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1. YOUR BUSINESS DETAILS 

Legal name of business:

Trading name (if different):

Postal address:





Postcode:

Physical address:

Direct dial telephone: 

Mobile:

Facsimile:

Email:

Web address:

Name of person completing entry: 

Name of primary business contact:

Primary contact’s position in the business:

Are you part of a subsidiary, branch, or section of another organisation?:

Yes
No

How long has your organisation been trading?:
Number of full time employees:

Number of part time or seasonal employees:

2. PREFERRED CATEGORY OF ENTRY:
(Tick one or more boxes to indicate the category(ies) you wish to enter. If left blank it will be at the judges’ discretion)

□ Best Emerging Business 
Highlights an outstanding business established after March 31st, 2010.
□ Spirit of the Manawatu Award 
Celebrates a business or organisation that significantly contributes to and gains from its presence in the Manawatu.  
□ Professional Service Award  
Highlights the excellent contribution to Manawatu’s service, retail and distribution sectors.

□ Innovation in the Manawatu Award
Celebrates innovation and international potential (or an existing market presence) in an industry at the core of the Manawatu economy.
□ Investors in Skilled Migrants Award 
Recognises a business that recruits, supports and works to retain a significant number of skilled, high value migrant staff.
□ Micro Business Award 

Highlighting the success of a micro business with a maximum of two full-time equivalents.
□ Maori in Business Award 

Celebrates the successful incorporation of traditional or contemporary Maori values into business practices to drive benefits for that business and all those it engages with.
□ Sustainable Business Award 

Recognises an organisation leading the way in reducing its environmental impacts by establishing and implementing sustainable practices and programmes. 
□ Integrity and Ethics Award 

Acknowledges and celebrates an organisation that has clearly demonstrated the formal integration of high standards of integrity and ethics into all facets of its business culture.

Businesses entering the above categories will automatically be considered for the ACC Workplace Safety Award.  All category winners will be considered for the Wetpac Manawatu Business Supreme award.
3. GALA AWARDS EVENING
I would like to reserve              tickets to the Westpac Manawatu Business Awards dinner.
Please indicate total number of tickets required. Ten seats are available per table. 
4. HISTORY 
Please provide a brief history of the business. 
(Where has your business come from to get to where it is today?)
What are the judges looking for?

The purpose of this section is to help the judges establish a quick overview of your business, and to act as the starting point for you self-assessment. This information may be used for publicity purposes if you become a finalist, or winner.

· A brief history and description of the organisation.
· A statement outlining the distinctive character of the organisation.
· A description of what makes the organisation special and an outstanding performer.
· A summary of key business achievements and results.

5. VISION, LEADERSHIP & GOVERNANCE 

What is the leader’s vision or dream of the business? What was the process used to develop your orgnaisation’s vision and strategic goals? How is your vision communicated to staff? Provide an example that demonstrates how your organisation’s vision and/or values have impacted on staff. What is the role of your governance in your business?

What are the judges looking for?

· A strong vision that is communicated clearly to staff and is closely linked to management decision making.
· Staff buy-in to the vision.
· The provision of leadership in the way the organisation is run, the way in which 
is seizes new opportunities and the way it deals with issues when they arise.

· A clear model of Governance shown in your business and why the business operates this way.
6. MARKETING & CUSTOMER FOCUS 

Describe your marketing plan? Describe how you use this plan? Provide an example of marketing initiatives. What feedback do you collect from current and potential customers? Describe how you might use customer information in decision making and planning. Describe the methods you use to build on existing relationships. 

What are the judges looking for?

· Evidence of use of marketing in your business.
· The market position of your organisation and how it compares to similar industries.

· Evidence of how and in what areas change has occurred in response to changing market needs.

· Evidence of the use of customer information in decision making.
· Evidence that customer requests and complaints are dealt with responsively and effectively and how you compare to your competitors.
7. QUALITY & SYSTEMS 

Describe the quality management systems in place? How does your organisation deal with faulty production and/or complaints. Please provide an example of business improvement through the quality management systems described previously. Describe your regulatory compliance environment and the challenges you face within it. Describe your energy efficiency and waste management programmes/initiatives. How does your organisation manage quality in the supply chain?
What are the judges looking for?

· Design, implementation, management and improvement of processes for achieving better performance and quality.

· Quality management systems and processes for dealing with faulty products and/or services.
· Compliance with regulatory and industry code requirements.
8. SUSTAINABILITY 

How has your business moved towards sustainability (for example, reduced emissions, reduced energy consumption). What systems, strategies and plans does your business have in place. How is this communicated with your staff? How do your sustainability principles influence your social, environmental and economic outputs? What is the impact of Sustainability on your business?
What are the judges looking for?

· How embedded sustainability principles are in the business.
· Evidence of sustainability being included in planning cycles, with an emphasis on environmental and social implications.
· How actively progress is measured and reported.

· Work to date aimed at improving the overall sustainability of the business.

9. PEOPLE MANAGEMENT 

Number of full-time equivalent employees at 1st May 2011? 

       
Number of full-time equivalent employees at 1st May 2010? 


How do you recruit quality staff? How do you retain quality staff? How do you develop quality staff? How do you address work life balance issues in your organisation? Please provide 3-5 individual words that characterise your workplace culture.

What are the judges looking for?

· Sound human resource management practices within the organisation relevant to the industry.

· A reward structure that reflects organisational values.
· Effective communication practices.
· Evidence of commitment to training and motivation.
· High staff satisfaction, well-being and motivation.

10. INNOVATION AND KNOWLEDGE 

How do you encourage new ideas, products and services to your workplace? Provide an example of innovation and describe the benefits. Describe the challenges and risks you faced with the above innovation and how you overcame them. How does your business protects intellectual property (knowledge that leads to competitive advantage)? Describe your organisation’s process for developing ideas through to completion.

What are the judges looking for?

· Use and implantation of innovation and knowledge to enhance business excellence and organisation performance.
· An environment that encourages and rewards innovative employees.
· New ideas, systems, procedures or technology that has increased efficiency and/or resulted in the introduction of improved services or products.

· Details of results gained from new ideas and innovations.

11. PLANNING & STRATEGY 

If available, provide a copy of your strategic plan. Otherwise outline your strategic plan. What are your goals in the next 3-5 years? Describe the process used in developing and reviewing your strategic plan. Describe your target market. Describe your current market position and how it compares to others in your industry. Provide an example of a strategic plan achievement. What are the organisation’s relative capabilities/core competencies?

What are the judges looking for?

· Application of the strategic planning process to enhance business performance.

· The quality of the business/strategic plan.
· Evidence that the business mode is a sustainable one.

12. BUSINESS PERFORMANCE 

What key performance indicators are specific to your organisation and what have been the trends in these indicators over the last 3 years? Tell us how well you have performed over the last few years. And provide a possible indication of future business performance. Provide an overview of the organisations’ financial reporting systems and how that information is used in the management of the business. How do you communicate to stakeholders your financial, environmental, social and community initiatives/performance?

What are the judges looking for?

· Sound financial and operation performance results.
· Measurement and engagement of performance parameters.
· Evidence of profitable business growth.
13. COMMUNITY AND INDUSTRY CONTRIBUTION 
Demonstrate how your organisation and its people are actively involved in supporting and strengthening the community. What critical path/process does your organisation use to choose which areas of the community to support? How does your community contribution benefit our organisation? How does your organisation support the industry in which it operates? How do you encourage and support staff engaging in social, community or environmental initiatives?

What are the judges looking for?

· Recognition, communication and support of community stakeholders.
· How your organisation supports the industry/organisation sector(s) in which you operate.
· Evidence of the organisation’s support for staff involvement in social community or environmental initiatives.

14. HEALTH & SAFETY

14.1
Describe what processes you have established to identify and manage actual and potential hazards in your workplace. (e.g. hazard register with reporting system linked to safety plan)
14.2
How are Health and Safety practices integrated into your business operations? 
(e.g. Health and Safety component in induction programme.) 

14.3
Describe the demonstrable benefits to your business of the Health and Safety practices you have in place. (e.g. reduced injury and absenteeism rates.)
14.4
How do you as an employer demonstrate a commitment to Health and Safety practices to employees? (e.g. Consultative approach offering opportunities for employees to be involved in - or have their interests represented in - workplace health and safety practices.)

14.5
Provide a brief example of a recent workplace injury/incident and follow-up/investigation. 

14.6
Please submit your Health and Safety policy with this form.

14.7
Are you in an ACC levy discount scheme Workplace Safety Management Practices (WSMP) or Workplace Safety Discount (WSD)? If in WSMP what level are you?
14.8
If not in an ACC levy discount scheme is this something you are planning to do?
What are the judges looking for?

· Employers and employees approach to health and safety is proactive and positive.
· Health and safety is integrated into the business, not an add-on “it’s just how we do things here”.
· Demonstration of excellence, continuous improvement and/or innovation in workplace safety.

15. maori in business
15.1
Briefly set out the putake (origin or reason for being) for your business.
15.2
How are traditional or contemporary Maori values (such as whanaungatanga, kaitiakitanga, manaakitanga or wairuatanga) integrated into your business operations?
15.3
Describe the processes or structures you have established to embed traditional or contemporary Maori values into your business.
15.4
Outline the benefits to your business (including employees and owners) of having traditional or contemporary Maori values integrated into your business operations.
15.5
Outline the benefits to those outside your business (customers, wider community) of having traditional or contemporary Maori values integrated into your business operations.
15.6
Provide a recent practical example that demonstrates how Maori values are driving benefits for your business and those it engages with.
What are the judges looking for?

· Maori values driving benefits for the business and those it engages with.
· Evidence of how these values are woven through the fabric of the business.
· A putake that is strengthened or enriched by these values.

16. integrity and ethics
16.1
Provide a brief statement that explains why your organisation merits receiving a WMBA Integrity and Ethics Award, with examples of conflict resolution and evidence of customer satisfaction?
16.2
Integrity & Ethics Statements: List any formal or informal statements of your organisation’s business integrity and ethics philosophy?


For example, Code of Ethics or Code of Conduct, employee manual or any written policy/instructions that directs employees in dealing with ethical dilemmas, customers complaints or fulfilling company promises or explain how ethics are used in everyday business practices.
16.3
Implementing ethics in your business: Describe your Integrity & Ethics policy and how it has been applied towards your stakeholders : customers/clients, employees, vendors, donors and/or shareholders. 

For example, Customer service policy, how employees are trained to treat customers. Training programmes internal and external, that instruct employees on the organisation’s philosophy of integrity and ethics in the marketplace.
16.4
Implementing Integrity and Ethics outside of your business: Describe what actions your organisation has taken for the betterment of your industry and /or community?
What are the judges looking for?

· Evidence that integrity and ethics have been formally integrated into all facets of the business or organisation.
· The impace and benefits of strong business integrity and ethics on internal and external stakeholders.
17. investors in skilled migrants
17.1
Describe the reason you recruit highly skilled migrants from overseas.
17.2
Do you have a skilled migrant recruitment strategy or documented specific procedures relating to skilled migrant recruitment?
17.3
What additional needs has your organisation identified as specific to skilled migrant recruitment and retention? If identified, how do you meet these needs?
17.4
What staff induction processes do you have in place for skilled migrants?
17.5
Do you have contact with the skilled migrants families, If so, identify these.
17.6
Does your performance management system contribute to the identification of settlement needs? If so, in what way?

17.7
What policies and practices have you put into place to ensure the long term retention of skilled migrant staff?
17.8
What local organisations or networks that assist and support skilled migrant recruitment and retention do you use?
17.9
Describe any innovative practices or procedures that pertain to effective retention of skilled migrant staff? 

What are the judges looking for?

· Businesses or organisations employing a significant number of highly skilled 
migrant staff. 

· The ways in which a business or organisation supports the recruitment and retention 
of skilled migrant staff.

· The impact of any formal systems and policies developed to support highly skilled migrant staff.
18. FURTHER COMMENTS

Tell us (in not more than 300 words) about any other factors which make your business exceptional. 

Checklist/Declaration

Have you:

· Completed all sections of the entry form?

· Included a history?
· Provided any supporting information (optional) including brochures, photographs, video clips, product samples, publicity material. This supporting material will be returned after the judging has been completed.
· Provided financial information to be independently summarised separately to the application.

As an entrant I/we agree to accept and comply with the terms and conditions of entry to the Westpac Manawatu Business Awards, including the use to the awards logo and involvement in promotional activities.

This entry submission is a true and accurate account of the organisation’s performance at the time of entry.

We confirm that our business is and remains financially viable.

Director/Owner’s Signature: 








Director/Owner’s Name:





   Date: 


 




 

Would you like some help with your application?

Come along to our Business Fit workshops. 
These are designed to help you submit the strongest application.

These sessions are being held on the 25th and 26th August. Please email cara@visionmanawatu.org.nz to confirm your spot.

Please send your completed entry form, by no later than 
Friday 15th September, to: 

Manawatu Business Awards
Vision Manawatu 
PO Box 12025
Level 3, 26 Broadway Avenue (next to Visique Optometrists)
Palmerston North 
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