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A suggestion is an expression of an original, positive, constructive thought voluntarily offered
by the employee who conceived it for the purpose of benefiting the organization.

Suggestion scheme எ}ப¢ நி²வன{தி�� பயனள�t�� ேநாtக{தி�காக பண�யாளரா� தானாக 
«}வ|¢ வழuக~ப�� அச�, ேநƫமைறயான, ஆtகªƫவமான சி|தைனய�} ெவள�~பாடா�� 

The suggestion must not only cause attention to the problem, but it also must include the 
employee’s proposed solution.

Suggestionப�ரvசைனt� கவன� ெச´{¢வ¢ மy�ம�லாம�, பண�யாளƬ} «}ெமாழிய~பyட 
த�ƫைவ­� உ�ளடtகிய�¯tக ேவz��

Therefore basic eligibility of a suggestion is that it constitutes  an improvement or benefit to 
the organization.
எனேவ, ஒ¯ Suggestion அ�~பைட த�தி எ}னெவ}றா�, அ¢ நி²வன{தி�� ஒ¯ «}ேன�ற� 
அ�ல¢ ந}ைமைய உ¯வாt�கிற



Objectives of suggestion scheme
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 To provide an opportunity to each and every employee to participate in the Organizational   growth 
ஒ�ெவா¯ பண�யாள¯t�� நி²வன வளƫvசிய�� பuேக�பத�கான வா�~ைப வழu�த� 

 To promote creativity and constructive thinking amongst the employee 

பண�யாளƫகள�ைடேய பைட~பா�ற� ம�²� ஆtகªƫவமான சி|தைனைய ஊt�வ�{த�

 To encourage employee involvement in planning and implementing one’s own idea

ஒ¯வƬ} ெசா|த ேயாசைனைய{ திyடமிy� ெசய�ப�{¢வதி� பண�யாளƫ ஈ�பாyைட ஊt�வ�{த�

 To be an additional resource for achieving Cost reduction 
ெசலºt �ைற~ைப அைடவத�கான ��த� ஆதாரமாக இ¯tக ேவz�� 

 To produce better quality products at competitive prices enabling the  Organization to face the competition and 

grow in the market 
ேபாy�ைய எதிƫெகா�ளº�, ச|ைதய�� வளரº� நி²வன{ைத ஊt�வ�t�� வைகய�� ேபாy� வ�ைலய�� 

சிற|த தரமான தயாƬ~©கைள உ�ப{தி ெச�த� 

 To create premier workplace 
«த}ைமயான பண�ய�ட{ைத உ¯வாtக



Creativity thinking
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CREATIVITY

Think Creatively

The ability to make or produce new things using skill or imagination
திறைம அ�ல¢ க�பைனைய~ பய}ப�{தி ©திய வ�ஷயuகைள உ¯வாt�� அ�ல¢ உ�ப{தி ெச�­� திற} 
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What is Creative / Innovative idea
 New way of viewing some problem or situation 

சில ப�ரvசைன அ�ல¢ ��நிைலைய~ பாƫt�� ©திய வழி 

 The ability to think and approach a problem in an original or flexible way
ஒ¯ ப�ரvசைனைய அச� அ�ல¢ ெநகி�வான «ைறய�� சி|திt�� ம�²� அ �� திற} 

 The process of producing something that is both original and valuable
அச� ம�²� மதி~©மிtக ஒ}ைற உ�ப{தி ெச�­� ெசய�«ைற

 The ability to invent and develop original (very imaginative and clever) ideas.
அச� (மிகº� க�பைன ம�²� ©{திசாலி) ேயாசைனகைள கz�ப��{¢ வளƫt�� திற} 

 Use one's imagination to develop a new idea or product.

ஒ¯ ©திய ேயாசைன அ�ல¢ தயாƬ~ைப உ¯வாtக ஒ¯வƬ} க�பைனைய~ பய}ப�{தº� 

 Break through improvements
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Examples of creativity thinking

Folding Dining Table Folds into a Mirror

Two-way toothpaste is ideal for those who get angry with 
their  partner for squeezing the toothpaste from the 
front.
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Examples of creativity thinking

Innovative USB plug designed to  act 

as a USB hub when plugged in.

Infinite USB Six pack Bottle Carrier

It can safely transport up to six beer, soft drink, 

or water bottles.



9 of 29

Examples of creativity thinking

Upstanding Toothbrush

When the toothbrush is set down, it will sway momentarily until 
it reaches  a balanced position - just like a tumble doll. Before After

Dustbin evolution (example)
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Examples of creativity thinking

Before After

Teaching method (example)

Before After

Taps evolution (example)
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Suggestion scheme in our company 

Do we have any system to capture & Utilize employees’  ideas into useful one. 

Yes, we have, ……..

Eligibility : Suggestion system for Company workmen & off roll employees /on roll 

employees , the exemption only for staff who are operating equipment
த�தி: நி²வன{தி} பண�யாளƫக� ம�²� ஆஃ~ ேரா� பண�யாளƫக� / ஆ} ேரா� ஊழியƫக¶tகான 

பƬ|¢ைர அைம~©, சாதனuகைள இயt�� ஊழியƫக¶t� மy�� வ�லt�

பண�யாளƫகள�} ேயாசைனகைள பய§�ள ஒ}றாக~ ப��tகº� பய}ப�{தº� எuகள�ட� 

ஏேத§� அைம~© உ�ளதா
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What is Suggestion

Suggestion 
Means  

Idea  

Proposed

and   

Implemented 

by

Suggestor

to improve his workplace
(Work related small improvements)
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Scope of  Suggestion

Problem identification
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Suggestion can be ….on…..

Production / Productivity Improvement-
Cycle time reduction / Process elimination or combination  

Quality Improvement –
Customer complaint / Rejection / Rework reduction or elimination

Cost saving
Waste elimination / Cost reduction

Delivery improvement

Morale / Safety Improvement

5S improvement etc.
….. All in their own workplace only.

Scope of suggestions
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Eligibility of workplace improvements
Workplace improvements

- Productivity
- Manpower saving
- Working condition
- Quality 
- Utilization of resources
- Services
- Safety
- Material handing / storage
- Communication
- House keeping
- System
- Process standardisation

Cost reduction

- Scarp cost
- Power cost
- Energy cost
- Fuel cost
- Tool / insert cost
- Consumable cost
- Physical efforts in working inventory
- Indirect labour
- Operating expenses 
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Suggestions benefits
Tangible benefits

Reducing the cost by reducing:-

 Scrap, rework, defects

 Man hours

 Machine hours

 Tools, Jigs & Fixtures

 Inventory

 Consumable items                                             

 Power & Fuel

 Material handling 

 Other expenses

Intangible benefits

 Increasing safety

 Reducing fatigue

 Improving customer service

 Improving information quality



17 of 29

Non eligibility of Suggestion scheme

WHAT IS NOT A SUGGESTION

 Matters of organizational policy

 Compensation and benefits

 Routine maintenance activities 

 Request for standard items 

 Idea already proposed in some other forum, duplicate or closely 

resemble an existing suggestion.

 Idea is a solution to a task force or Quality circle already assigned to 

work on this.

 Suggestion relating to the employee’s normal duties.

 A period of the time following the new installation of processes or 

equipment of introduction of new products.

 Individual wishes or complaints

 Suggestion to correct typographical errors.

Some of the areas which are not open of Suggestion scheme shall be :  

எ}ன ஒ¯ பƬ|¢ைர அ�ல 

 நி²வனt ெகா�ைகய�} வ�ஷயuக� 

 இழ~ப�� ம�²� ந}ைமக�

 வழtகமான பராமƬ~© நடவ�tைகக� 

 நிைலயான ெபா¯yக¶tகான ேகாƬtைக 

 ேவ² சில ம}றuகள�� ஏ�கனேவ «}ெமாழிய~பyட 

ேயாசைன, நக� அ�ல¢ ஏ�கனேவ உ�ள பƬ|¢ைரைய 

ஒ{தி¯tகிற¢ 

 ஐ�யா எ}ப¢ ஒ¯ பண�t�¸ அ�ல¢ தர வyட{தி�கான 

ஒ¯ த�ƫவா��.

 பண�யாளƬ} இய�பான கடைமக� ெதாடƫபான 

பƬ|¢ைர.

 ©திய தயாƬ~©கைள அறி«க~ப�{¢வத�கான 

ெசய�«ைறக� அ�ல¢ உபகரணuகள�} ©திய 

நி²வ´t�~ ப�} வ¯� கால�.

 தன�~பyட வ�¯~பuக� அ�ல¢ ©காƫக� 

 அv�tகைல ப�ைழகைள சƬெச�ய பƬ|¢ைர 

பƬ|¢ைர திyட{தி� திறtக~படாத சில ப�திக�
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Suggestion examples 
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Suggestion examples 
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Suggestion examples 
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Suggestion examples 
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Suggestion examples 
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Suggestion flow - HRMS
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Suggestion flow - Manual Suggestion from
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Suggestion form format (HRMS)

Step 1 - Create a Suggestion  +
Add your suggestions by clicking on the + symbol.

+ �றிய�yைடt கிள�t ெச�வத} ¬ல� உuக� பƬ|¢ைரகைளv ேசƫtகº� 
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Suggestion form format (HRMS)
Step 2  - Idea Approval  All ideas submitted need to be approved by the reporting manager.
ேயாசைன ஒ~©த� - சமƫ~ப�tக~பyட அைன{¢ ேயாசைனக¶� அறிtைகய�ட� ேமலாளரா� அuகீகƬtக~பட ேவz��
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Suggestion form format (HRMS)
Step 3 - After approval creator needs to update the suggestion implementation  status and submit for manager approval.
ஒ~©த´t�~ ப�ற�, பைட~பாளƫ பƬ|¢ைரைய~ ©¢~ப�{¢ ேமலாளƬ} ஒ~©த´t�v சமƫ~ப�tக ேவz�� 
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Suggestion form format (HRMS)
Step 4 - The suggestion must be rated based on improvements in the suggestion.
பƬ|¢ைரய�� உ�ள ேம�பா�கள�} அ�~பைடய�� பƬ|¢ைர மதி~ப�ட~பட ேவz��
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Suggestion form format (HRMS)
Step 5 - After evaluator approval , suggestion would be approved by the respective department HOD and 
HOD can change the rating during the process.
மதி~ப�yடாளƬ} ஒ~©த´t�~ ப�ற�, அ|த|த ¢ைற HOD ஆ� பƬ|¢ைர அuகீகƬtக~ப�� ம�²� HOD 
ெசய�பாy�} ேபா¢ மதி~ப�yைட மா�றலா�
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Suggestion form format (HRMS)
Step 6 - Finally, TEI approval is required. TEI can also change suggestion rating as per the guidelines.
இ²தியாக, TEI அ§மதி ேதைவ. TEI வழிகாy�த�கள�}ப� பƬ|¢ைர மதி~ப�yைட­� மா�றலா� 



31 of 29

Suggestion form format (HRMS)
Step 7 - The suggestion list is for quick access to the most recent status of the suggestion.
பƬ|¢ைர~ பy�ய�, பƬ|¢ைரய�} மிகv சம�ப{திய நிைலைய வ�ைரவாக அ �வத�கான¢ 
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Suggestion form format (Manual)
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Evaluation flow
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Role of Suggester
 Think clearly ways and means of improving the workplace.

பணி௜டத்ைத ேமம்ப௄த்ௌவதற்கான வ௯கைள௞ம் வ௯௚ைறகைள௞ம் ெதளிவாக ஼ந்ொ௞ங்கள்

 State the problem or the situation in the workplace, give a solution / proposal, State the effect of implementing the 

solution / proposal.

பணி௜டத்ொல் உள்ள ௔ரசச்ைன அல்லௌ ிழ்நிைலையக் ஶ௣ப்௔ட௵ம், ஒ௠ ோர௵் / ௚ன்ெமா௯ைவ 

வழங்க௵ம், ோர௵் / ௚ன்ெமா௯ைவ ெசயல்ப௄த்ௌவதன் ௳ைளைவக் ஶ௣ப்௔ட௵ம் 

 Discuss with immediate group leader and section head on the feasibility of suggestions.

பரிந்ௌைரகளின் சாத்ொயக்ஷ௥கள் ஶ௣த்ௌ உடனூ ஶ௱த் தைலவர ்மற்௥ம் ௔ரி௵த் தைலவ௠டன் 

௳வாொக்க௵ம் 

 Try to implement work related improvement suggestions.

பணி ெதாடரப்ான ேமம்பாட்௄ பரிந்ௌைரகைள ெசயல்ப௄த்த ௚யற்஼க்க௵ம் 

 Give data true and accurate

தரைவ உண்ைமயாக௵ம் ௌல்௧யமாக௵ம் ெகா௄ங்கள் 



35 of 29

Role of Supervisors (Group leader) in implementation 

Help in implementation especially when request on

If suggester approach with data & relevant forms.

 Electrical modifications

 Modification / changes in parts or products

 Fabricated items / guards / tool room made items

 Purchase of new items / tools / consumables

 Process modification, layout changes , cycle , cycle time reduction          
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