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Employee/Nominator completes In the Spotlight! 

Online Submission Form and clicks “submit”  

Process ends.   
PIO informs 
appropriate 

personnel 

PIO informs their Department Director of the 
submission – and seeks approval if required.  Then 

PIO submits the information to the Center for 
Management and Professional Development (Center) 

The Center will notify the PIO of the date the 
submission will be posted on In the Spotlight! – or 

the reason why the submission will not be included 

The Center sends In the Spotlight!  
announcements to legislators, agency and HR 

directors, and the media at least once  
each quarter 

 

PIO reviews the information on the form for accuracy 
(when/if possible) and confirms the employee is in 

good standing in the agency 
 

PIO  
determines if the 

accomplishment should 
be submitted to In the 

Spotlight for 

consideration 

The information on the form is sent electronically to 
the appropriate Department/Agency Public 

Information Officer (PIO) 
 

Center staff will add the information to the In the 
Spotlight! blog.  In some instances, employees may 

be contacted by the Center to supply video 

segments 

Submission Process Flowchart 
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