Governors Award for Quality and Performance

Instructions to Finalists

Congratulations!
The screening panel has identified your project as a finalist, which means that you have been invited to present to the selection panel of judges.  Judges include two executive managers from state government, one elected official, and three representatives from Washington businesses.  The selection panel will be meeting on 4/12/04 from 1 p.m. to 4 p.m. at Cherburg, Senate Hearing Rm. 3.  This event will be filmed by TVW.  As a finalist, you are also invited to the Award ceremony with the Governor on 5/3/04.

Deadlines and other important dates

· As soon as you receive this notification, send Lillian the names and e-mail addresses of the person(s) who will be making your team’s presentation. (Lillian.Austin@gov.wa.gov - 902-0481)

· 2/24/03:  Briefing for finalists at L&I Room 130 from 1:00 to 3:00.  The team’s IQC and the team presenter(s) must attend this meeting with Mary to review the instructions to the finalists.  We will also draw straws for order of presentation.

·  3/10/04: The following information is due to Lillian electronically:

· For the plaques, we need the names and addresses of all team members and partner agencies on the form Lillian will email you.  Please ensure all names are spelled as you wish them to appear on the plaque.  

· For the guest list for the Award ceremony we need names and addresses for all managers and stakeholders/customers who are to be invited to the award ceremony.  See Guidelines for Guests below.  
· For the plaques, we need to know how many plaques you will need.  See Guidelines for Plaques below

· 3/29/04: There will be a rehearsal opportunity with Mary and other IQCs from 8:30 to 12 p.m. in Suite 500, 5th floor at Department of Revenue Capital Plaza Building at the 1025 Union.  Bring your PowerPoint on a disk and 15 copies of your color handout.  This is a great opportunity to hear other presentations and critique each other to make each other better.  PRACTICE MAKES PERFECT.
!
 4/7/04: Your final PowerPoint presentations and handouts (10 copies) are due to Lillian.  Hand deliver your handouts and CD to be safe.  If your PowerPoint file is too big to e-mail, please allow time to hand deliver the CD.


· 4/12/04: On presentation day DO NOT BE LATE.  Have your display and your easel at the site by 11:45 so that the judges can view them over lunch.  Have the presenters at the site at 12:50 to be ready for the 1:00 start.  If you want to dress rehearse in the room with the equipment, there will be time from 9 a.m. to 11:45 on the day of the presentation.  Some teams find they are more comfortable if they have a chance to see the room and use the technology before hand.  You may bring your other team members to provide moral support during the presentation, but only the presenters will be permitted to address the judges.
·  5/3/04: The Governor’s Award Ceremony will be from 3 p.m. to 5 p.m. at St. Martin’s Worthington Center.  All finalist teams are invited to the award ceremony.  Bring your easel and display to the location by 2:45.  Presenters will be called to the podium to receive the plaque from the governor, and will be photographed with the Governor.  Each team will also be photographed with the Governor.

· 5/4/04: Email a copy of your handout and your display board (if in electronic form) to Lillian for posting on the web.

Preparing your Presentation – What you should know.

The selection panel has six members, only two of which work for state government agencies.  All members of the panel are familiar with the principles of quality, and are looking forward to seeing your presentations.  

Each team will be allowed:

1. 6 minutes for presentation – you can use PowerPoint or other visual aids.  Your PowerPoint presentation may have NO MORE THAN 12 SLIDES.

2. 4-6 minutes for questions from the selection panel.  We try to let each judge ask one question, but your responses should be succinct and to the point of the question.

3. 1 double-sided, single 8.5” x 11” handout for each panel member – this could be your PowerPoint slides or your visuals.  Color is recommended if you have that ability.

4. 1 display board on an easel (this is optional for the panel presentation; however if you are selected, we will ask you to bring that to the award ceremony so that the governor can see what you did).

Guidelines for presentations

Remember that there are two reasons for this program: 

· First, we want to make sure your team is recognized for what you did.

· Second, we want to make sure people KNOW what you did!  

Being able to explain the project clearly is just as important as doing it!  

Unlike the screening panel, the selection panel WILL NOT SEE YOUR APPLICATION, so it is important that your presentation be clear, concise and compelling to convey your message in the limited time and space allowed.  Here are some guidelines, based on past experience, which will help you make the most of your time in the spotlight:

1. Ask yourself: what are the MOST important RESULTS that this project achieved?  Now, build your presentation around them. 

2. Clearly explain the problem, and show how the solution addressed it.  Show how the project adds value for the public – even administrative agencies can make this linkage.  The selection panels are far more interested in the outcome than the process.

3. The panel members are likely to know little about your agency, much less about your project.  Write as if you had to explain this project to your Great-Aunt Mabel who lives in Cincinnati, and is hard of hearing. 

4. A picture is worth 1,000 words – and takes much less time to communicate the same amount of information.  It is also much more interesting.  USE VISUALS, such as tables, charts, graphs and photos to illustrate the scope of the problem as well as the results

5. Do not use acronyms.  They make Aunt Mabel very confused.

6. Use active voice: Say: “the team collected data” instead of “data was collected.”  Mabel wants to know who did what.

7. Customer quotes and brief personal stories are very effective!  

Remember you will only have one chance to make a first impression on the panel!

Guidelines for handouts:

The panel will only have a few minutes to see your presentation and ask questions.  The handout will help them to remember your presentation during their closed conversation after you leave.  However, they will not have time to read and review it; so do not count on the handout as your presentation.  We recommend that your handout capture the major themes of your presentation in a very visible way – they will not have time to read text.  Some teams use their power point slides – some teams do bullets or photographs, or flow charts.

Guidelines for displays:

The display board will serve several purposes:

1. During lunch, the judges can preview it and get a sense of what you will be talking about.

2. During your presentation, it can serve as a constant backdrop if there is information you want to keep in front of the panel

3. If you are selected as a finalist, it will be on display at the ceremony with the Governor.  It is all he will see about the project other than the executive summary you provided with your application.  When he tours the display, it needs to be clear enough to convey the project in a very short time to the Governor or those with him.

4. After the Awards Ceremony, many agencies find the displays are useful in communicating to staff and stakeholders.

Guidelines for Plaques:

The Governor’s office will order a plaque for the lead agency and for any partner organization that was KEY to implementing the project.  Agencies may order additional plaques (for instance, for a regional office) at their expense.  Please let Lillian know how many plaques you would like to order and for whom.

Guidelines for Guest lists and Plaques:

The award ceremony is a professional event intended to honor team members and to spread the word about the projects and their results.  However, space at the event is limited and for that reason, NO personal guests (spouses, family members, etc.) may be included on the invitation list, or accompany people to the ceremony.  The following people should be included on your guest list that you send to Lillian:
· All team members, including people in the agency and people in partner organizations who were critical to the project success.  Please be judicious about what constitutes “critical to the project.”  By including people who were only marginally involved in the project, the meaning for those who took more risk is diluted.
· Agency (or DSHS administration) director, IQC, and other managers in the team ‘chain of command.’  Including managers who supported the project or ensured its viability is a way to recognize them AND to reinforce the focus on performance.
· Up to THREE stakeholders for the project – this may include customers of the project, other people who were impacted, or people whom your agency feels should be made aware of the project.  These three slots give the agency an opportunity to showcase their work, to recognize stakeholders who may not have been on the team, but who were otherwise instrumental, and to acknowledge customers who helped define requirements, etc.  Again, no family members of team participants.

Resources to help you get set for success:

1. Examples of past display boards can be seen at: http://www.governor.wa.gov/improve/quality/practitioners/examples/examples.htm
2. PowerPoint presentations from past teams, samples of past handouts and videotapes of past presentations can be checked out from Lillian

3. A template/outline for your PowerPoint is available at http://www.governor.wa.gov/improve/quality/practitioners/Presentation%20guidelines.ppt.   This is a “template” to guide you as you outline your presentation –replace the titles with something more meaningful!

4. Feedback from the screening panel, including your scores for each question, the overall score for the project, and the strengths of the application as presented and the identified opportunities to improve.  Please be sure to call me with any questions – these notes can help you improve your presentation to the panel.  

5. Scoring sheet to be used by the selection panel can be found at http://www.governor.wa.gov/improve/quality/practitioners/Instructions%20to%20Selection%20Panel.doc.  This is the score sheet the judges will use to evaluate your project – so make sure your presentation hits those 10 areas – if you follow the power point template mentioned in 3, above, you will be fine!

6. Tips for the IQC or designated coach for the team can be found at http://www.governor.wa.gov/improve/quality/practitioners/Role%20of%20IQC%20in%20supporting%20Applicants%20for%20Governor%27s%20Award.doc
