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Agency 
develops new 
incentive plan

Agency navigates to DOAS/ 
HRA/Compensation/Forms 

section 
http://doas.ga.gov/human-
resources-administration/

compensation

1

Downloads one of the following 
forms:
1. Meritorious Incentive Program
     a. Employee Suggestion Program
2. Hiring Incentive Program
3. Goal-based Incentive Program

Completes form, 
prints, and saves for 

their records

Submits to  
compensation@doas.g

a.gov along with all 
required 

documentation

Receives 
confirmation receipt 
from HRA-Comp & 

Benefits

2
3

4

5 8

Sends confirmation 
email 

acknowledging 
receipt of the 

application

Logs plan to 
“Incentive Plan 

Tracking” 
spreadsheet 

Forwards copy of 
uncertified plan with 
cover email to OPB 

Division Director

Reviews plan 
compliance with SPB 
Rule 13

Incentive plan does not 
comply with SPB Rule 13

Forwards HRA 
certified plan to OPB 

Divisional Director 
for final certification

Receives Incentive 
Plan Certification 
application from 

Agency

HRA certifies the submitted plan in 
accordance with State Personnel Board 

Rule 13

Approved

Not-
Certified

Receives Certified 
Plan from HRA

Budgetary approval 
determination made

Forwards document 
with final approval 

or denial to 
submitting agency 

and HRA

Incentive Plan 
implemented

6 7
9 10 12

13

14

15 16
17

20

Receives Incentive 
Plan from OPB

Updates “Incentive Plan 
Tracking” spreadsheet with 

approval or denial date 

18 19

Receives email and 
uncertified plan 

from HRA – 
Compensation 

Manager

11

1. Contacts agency to discuss required
     revision(s) needed to certify submitted
     plan(s)
2. Informs agency to resubmit plan after
    revisions are made
3. Agency resubmits revised plan(s)

Pending 
Certification
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