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GEMS SUGGESTION FORM
Suggestions are to be submitted to the GEMS Scheme through an Award Group using this form.  Once completed it should be emailed to your Award Group Secretary.  Guidance notes are shown below.  If you need any further assistance, please contact your Award Group Secretary.
PART 1 – Suggestion Reference (Award Group use only)
	Suggestion Ref
	
	Award Group ID
	

	Date Submitted
	
	


PART 2 – Suggestion Details

	Suggestion Title
	

	Type of Suggestion
	

	(Life Saving / Improved Usability / Business Improvement etc)

	Equipment / Process suggestion relates to
	


	Problem, Issue or Opportunity

	


	Solution

	


	Benefits of Implementation (Cost / Time etc)

	


Evaluator Recommendations

	Name of locally based evaluator / Individual with authority to implement (If known)

	

	Name of MOD evaluator / Individual with authority to implement (If known)

	


PART 3a – Suggestor Details (For teams this is to be the Team Leader)

	Staff/Service Number
	
	Title/Rank
	

	Name
	
	TLB
	

	Postal Address

	

	Civ Tel Number
	
	Mil Tel Number
	

	Mobile Number
	
	(mod.uk) Email Address
	


PART 3b – Contribution Split (For teams attach a Team Member Details form for each person)

	Suggestor Name
	Contribution (%)

	
	

	
	

	
	

	
	


PART 3c – Line Management Details

	Line Manager’s Details

	

	Name
	

	Post
	

	Civ Tel Number
	

	Mil Tel Number
	

	(mod.uk) Email Address
	


PART 4a – Declarations

Do you believe a patent may be required for the suggestion?




YES / NO

Has a patent been applied for in respect of this suggestion? (If yes attach details)


YES / NO

Has a patent been granted in respect of this suggestion? (If yes attach details)


YES / NO
In order for a GEMS award to be paid, MOD must be able to fully implement the suggestion concerned.  An award will therefore only be made to you in exchange for you granting MOD a full, non-exclusive, royalty-free, licence in respect to any intellectual property you may own that exists in your suggestion.  This licence will extend to the use of the suggestion by MOD, or by any third party on its behalf, for any UK Government purpose.

Do you agree to grant this licence?







YES / NO
Does the suggestion relate to an equipment fault?





YES / NO

(If yes attach a copy of the fault report or quote reference)

If an award is made for this suggestion are you happy for the amount to be published?

YES / NO

If an award is made for this suggestion are you happy for your name to be published?

YES / NO

Are you a contractor or agency staff? (If YES a Contractor Declaration will be required)

YES / NO

PART 4b - Attachments

Line Management endorsed Job Description attached





YES / NO

Line Management endorsed Terms of Reference attached




YES / NO

Supporting Documents attached (provide details below)





YES / NO

	Supporting Documents

	


PART 5 – Award Details (Award Group use only)
	Type of Award
	No Award / Encouragement Award / Savings Based / Benefits Based

	Maximum Possible Award Value
	£
	Discounted Award Value
	£

	Closeness to Duty Discount (%)
	
	Innovation Discount (%)
	

	Tax Exempt Permitted Maximum
	£
	
	

	Tax Liability (20%)
	£
	Employee’s NI (9.4%)
	£


	Calculated Award
	£

	Amount Requested by Award Group
	£

	Encouragement Award
	£


	Date Award Request submitted to GEMS Central Team by Award Group
	


	Date suggestion process completed
	


GEMS SUGGESTION FORM GUIDANCE NOTES

Part 1
· This section is for Award Group use only.

Part 2

· Give your suggestion a meaningful title that summarises your suggestion.

· Define the area or type that you consider most appropriate for your suggestion.

· If the suggestion relates to equipment or a process please specify to aid the Award Group in identifying the appropriate evaluator for your suggestion.

· Provide as much detail as you can to explain what the problem, issue or opportunity your suggestion resolves or exploits.

· Provide a full explanation of your solution, giving as much detail as possible.

· If you are able to identify or specify the benefits of implementing your suggestion you should detail them in this section.

· If you are aware of the individual or team who has the authority to implement your suggestion you can provide their details in this section.

Part 3a
· Suggestors are required to provide their contact details to enable the Award Group Secretary to maintain contact and provide updates.

· For suggestors on operational tours it is suggested that you provide your home/employing unit address.

· For team suggestions the team leader is to supply their information on this form and ensure that each team member’s details are provided on a separate “GEMS Form 2 Team Members Details” for each individual team member.
Part 3b
· For team suggestions the agreed contribution split for each team member is to be recorded in this section.

Part 3c
· Even though the GEMS Scheme doesn’t require Line Management involvement, Award Groups may need to contact Reporting Officers to confirm aspects of Job Descriptions and/or Terms of Reference from time to time.  This will allow them to correctly and objectively assess the closeness to duty discount which may be attracted by any award payable for the suggestion.
Part 4a
· All suggestors are to answer the declaration questions.

· Contractor declarations are required for all contractors and agency staff who submit suggestions who are not members of the armed forces or civil servants.

· If a contractor declaration is required the Award Group secretary will arrange it for you, if you know the name and contact details of a suitable manager who may be able to sign this declaration please provide their details.
Part 4b
· All suggestors are to supply copies of their Job Description and/or Terms of Reference to ensure that Award Groups are able to correctly identify the closeness to duty of the submitted suggestion.

· If you do not have a Job Description and/or Terms of Reference for your role, please contact your Award Group secretary and they will advise you on how to proceed.

· If you have any other documents which support your suggestion they should be listed in this section, additional documents could include; technical drawings, diagrams, photos, scanned images, gathered evidence or supporting statements.

Part 5

· This section is for Award Group use only.

For further information on the GEMS Scheme either speak with your Award Group Secretary or see the GEMS Scheme Instructions which can be viewed on the Defence Intranet at the following URL http://defenceintranet.diiweb.r.mil.uk/DefenceIntranet/Teams/BrowseTeamCategories/Orgbased/Centre/GemsTheDefenceIdeasScheme.htm
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