
Helpful Hints for Writing an Award Winning Nomination!

by Dennis Brophy, Oregon Chapter Activity Chair

1. Read each award announcement carefully.   Make sure that the person you are nominating is qualified for the award. The award criteria, eligibility requirements, and procedural instructions should tell you exactly what the Award Committee is looking for when selecting a winner. If you are nominating someone for an award that is judged on the International level, obtain a copy of the award-judging sheet and criteria from the Oregon Chapter Activity Chair.

2. Enlist others to help with the nomination.   Ask several people to help with the nomination by writing a one-page letter of endorsement for the nominee(s). If the person or group you are nominating is from a partner agency, involved in the community, or on committees outside of the Oregon Employment Department, enlist partner employees or customers, committee members and community leaders to write a letter. From these letters, ideas may be pulled together to include in the written narrative. The letters can then be added to the nomination packet as supporting documentation. While we all like to be surprised, don’t be afraid to let the individual or group know that you think they have done something outstanding or worthy of recognition. Ask the nominee(s) to provide information and supporting documentation to assist with your writing of the nomination.

3. Follow the standardized format for writing a nomination. Each nomination must have the following components: a one page (1) Statement of Accomplishment (summary of the “Narrative”), a (2) Narrative consisting of no more than ten pages describing in detail the actual accomplishment(s) of the Individual or Group, and (3) Documentation supporting the “Narrative”. The nomination must be typed, double spaced, in no less than 11 size font, and everything must be on 8 1/2 X 11 inch paper. (If you can, please include a disk copy of the nomination with the printed version.)
4. Use descriptive words when talking about the individual or group you are nominating.   For example, you might describe the nominee(s) as dependable, cooperative, innovative, flexible, courageous, and/or dedicated.  Don’t forget to use spell check.

5. Describe a particular event or example of why the individual or group nominated is worthy of recognition.   Include what was done, when it was done, how it was accomplished, and who benefited.   Make sure your nomination reflects activities or events that occurred during the given calendar year for which the nomination will be judged.

6. Ask for help.   If you need protected time to write a nomination, be sure to ask your manager or supervisor.  If protected time is not available, make time available in your schedule.  It will be worth it.  The real “value” in writing a nomination comes from recognizing the performance of others and in showing that their efforts are appreciated.  Additional help may also be found by talking to long term Oregon Chapter members experienced with the Oregon Chapter awards program.  Seek them out.  Ask for their advice.

7. Avoid using page numbers or a table of contents, plastic sheet protectors, and supporting documents (filler) that is unrelated to the nomination.  If the nomination is selected as an Oregon Chapter winner and is sent to International for judging, the Oregon Chapter Activity Chair will add a Table of Contents.  Sheet protectors, although they look nice, provide too much weight and bulk to the nomination.  Finally, there must be a logical (and obvious) connection between the supporting documentation and the nomination summary.

8. Meet the nomination deadline.   Careful planning and preparation will ensure that your nomination is received prior to the deadline. The deadline for nominations will be posted on line.


