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Based on EFQM Excellence Model 2003

Applicant Info

QUALIFICATION FILE

Guidelines
0: Introduction
During the first stage of application you should have completed the Application Form. This form includes the basic information MECCAward needs to register you as a potential applicant and serves as basis for administrative purposes, the Qualification file however has another purpose, the information in it is used to accept you as an applicant.
These guidelines have been produced to help organisations preparing their qualification file for MECCAward Excellence Award 2007. The process for MECCAward requires that you present your own organisation’s achievements and performance across all results criterion parts in the EFQM Excellence Model (from 6a to 9b).

The criteria and criterion parts in the Model are written in non-prescriptive terms, to allow you the freedom to put into your qualification file information, which is relevant to your specific context and cultural environment. Examples of information that you might wish to present are given for each criterion part of the Model in the lists headed ‘this may include’ – see The EFQM Excellence Model 2003 brochure. These lists are for guidance only and content must reflect what is important for your own organisation.

The purpose of the Qualification file is twofold:

· to confirm that your organisation scores clearly above 400 points;
· to create the first set of information the Assessor teams receives to understand your organisation.
Please determine a lay-out that is best for you, but includes all elements as described below. The maximum volume o send is in total is 15 pages (without front page), but you can select your own way to distribute these among the prescribed titles mentioned here in these guidelines. Please also consider this document can be used for communication internally or with your stakeholders when making lay-out decisions. You can also choose to change the order of the results presented, e.g. it could be a good approach to start with your key results like financials to illustrate a clear link with your vision and mission.
We need the file in PDF format to ease the work of the assessor team, a first version before 10-June-2007, and your second and final version including e.g. the consolidated 2006 end of year results by 25-June-2007 so it is available on time for the first assessor briefings.
A proposed distribution of pages could be like this:
Pages 1-4: Key Factors 
Key Factors are those key facts about your organisation which help assessors to gain an overall view of your organisation and its strategic context.  Please keep the same titles as we propose here, but feel free to cover the key elements the assessor team or your stakeholders need to understand the context in which your organisation operates.
For the Stakeholder overview (under 1.2) you can give a textual and/or graphical overview of all stakeholders for your organisation and how they map on the 4 result areas of the EFQM model. Here you can also describe the key segmentations for each of your stakeholder groupings that will be used to present the results.
Pages 6-15: Your Results
On these pages we ask you to present a set of results for each of the results criterion parts of the EFQM Excellence Model (for reference please see EFQM Excellence Model brochure).  You can present for example 8 different results on each page. Please do this in a way that best suit you and minimizes the effort to produce this file by using existing charts, tables etc. To present these fact and figures you can use 

· charts with trends, targets and comparisons

· tables with trends, targets and comparisons

· graphics or pictures to illustrate facts 

· text to explain the scope of these results, and the link to relevant approaches (the result to enabler links)
To illustrate the importance of the results you selected to present here, you can use a table with an overview of all results, this to ease the understanding by the assessor team, in this table you can then describe the importance of each.
Design notes: 

· Limitations in font size is a minimum of 9 points (text and numbers should be easy to read)
· As many result per criterion part as practically possible on these pages but no less than 2 per criterion part 

· How many pages are used per criterion part is up to you, e.g. you could allocate 4 pages to customer results, 3 for financial and non-financial performance results, 2 for people results and 1 for society results, in total 10 pages
· We recommend to use the same standard lay-out on each result page, this can be with 4 charts per page (2 columns, 2 rows), or 9 charts per page (3 by 3) as long as these charts are clear and legible

· Each page should have a header and/or footer that clearly identifies your organisation, the page number and version of the file

Part 1: Key Factors
Briefly describe the purpose of your organisation (the mission and vision), what you do, 
who you do it for and any key relationships with partners or parent organisations.

Please describe those that you consider to be Key Stakeholders

Then describe the organisation in more detail by focusing on the following subjects: 

1.1. Organisational environment 

Facts about the organisation, history, values, vision and mission (if not given above), its geographical sites, people etc.
1.2. Organisational relationships 
Key partners, key suppliers, relationship with parent organisation (if appropriate), internal customer supplier relationships
In this chapter we recommend you to describe also with stakeholder map the relationships of how your set of stakeholders maps to the 4 results area of EFQM Excellence model. 
	
	Customer Results (6)
	People Results (7)
	Society Results (8)
	Key Performance Results (9)

	<Stakeholder 1>
	
	
	
	

	<Stakeholder 2>
	
	
	
	

	Add rows as needed
	
	
	
	


1. 3. Competitive environment 
Your position in different markets, the key customer needs, segmentations, major customers, use of distributors, etc.
1. 4. What are your main strategic challenges?
Which ones were already achieved, what are the ones ahead in the near and further future?
1.5. What is your performance improvement system? 
How do you approach improving the performance of your organisation, what tools are used?

Here you can also describe your road to excellence and the major results already achieved like winning prizes or local awards, and if possible the trend of your EFQM based internal or external assessment scores.
Part 2: Your Results
CRITERION 6: CUSTOMER RESULTS










Criterion-part 6A

Perception Measures

	Main enabling approaches:
	


CRITERION 6: CUSTOMER RESULTS










Criterion-part 6B

Performance Indicators
	Main enabling approaches:
	


CRITERION 7: PEOPLE RESULTS











Criterion-part 7A

Perception Measures

	Main enabling approaches:
	


CRITERION 7: PEOPLE RESULTS











Criterion-part 7B

Performance Indicators

	Main enabling approaches:
	


CRITERION 8: SOCIETY RESULTS











Criterion-part 8A

Perception Measures

	Main enabling approaches:
	


CRITERION 8: SOCIETY RESULTS











Criterion-part 8B

Performance Indicators

	Main enabling approaches:
	


CRITERION 9: KEY PERFORMANCE RESULTS









Criterion-part 9A

Key Performance Outcomes

	Main enabling approaches:
	


CRITERION 9: KEY PERFORMANCE RESULTS









Criterion-part 9B

Key Performance Indicators

	Main enabling approaches:
	


List of “further” results available

Here (or in each result section) you can insert a table referring to results available during the site visit for the Assessors but that could not be included in this file because of the limitations in space. You can do this by criterion part at the relevant page or for all results here at the end, it’s up to you how you can present in the best way the achievements of your organisation.

The same can be said for the links to the enabling approaches and initiatives or projects that have a clear impact on the performance of your organisation; you can group these cause-effect relationships here at the end for all results presented in a matrix, or by criterion part, or in a diagram before the actual results.
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