sent
dircctly to you at home by the

Speak Up administrator. If you want
to talk to someone, the Speak Up
administrator will arrange a private
phone call or personal interview
with a person qualified to discuss
your cuncern.

No one but the Speak Up adminis-
trator knows a Speak Up writer’s
identity. If you wish, you may permit
the Speak Up administrator to give
your nane to the person who is pre-
paring the response, so that person
can collect any additional informa-
tion that’s needed. Otherwise, your
anonymity is assured.

The primary benefic of signing
your Speak Up s that you get a
direct answer: :

Unsigned Speak Ups are also
reviewed, but you don’t get a direct
answer. Unsigned Speak Ups of
wide general interest imay he printed
m an employee publication. But,
since this is an editorial judgiment,
your Speak Up may not be chosen
for publication. '

Before you Speak Up...look
around

IBM welcomes employee commen
of any kind. But before you submi
Speak Up, there are other avenues
conununication you might try first

A talk with your manager is
always the hest place 10 start and
may get you a faster, more helplul
response. | e or she knows you ane
your job .. and wants to help.
"That’s part of being a manager.

If your comment has to do with
company policy or benefits, read 1l
booklet, About Your Company: You
may find the answer there. If your
comment involves another depart-
ment, you can call it directly. You
wmiay get your iformation or have
your problem resolved sooner. Wh
you have: to say may be of interest ¢
that department as well.

Finally, if you have an idea that
could save the company time or ni
¢y, the 1BM Suggestion Program
would welcome it. It could even
carn you a cash award if your idea
meets Suggestion Program criteria



Some ideas on how to Speak Up
If you've decided to Speak Up, read

the form. These suggestions may
help:

1. OQutline your thoughts before you
start wntng.

2. Know what you want to say. Be
direct.

3. Avoid distracting side issues.

4. Provide all the necessary facts.
3. Type, or write legibly.

6. Review what you've written
before you send it off.

7. Be patient. It might take some
tine to rescarch your subject and
write a thorough answer.

After we hear from you

When your Speak Up arrives at the
administrator’s office, the first thing
the administrator does is protect
your identity. Personal information is
removed and kept in a locked, secure

file and office. Your Speak Up is

identificd by a number from then on.

Your comments are edited to
remove anything that might identify

7841-5000-00

you. The form is retyped and
assigned to the appropriate man-
ager. That manager may assign an
investigator to gather more informa-
tion and write the answer.

If more information is needed, and
you've signed the form, the admin-
istrator will contact you.

After investigation, the adminis-
trator verifies that your Speak Up
has a complete response. The
administrator personally addresses
the envelope and mails the letter
directly to your home.

Speak Up...it works

Speak Up is another channel of
communication, and it gives you as
much protection as you want. It
works. We've been getting Speak
Ups every year. . . for more than 25
years. Maybe this is the year for
yours. Ifitis. .. Speak Up.




