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APPLICATION PACKAGE

Including Intent-to-Apply forms and Application forms for 50-page narrative applications
2909 Landmark Place

Madison, WI 53713

Phone (608) 663-5300 

	Key Dates for WFA Applicants
Note: If a deadline falls on a holiday or weekend, the due date is the next business day
Intent-to-Apply materials must be postmarked on or before
November 15 or May 15
Applications must be received or consigned for delivery on or before
 January 30 or July 30
Site visits (subject to change)
April or October 
Feedback reports to Applicants on or before
June 1 or December 1
   Challenger Profile and Wisconsin Fast Forward applications are accepted at any time.




Overview of the Wisconsin Forward Award Program

Introduction to Wisconsin Forward Award
Former Wisconsin Governor Tommy G. Thompson created the Wisconsin Forward Award Program with the issuance of the Governor’s Executive Order No. 385 in 1997. At that time, the Wisconsin Department of Workforce Development was assigned temporary responsibility for program management and development. 

In 1999, a new private non-profit organization was created to assume responsibility for the Wisconsin Forward Award program: Wisconsin Forward Award, Inc. (WFA, Inc.), a non-stock, not-for-profit Corporation. 

In 2009, the Wisconsin Forward Award program became a division of the Wisconsin Center for Performance Excellence, which is governed by a volunteer Board of Directors that includes leaders in business, manufacturing, education, health care, government, and other organizations throughout Wisconsin. The Wisconsin Center for Performance Excellence, a charitable organization granted exemption under Federal IRS regulations described in section 501(c)(3) and is registered as a charitable organization in Wisconsin through the Wisconsin Department of Regulation and Licensing.

Program Description 

Award Framework 

The WFA/Baldrige Excellence Framework represent Core Values and Concepts that are universal and are embodied in seven Categories that are fundamental to any organization, whether in business, manufacturing, education, government, health care, or other enterprises. These Categories are: 

· Leadership 

· Strategic Planning 

· Customer and Market Focus 

· Measurement, Analysis, and Knowledge Management 

· Workforce Focus 

· Operations Focus
· Results 

The Framework provides the standards used by the Board of Examiners (described below) to evaluate, validate and provide feedback on applicant achievement. The seven Categories include 17 related Items, each relating to a specific area of organizational processes or results. Applications must respond to each Category Item. 

The Framework provides a clear perspective for comparing usual performance to high performance. They give an unbiased view of current capability as measured against rigorous standards. The Framework is designed to be a standard for excellence in organizations seeking the highest levels of customer-driven quality, performance and competitiveness. Taken together in an integrated manner, they describe what well-run organizations do. 

Wisconsin Forward Award requires all applicant organizations to use the correct version of the Excellence Framework when preparing their applications. WFA offers a number of training opportunities to help organizations understand and apply the Excellence Framework. Contact the WCPE office for more information. 

Many organizations use the Baldrige Excellence Framework as a self-assessment tool. This is an excellent first step in embracing the goals of performance excellence. We encourage you to become familiar with the Excellence Framework and to use them to assess your operations against rigorous and tested standards. We also urge you to become a Wisconsin Forward Award applicant in order to enjoy the benefits of receiving an objective outside evaluation of your organizational strengths and opportunities for improvement. 

One of the best ways to gain knowledge of the Excellence Framework is to serve as an Examiner and see how it’s been applied to other, diverse organizations. We encourage applicant organizations to send an employee through the training and evaluation process at no additional charge. See Board of Examiners (below) for more details.
Board of Examiners 

The Wisconsin Forward Award evaluation process is carried out by a Board of Examiners. Board of Examiners members are volunteer experts from business, government, education, health care and other disciplines across Wisconsin who are experienced in performance management and quality assessment processes. All members of the Board of Examiners receive rigorous training with Wisconsin Forward Award. 

Examiners work in teams assigned to applications and conduct all phases of the evaluation. The teams are managed by Team Leaders who are experienced in Baldrige-based evaluation processes, have a sound understanding of the Framework and their application, and possess strong management and facilitation skills. 

Past applicant organizations have benefited from the perspective of a Baldrige-based Examiner, and WFA wants to make it as easy as possible to grant this benefit to applicants.

If you indicate on the Intent-to-Apply form that you’d like to train one employee as an Examiner, we will follow up with that individual with information about training and review cycle dates and give him or her Examiner application. We are happy to provide training free of charge to one employee of each applicant organization, but if your Examiner is unable to fulfill all requirements of the review schedule, we will invoice you for $475 training fee.

Who Can Apply? 

Your organization is eligible to apply for Wisconsin Forward Award recognition if you are: 

· In conjunction with the Alliance for Performance Excellence, WCPE is able to evaluate organizations with holdings outside of Wisconsin or the United States.  Contact WCPE for more information.
· Located and operating in Wisconsin including business, manufacturing, education, health care, government, utilities, financial institutions, non-profit, service, or other organizations; 

· An independent organization OR a subunit of a larger organization (i.e., a subsidiary, business unit, division, government department, or like organization), if the subunit has a clearly defined, documented, and distinct organizational structure and purpose, and functions independently with substantial authority to make key administrative and operational decisions; and 

· Committed to meeting participation requirements if your organization receives recognition at the Governor’s Forward Award of Excellence level. Forward Award of Excellence recipients are expected to: 

· Provide an Examiner for the Forward Award process in the next application year; 

· Participate in the annual recognition event; and, 

· Support and participate in at least one Wisconsin Forward Award-sponsored conference or event to share and discuss best practices (non​proprietary information only) and experiences with colleagues from organizations interested in learning more about performance excellence. 

Organizations recognized at other levels of achievement are also encouraged, although not required, to take part in all the activities described above. 

Note: Wisconsin Forward Award eligibility rules do not include requirements relative to length of time in business. Organizations at any point in their development can benefit from evaluation of their performance—to establish a baseline or to measure improvements. However, the Framework includes an emphasis on demonstration of trends, sustained improvement efforts, and improving results. Organizations with a limited track record may find it difficult to document trends and improved results over time. 


Recognition Levels 

The program measures and recognizes three levels of progress and growth toward performance excellence. WFA does not limit the number of organizations that may receive recognition at any level; evaluation results may place any number of applicants at the same recognition level. The levels are: 

· Forward Award of Excellence 
The  Forward Award of Excellence is the highest level of recognition and is earned by organizations that demonstrate excellence through their performance management practices and achievements. These organizations are outstanding examples of quality Wisconsin enterprises demonstrating superior results. They are role models for others, continuing to learn and build upon their outstanding achievements. 

· Mastery Award 

This is an advanced level for organizations. Through their skillful practice of performance management principles, these organizations demonstrate significant progress in expanding their capabilities through improved processes of all kinds. Achievements are demonstrated by results, are clearly linked to quality and performance management systems, and are directly attributable to a systematic, well-deployed approach. 

· Proficiency Award 

Organizations recognized at the Proficiency level are beginning to effectively use continuous improvement principles and practices. They demonstrate progress in constructing sound and noteworthy processes, show a solid approach to applying the Award Criteria at the system level, and implement plans and procedures. Accomplishments are confirmed by developing and improving performance trends. 

· Commitment Award 

Organizations at the early stages of their journey to performance excellence receive recognition at the Commitment level. These organizations are beginning to adopt and implement continuous improvement practices and principles and demonstrate a commitment to performance excellence. Early stage applicants are encouraged to use the Fast Forward application process.
How to Apply 

Required Forms

To apply for Wisconsin Forward Award recognition, organizations must complete two steps and submit two types of forms with accompanying materials. 

· Intent-to-Apply Packet: Applicant organizations first submit Intent-to-Apply forms and requested materials. These are used by WFA to verify organizational eligibility, estimate Board of Examiner needs, and make preliminary team assignments. Applicants receive confirmation of their eligibility and acknowledgment of fee payment. (Instructions on the Intent-to-Apply forms give detailed instructions about completing this step.) 
· Application Package: This includes application forms and three key components: An Organizational Profile (not to exceed 5 pages) and responses to the Excellence Framework (not to exceed 50 pages), and the application fee. In responding to the Framework, each applicant provides extensive information and data on the organization’s performance management processes and related results.  Instructions on the application forms give detailed information about filling out the forms and each document required for submission. 

Fees 

20% of the application  fee must be paid upon submission of the Intent-to-Apply Packet. This fee is non-refundable.
The application fee must be paid with the application package. Fees are as follows:

	Number of Employees           Fee                   

	>99 FTE                        $4940 |  $988 intent fee

	100 – 499 FTE              $6930 |  $1386 intent fee

	<500 FTE                      $9850 | $1,970 intent fee




Payment may be made by check or credit card. 

Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 
There is a $1,750 fee for an applicant organization receiving a site visit, and the organization is responsible for reimbursement of mileage and all reasonable and necessary costs (meals, lodging, off-site meeting space, etc.) incurred by the Examiner team participating in the on-site visit. These costs usually range between $1,500 and $3,000, depending on a variety of factors, including the complexity and location of the applicant organization. 

Feedback, Public Recognition, and Confidentiality

Feedback Reports 

Each Wisconsin Forward Award applicant receives a comprehensive written feedback report at the conclusion of the review process. The feedback report identifies an organization’s strengths and opportunities for improvement relative to the WFA/Baldrige Excellence Framework. By identifying gaps in systems and improvement opportunities, the feedback report provides applicant organizations the opportunity to improve in a focused way, such as in the strategic and business planning process. 

Post-Feedback Input 

Applicants are encouraged to participant in a review session after receiving their feedback reports. Detailed information about setting up an on-site or teleconference review and action planning session will be communicated to this year’s applicants during the review process. 

Recognition 

Our annual recognition event has been an integral part of the program. Wisconsin’s governor has been involved in the ceremony at which organizations are publicly recognized. 

In recent years, WFA has held award presentations at the applicant’s site. COVID-19 concerns may require virtual award presentations.

Customarily an organization’s highest ranking official or official organizational contact accepts the award and acknowledges the organization’s achievements at the event. Award recipients are called upon to submit information, anecdotes about their performance excellence journey and testimonials to be included in promotional and marketing materials. Wisconsin Forward Award joins applicant organizations in actively promoting the award program and each year’s award recipients.  

Confidentiality 

All applications are treated as confidential. Applicants are not expected to provide or to reveal proprietary information regarding products, processes, or services. Examiners are assigned to teams in a way to avoid conflicts of interest. All members of the Board of Examiners sign nondisclosure agreements. The Wisconsin Forward Award administrative staff monitors the review process to ensure that the integrity of the review process is maintained. 

Other Opportunities for Applicant Organizations 

Throughout the year, Wisconsin Forward Award will offer additional ways for applicant organizations, first-time or returning, to learn more about self-assessment, the WFA/Baldrige Excellence Framework, and using Wisconsin Forward Award feedback for continuous improvement and/or to prepare for a Baldrige application. An annual conference, workshops, and other events will be offered in various locations around the state. Visit our website or call our office for updated information throughout the year. 

Quick Reference Application Facts 

Application Fees and Submission of Materials 

Intent-to-Apply Packet 
Due: November 15 OR May 15
20% of the application  fee must be paid upon submission of the Intent-to-Apply Packet to cover the costs associated with the initial processing and eligibility determination. This fee is non-refundable.  Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 

· Intent-to-Apply cover letter 

· Intent-to-Apply form 
· 20% of  application fee
· Organizational chart(s) 

· Form A (Business Factors) 

· Form B (Site Listing, if applicable) 

· Form C (Subunit, if applicable) 

· One additional copy of the intent-to-apply form, the organizational charts, and Forms A, B, and C (as applicable).

The confirmation of your Intent-to-Apply will include a letter and a copy of your Intent-to-Apply form with an authorized WFA signature and your confirmation number included. 

Application Report Package 
Due: January 30 OR July 30
The remainder of your application fee is due with the application package; this fee depends on the size of your organization. See page 4 for a complete fee schedule. Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 

The original, twelve (12) copies of the application package and a disk or USB flash drive copy of the application are required. The front cover of each paper copy of the application should include just your confirmation number (assigned to you upon confirmation of your Intent-to-Apply) and otherwise be blank. 
.

The Application Report Package must include:

· cover letter

· application fee 
· one copy of the application form

· an unbound original of the application

· twelve (12) additional copies of the application, including Intent-to-Apply materials

· CD or USB flash drive containing the following materials: 

· Intent-to-Apply form and all attachments 

· table of contents 

· Organizational Profile 

· glossary of terms 

· responses addressing Framework Items 

Submit Materials to: 

Wisconsin Forward Award, Inc. 
2909 Landmark Place Suite 300
Madison, WI 53713 

Contact Us 

Please contact Elizabeth Menzer, Executive Director, if you have further questions about the application and review process. 

Email: menzer@wisquality.org 

Telephone: (608) 663-5300 

WFA website: www.wisquality.org 

Note: 

Please review the Framework before completing your application. WFA offers a variety of workshops and trainings to help organizations understand the Excellence Framework. Contact us for details. 


QUESTIONS? PLEASE Call (608) 663-5300
We are happy to assist applicant organizations!
Intent-to-Apply 
Instructions and Forms

Instructions for Completing the
 WFA Intent-to-Apply Form

1. Applicant Organization: Provide the official name, business address, and all other information requested for the organization applying for the Wisconsin Forward Award.
2. Size of Organization: Give the number of sites and the number of full-time equivalent employees of the applicant organization as of the date you submit the form. This refers to sites and employees within Wisconsin. A site is considered a single site if the organization has offices or other works areas located near each other and if the organization considers them one location for business and personnel purposes.
3. Organization Type: Check the type of organization as applicable and whether the organization is applying as a government agency or 501c(3) charitable organization. Indicate also which version of the WFA/Baldrige Excellence Framework you are using to complete your application.
4. Highest Responsible Official: Provide the name and all contact information requested for the highest responsible official of the applicant organization (Owner, Chair of the Board, President, CEO, Plant Manager, etc.). This is the person in Wisconsin with authority to commit your organization to the requirements of the Forward Award process.
5. Official Organizational Contact: Provide the name and all other information requested for the applicant organization official who will serve as the primary contact throughout the evaluation process. Please designate a person who is knowledgeable about your organization and your application who will be able to provide additional information, answer inquiries, and work with the WFA office and Examiner Team Leader to make site visit arrangements.
6. Applicant Description:
Intent-to-Apply Supplementary Forms: All applicants must complete and include Form A: Business Factors as a separate attachment. If you indicated in Section 2 that you have more than one site in Wisconsin, complete and attach Form B: Site Listings. If your organization is a subunit under a parent organization, complete and attach Form C: Subunit Designation. See the individual supplementary forms for more detailed information.

Organizational Chart: Include as a separate attachment a line and box organizational chart or charts for your organization. If your organization is a subunit of a larger organization, also attach a line and box organizational chart showing your organization’s relationship to the highest management level of the parent organization, including intervening levels. (See Form C for more details.)

7. 
Participation in the Board of Examiners: One of the best ways to gain knowledge of the Excellence Framework is to serve as an Examiner and see how the Framework have been applied to other, diverse organizations. Past applicant organizations have benefited from the perspective of a Baldrige-based Examiner, and WFA wants to make it as easy as possible to grant this benefit to applicants.

Indicate whether you’d like us to train one employee as an Examiner; we will follow up with this individual with information about training, review cycle dates, and give him or her Examiner application. We are happy to provide training free of charge to one employee of each applicant organization, but if your Examiner is unable to fulfill all requirements of the review schedule, we will invoice you $475, the value of Examiner training.

8. Assurances and Authorization: The signature of your organization’s highest responsible official in Wisconsin or designee is required. This indicates that your organization is a good citizen and will comply with the terms and conditions associated with being a Forward Award participant and award recipient.
Mailing Checklist: The preparer of the Intent-to-Apply packet should review this checklist to ensure that all required items are included in the mailing package. Form B and/or Form C may not be applicable to your organization and therefore not included. A cover letter on organizational letterhead should accompany the Intent-to-Apply Packet.

Important Information

A non-refundable intent to apply fee is required. See page 4. Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 

Mail the Intent-to-Apply Packet and your check to:

Wisconsin Forward Award, Inc.
c/o Wisconsin Center for Performance Excellence
2909 Landmark Place Suite 300
Madison, WI 53713
Intent-to-Apply Form

1. APPLICANT ORGANIZATION

 FORMTEXT 

     

Applicant Organization Official Name

 FORMTEXT 

     

Other or Previous Applicant Organization Name

 FORMTEXT 

     

Applicant Organization Headquarters Street Address


City 
County 
ZIP Code

2. SIZE OF ORGANIZATION

2. SIZE OF ORGANIZATION

Total number of 
Total FTEs

sites   
3. ORGANIZATION TYPE

3. ORGANIZATION TYPE

Manufacturing
 FORMCHECKBOX 

Health Care
 FORMCHECKBOX 

 FORMCHECKBOX 

Check here if applying as a

Government
 FORMCHECKBOX 


government agency or a
Service
 FORMCHECKBOX 

501c(3) charitable organization
Education
 FORMCHECKBOX 

Other (Specify)


We will use the following WFA/Baldrige Framework for our application:

 FORMCHECKBOX 
 Business/Nonprofit
 FORMCHECKBOX 
 Education
 FORMCHECKBOX 
 Health Care

. HIGHEST RESPONSIBLE OFFICIAL

4. HIGHEST RANKING RESPONSIBLE OFFICIAL

 FORMTEXT 

     

Name of Organization’s Highest Responsible Official (WI)


Title

 FORMTEXT 

     

Street Address


City 
County 
ZIP Code


Telephone Number
Fax Number


Email address

5. OFFICIAL ORGANIZATIONAL CONTACT

5. OFFICIAL ORGANIZATIONAL CONTACT

 FORMTEXT 

     

Name of Official Contact


Title

 FORMTEXT 

     

Street Address


City 
County 
ZIP Code


Telephone Number
Fax Number


Email address
This is fun

7. ASSURANCES AND AUTHORIZATION

6. PARTICIPATION ON THE BOARD OF EXAMINERS

 FORMCHECKBOX 

Our organization wishes to send one employee to WFA Examiner training free of charge. We understand that if the Examiner attends training but is unable to complete the entire training and review cycle, our organization will be invoiced for $475, the value of Examiner training.

     
Name of Examiner
     
Title
      FORMTEXT 

     



Day Phone
E-mail
 FORMCHECKBOX 

We prefer not to participate on the Board of Examiners this calendar year.

7. ASSURANCES AND AUTHORIZATION

On Citizenship: We certify that our organization is a good community citizen, and that there are no current allegations, investigations, or violations of laws/regulations related to civil rights, health, safety, finances, tax status, environment, labor relations or similar issues that could be embarrassing to Wisconsin Forward Award, Inc. or the WFA program. We agree to disclose any such issues to Wisconsin Forward Award, Inc., and we understand that we may be asked to re-validate this certification before award levels are assigned.

On Forward Award Application and Applicant Responsibility:

We understand this Intent-to-Apply form and subsequent application to Wisconsin Forward Award, Inc. will be reviewed by members of the WFA Board of Examiners. We further understand that all reviewers are required to follow the Forward Award Code of Ethics and Standards of Conduct to ensure confidentiality and avoid possible conflict of interest. If our organization is a  Forward Award of Excellence recipient, we will provide an Examiner for the next award cycle, attend the WFA annual recognition event, and participate in at least one Wisconsin Forward Award-sponsored learning event.

__________________________________________________________

Authorized Signature – Highest Responsible Official


Name (please type or print)


Date


FOR OFFICIAL USE ONLY

This confirms that the applicant organization on this Intent-to-Apply Form is eligible to apply for the Wisconsin Forward Award.
________________________________________________________________

WFA, Inc. Authorized Signature
Date

Confirmation Number: _______________________________

Intent-to-Apply
Form A: Business Factors

This information is used by WFA to screen and assign Examiner teams to avoid conflict of interest in application reviews.

Instructions:

A. Business/Organization Description

Provide a brief description of the nature of your business or organization (products, services, programs or technologies). You must conclude with a list of key competitors or indicate if no direct competitors exist.

B. Markets & Customers

Provide a brief description of the nature of major markets (local, regional, national, international). You must conclude with a list of key customers.

C. Suppliers, Dealers & Distributors

Provide a brief description of the importance of suppliers, dealers, distributors and franchises or partners. You must conclude with a list of key suppliers/partners and the type of product or service provided.

	A. BUSINESS/ORGANIZATION DESCRIPTION

	     


	B. MARKETS AND CUSTOMERS

	     


	C. SUPPLIERS, DEALERS AND DISTRIBUTORS

	     


Intent-to-Apply
Form B: Site Listing and Description

Instructions:

A. Address of Site

Provide the complete street address and city of each site operating in Wisconsin, in addition to the Wisconsin headquarters identified on the Intent-to-Apply Form. (Only Wisconsin sites will be included in site visits.)

B. Relative Size

Provide the percentage of your organization’s employees at each site as of the date you submit this form. Provide the percentage of the total Wisconsin operating budget at each site.

C. Description of Services, Products, Programs, and/or Deliverables

Describe the key types of services, products, programs and/or other deliverables that are the output of the site. It may be necessary to state the relationship between the output of the site and your organization’s overall services, products, programs, and/or other deliverables. It is not necessary to list every service, product, program, and/or other deliverable.

	A. ADDRESS OF SITE
	B. RELATIVE SIZE
	C. DESCRIPTION OF SERVICES

	
	No. of Total Employees, Faculty or Staff
	% of Total Operating Budget
	Services, Products, Program
and/or Other Deliverables

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Intent-to-Apply
Form C: Subunit Designation

Complete only if the applicant organization is a unit or division of a larger (or parent) company.

A. Is the applicant____________________ a larger parent or system? (Check all that apply.)

 FORMCHECKBOX 
 a subsidiary of

 FORMCHECKBOX 
 a division of

 FORMCHECKBOX 
 controlled by


 FORMCHECKBOX 
 a unit of

 FORMCHECKBOX 
 a like organization of

 FORMCHECKBOX 
 administered by


 FORMCHECKBOX 
 a school of

 FORMCHECKBOX 
 owned by

B. Parent Organization

Name: 
Address Line 1: 
Address Line 2: 
Highest Ranking Official

Name: 
Title: 
Number of worldwide employees of the parent: 
C. Is the applicant the only subunit of the parent organization intending to apply?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Do not know

D. Briefly describe the major functions provided to the applicant by the parent or by other subunits of the parent. Examples of such functions include but are not limited to strategic planning, business acquisition, research and development, data gathering and analysis, human resources, legal services, finance or accounting, sales/marketing, supply chain management, global expansion, information and knowledge management, education/training programs, information systems and technology services, curriculum and instruction, and academic program coordination/development. 


E. Is the applicant self-sufficient enough to respond to all seven Baldrige Excellence Framework Categories? 

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
If no, briefly explain: 
F. Briefly describe the organization structure and relationship to the parent.


Application

Instructions and Form

WFA Application Form
	From Approved Intent-to-Apply Form:
Eligibility Confirmation Number          

	Framework Used:
 FORMCHECKBOX 
 Business/Nonprofit
 FORMCHECKBOX 
 Education
 FORMCHECKBOX 
 Health Care


1. APPLICANT ORGANIZATION

1.  APPLICANT ORGANIZATION

 FORMTEXT 



Applicant Organization Name


Street Address


City 
County
ZIP Code

2.  OFFICIAL CONTACT


Name of Official Contact


Title


Street Address


City
County
ZIP Code


Telephone Number
Fax Number


Email Address

3.  FEE, DUE DATE, AND ADDRESS

We will send you an invoice for the application fee (total fee less intent to apply fee) upon receipt of your intent to apply.
	Number of Employees           Fee                   

	>99 FTE                        $4940 |  $988 intent fee

	100 – 499 FTE              $6930 |  $1386 intent fee

	<500 FTE                      $9850 | $1,970 intent fee


Total Fee Due:
$  
Fee Enclosed
$  
Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 

.
Mail/Delivery Address:

Wisconsin Forward Award, Inc.

2909 Landmark Place Suite 300
Madison, WI 53713
4.  ASSURANCES AND AUTHORIZATIONS

On Citizenship: We certify that our organization is a good community citizen and that there are no current allegations, investigations, or violations of laws/regulations related to civil rights, health, safety, finances, tax status, environmental, labor relations, or similar issues that could be embarrassing to Wisconsin Forward Award, Inc. or the WFA program. We agree to disclose any such issues to Wisconsin Forward Award, Inc., and we understand that we may be asked to re-validate this certification before award/recognition levels are assigned.
On Forward Award Application and Applicant Responsibility: We understand this application to Wisconsin Forward Award, Inc. will be reviewed by members of the Board of Examiners. We further understand that all reviewers are required to follow the Forward Award Code of Ethics and Standards of Conduct to ensure confidentiality and avoid possible conflict of interest. If selected for a site visit, we agree to host and pay for reasonable expenses of an Examiner team to verify information. If we are an Award of Excellence recipient, we will provide an Examiner for the next Award cycle, attend the Forward Award recognition event, and participate in at least one Forward Award-sponsored learning event.

On Level of Forward Award Recognition: We understand that our level of Forward Award recognition is determined by the score our application receives during the assessment process as established by the Wisconsin Forward Award program and conducted by the Board of Examiners. We agree to be publicly recognized for the achievement level we receive during this process if our achievement level is any one of the levels checked below.

 FORMCHECKBOX 
 Commitment
 FORMCHECKBOX 
 Proficiency

 FORMCHECKBOX 
 Mastery
 FORMCHECKBOX 
 Excellence


Authorized Signature of Highest Responsible Official (WI)

Name (Print or Type)


Title
Date

Instructions for Completing the WFA Application Form and Package

The objective of the Application report package is for the applicant to provide enough information to permit a rigorous evaluation by the WFA Board of Examiners. All information is considered confidential.

Instructions for Completing the Application Form

Provide eligibility confirmation number from your approved Intent-to-Apply and indicate which Framework were used for your application report (Business/Nonprofit, Education, or Health Care).

1.
Applicant Organization

Provide the official name, business address and other information requested for the applicant organization. This organizational name will be listed on any subsequent WFA award or certificate.

2.
Official Contact

Provide the name and all information requested for the organizational official who will serve as the primary contact throughout the application and evaluation process.

3.
Assurances and Authorizations

The signature of the applicant organization’s highest responsible official must be included on the application form (e.g., Owner, President, Superintendent, Chief Executive Officer, Chair of the Board, etc.).

Instructions for Completing the Application Report Package

The following provides a description of all other parts of the Application Report Package.

Cover Letter:

Provide a brief letter on organizational letterhead indicating your intention to apply for the Wisconsin Forward Award.

Copy of Intent-to-Apply Form & Accompanying Materials

· Form A: Business Factors

· Form B: Site Listings and Descriptions (if applicable)

· Form C: Subunit Designation (if applicable)

Line/Box Organizational Charts

Provide sufficient detail for Examiners to understand the relationships between the applicant’s parent organization, subunits, departments, or divisions (if any) mentioned in the Intent-to-Apply and application.

Cover Information Sheets

· Blank outside front cover (no text, pictures or figures) with only your applicant confirmation number (provided on the lower right-hand corner of the Intent-to-Apply form returned to you by WFA to confirm eligibility).

· Title Page: name of applicant organization, and optionally: applicant’s address, logos, picture, date, statement indicating that it’s an application for the 2015 Forward Award, and/or an organization statement on confidentiality. There is no pre-defined format for the title page.
· 
Table of contents indicating the page numbers of all key parts of the application. (Areas to address, tables, and figures need not, but may, be included in the Table of Contents.)

· Back cover should be blank.

Glossary of Terms and Abbreviations

This describes the key terms, acronyms, and abbreviations used in the application.

Organizational Profile

Limited to five (5) pages, this outlines the applicant’s organization, addressing what is most important to the organization as well as the key factors that influence how the organization operates and where it is headed. A vital part of the overall application, the organizational profile is used by the Examiners in all stages of the application review.

Responses Addressing All Framework Items

This is limited to 50 pages. It is your organization’s response to each of the 18 Items within the seven Framework Categories comprising the Excellence Framework. The page limit includes all graphs, charts, data tables, pictures, and appendices. 
CD or USB Flash Drive
This should include electronic copies of intent-to-apply materials, the glossary of terms and abbreviations, the organizational profile, and responses to the Framework items. Please provide files in Word or .pdf format.

General Application Submission Requirements

· Submit application fee with the application.

· Do not staple or bind your application form to other materials. Submit it as a separate document.

· The application, including Organization Profile and responses to the Framework, must be typed using a font size of no less than 10-point Times New Roman or Arial. Page numbers should be provided throughout. Although not required, formatting responses to the Framework in two columns per page makes it easier for reviewers to read.

· To facilitate review by the Board of Examiners, respond to the Areas to Address in the order given in the Framework Booklet. The Category and Item number designation should be identified in each response.

· If an Area to Address does not pertain to the applicant’s organization or performance system, provide a statement of one or two sentences explaining why the Area is not addressed in the application.

· Please do not use three-ring binders or similar heavy covers. Their use decreases the ease of handling in all phases of the evaluation process.

· Do not submit video or audio tapes, DVDs, or other information aids. They will not be included in the evaluation process.

· Dividers, covers, tab separators, glossaries, title pages, Intent-to-Apply forms, organization charts, tables of contents, and the Organizational Profile are not counted as part of the 50-page application limit.

QUESTIONS? Call (608) 663-5300

Tips for Wisconsin Forward Award Applicant Organizations

· Read all instructions one last time before submitting an intent-to-apply or finalizing your application. Go through the checklists provided on the intent-to-apply and application form and be sure that all items are included in the order listed.

· Call the WFA office at (608) 663-5300 with any questions.

When Submitting Your Intent-to-Apply
· Include all required items, including a cover letter, the Intent-to-Apply Form (including Form A, Business Factors and, if applicable, Forms B, Site Listing, and C, Subunit Designation), and line-and-box-style organizational charts, including the name of the head of each division or work unit and, if applicable, showing the relationship with a parent organization. 20% of your application is due at this time (see chart)/  We will send an invoice for full application fees.
When Submitting Your Narrative Application
· Be sure that page limits are strictly adhered to. All organizations are allowed five (5) pages for the required Organizational Profile, and narrative response to Framework Items is limited to fifty (50) pages, including charts, diagrams, and appendices. The fifty-page limit does not include the title page, table of contents, intent-to-apply materials, organizational charts, or the glossary of terms and abbreviations.

· Category and Item headings are helpful in assisting examiners in identifying required responses.

· The Glossary of Terms and Abbreviations should include definitions—not just titles for acronyms. Remember that industry- or organization-specific jargon may not be understood by Examiners, especially those from sectors other than your own, and the glossary presents an opportunity to prevent misunderstanding or misinterpretation of the information you provide.
· Mark one unbound copy as ORIGINAL with the original intent-to-apply documents.

· Each of the twelve application copies must have a front cover with only the intent-to-apply confirmation number (e.g., 
20-A23) visible and a blank back cover. The purpose of this rule is to prevent identification of the applicant organization to non-Examiners who may casually glance at a copy of the application.

· All copies should be bound, but WFA does not prefer any particular method of binding. Each application copy being bound with a single binder clip is equally acceptable to comb, spiral, or glue binding. However, in order to facilitate the distribution of applications to Examiners and Judges, we ask that you do not use three-ring binders.

· All copies should include intent-to-apply materials, including applicable sub forms and organizational charts.
· Don’t forget to include all intent-to-apply and application materials on a CD or USB flash drive.
· Refer to the Application Instructions booklet for instructions on calculating your application fee. Checks should be made payable to the Wisconsin Center for Performance Excellence.  You may send payment to info@wisquality.org at PayPal.com if you prefer to pay via credit card. 
· Type size on all materials should be no smaller than 10-point Times New Roman or Arial. 

· Pages in the narrative response to the Framework Items must be numbered.

· One person should be responsible for the final document to ensure that the language and tone are one voice rather than multiple voices. We suggest having someone not involved in the application-writing process carefully proof the document for readability and flow of content.

Organizations should use the appropriate Excellence Framework booklets for their sector 


 (Business/Nonprofit, Education, or Health Care). 
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