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Administered by the California Council for Excellence


Congratulations!

By supplementing your copy of the 2017-2018 Baldrige Framework with a copy of the CAPE Award Application Instructions booklet, you have taken the second step in using the CAPE process to improve your organization’s performance and growth.

Now it is time to consider taking the next step: applying for the Eureka Award for Performance Excellence. For a nominal application fee, determined by the size and nature of your organization, your application will receive at least 300 hours of review by a team of vetted CAPE Examiners, who are selected for their depth and breadth of knowledge.

Site-visited organizations receive more than 1,000 hours of in-depth review, conducted by the assigned CAPE Examiner team. Based on the team’s diligent evaluation, each applicant receives an extensive feedback report. Organizations from the state of California and other western states have used the CAPE process to help their organizations achieve sustainability in today’s economy through the structure of the Baldrige Framework. Because of the learning inherent in completing the application and in the feedback report you will receive, the effort that goes into applying for the Award should result in a significant return on your investment. The process will help you prioritize opportunities for improvement and identify best practices to celebrate. As a result, the rate at which your organization improves should accelerate.

Every CAPE Award recipient’s journey toward performance excellence includes using the application process as part of the organization’s improvement and strategic planning process. Regardless of the award level bestowed (Bronze, Silver, or Gold), they all report that the process is worthwhile. The CAPE process is designed to make each applicant a “winner” by raising its performance to a higher level. Consider making the decision to apply now, and accelerate the rate of your organization’s performance improvement!

Sincerely,

The CAPE Council
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	The CAPE Eureka Award for Performance Excellence



What is the purpose of the Eureka Award Application Instructions booklet?
The purpose of this booklet is to provide instructions to participate in the California Awards for Performance Excellence (CAPE) Eureka application process and applying for the Award.

What is the Eureka Award for Performance Excellence?
The Eureka Award is the highest level of statewide recognition for performance excellence that a California organization can receive in the following industry segments:
· Large Manufacturing (more than 150 employees)
· Small Manufacturing (150 employees or less)
· Large Service (more than 150 employees)
· Small Service (150 employees or less)
· Non-profit
· Education
· Government
· Health Care
· Military

There are three levels of Eureka Awards: Bronze, Silver, and Gold. Additionally, the Governor’s Award for Excellence is selected among the Gold-level recipients of the Eureka award that demonstrate world-class levels of Excellence.

The major focus of the Award in on organizational performance in six key categories: leadership; strategy; customers; measurement, analysis, and knowledge management; workforce; and operations. The Award is not given for specific products or services. To be selected as an Award recipient, an organization must have a system that ensures continuous improvement in overall performance in the delivery of products and/or services and that provides an approach for satisfying and responding to customers and stakeholders. 

Why was the Award established?
The Award was established to promote the awareness of performance excellence as an increasingly important element in competitiveness. Not only does the Award recognize organizations with exceptional performance strategies, it also aims to increase understanding of the requirements for performance excellence. To accomplish this, the Award promotes information sharing on successful performance strategies and the benefits derived from using these strategies.

Who may participate?
Organizations that may apply include privately and publicly owned for-profit businesses and nonprofit organizations located or headquartered in California; for-profit and non-profit public, private, government, and education organizations that provide education services to students in California; and for-profit and nonprofit public, private and government health care organizations that are located in California and are primarily engaged in providing medical, surgical, or other health care services directly to people. Subunits of organizations may also apply.

Who is involved with the Award process?
CAPE Council: The CAPE Council is responsible for the CAPE Program and the Eureka Award. The Council is comprised of volunteer members who develop policies and procedures, training materials, program documents, Examiner recruitment and training, recruit Applicants, and oversee the examination process.

California Council for Excellence (CCE): CCE is a non-profit, 501(c)3 organization, responsible for the administration of the CAPE program, including fee processing, coordination of Examiner training registration and logistics, and providing support to the CAPE Council.

Board of Examiners: The Board of Examiners evaluates award applications and prepares feedback reports for the applicants. Each applicant is assigned to an Examination Team that evaluates the application, conducts the site visit, and prepares the feedback report. The Board consists of leading experts from California businesses and health care, education, and nonprofit organizations.

Panel of Judges: This panel provides technical assistance to the Examination Teams, and recommends Award recipients to the CCE Board of Directors for ratification. Judges represent all sectors of our state economy.

CCE Board of Directors: This Board oversees CCE, the non-profit corporation and its administration of programs. The board consists of distinguished leaders from all sectors of the California economy. 

How do applicants benefit from applying for the Eureka Award?
Each applicant gains an outside perspective on its organization based on 300 to 1,000 hours of review by members of the Board of Examiners. The results of this review are synthesized in a feedback report outlining strengths and opportunities for improvement based on the Criteria. Feedback reports are often used by organizations as part of their strategic planning process to focus on their customers and to improve results, as well as to help energize and guide their organizational improvement efforts. 

How are Award recipients selected?
Eureka Award applications are reviewed by a team from the Board of Examiners. The higher-scoring applicants receive site visits. The Panel of Judges reviews information obtained during these site visits and, based on this review, recommends Award recipients from among the site-visited organizations. The CCE Board of Directors then makes the final selection of Award recipients. 

What does an organization receive if it is an Award recipient?
In addition to the final feedback report, Eureka recipients also receive a trophy bearing the CAPE logo, with the inscriptions “Eureka Award” and the recipient’s award level. This is trophy is presented to the recipient at CCE’s Annual Best Practices and Awards Conference.

Is the identity of applicants and the information submitted made available to the public?
The identity of all applicants remains confidential unless the applicant is selected as an Award recipient. All information submitted by applicants is also treated as confidential. All Examiners are required to follow stringent confidentiality procedures when handling applicant information. However, please note that they are allowed to transfer information to team members via e-mail, hard mail, fax, web-based software, and telephone, when confidentiality procedures are followed. 

What is expected of Award recipients?
Award recipients are required to share information about their exceptional performance practices with other California organizations. However, recipients are not required to share proprietary information, even if such information was part of their Award application. In addition, Award recipients including their highest ranking official are required to attend the Annual Best Practices and Awards Conference, and Eureka Award recipients will conduct a conference workshop, which is the principal mechanism for sharing information. 

How do organizations apply?
The application process consists of (1) completing and submitting an Intent to Apply Form, and (2) preparing and completing an Award Application Package, including an application form and an application report. The application report must summarize the organization’s practices and results in response to the requirements delineated in the 2017-2018 Baldrige Framework for Performance Excellence. 

Award Application Submission
Applicants can submit their package to: California Council for Excellence, 655 S. Main Street, Suite 200 #364, Orange, CA 92868. 
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	2017-2018 CAPE Program Timeframes and Fees



Intent to Apply Forms Due – April 14
For all organizations planning to submit an Award application, an Intent to Apply form must be submitted to CCE with a fee of $200. The form can be downloaded from CCE’s website at: http://calexcellence.org/CAPEProgram/AwardApplication.aspx. 

Application Submission – July 3
Application packages must be postmarked by midnight, July 3. The package should contain 25 spiral-bound copies of the application with a blank cover page, an electronic copy of the application on a CD-ROM, and the payment of the application fee. 

Examiner Independent Review and Consensus Review – August to October
The application is reviewed independently by members of the Board of Examiners. At the conclusion of this review, the application is reviewed jointly by a team of Examiners, led by a Senior Examiner.

Site Visit Review – October/November
A team of six to ten members of the Board of Examiners, led by Senior Examiner, conducts on-site verification and clarification of the application. Site visits consist primarily of a review of pertinent records and data, and interviews with senior leaders, employees and process owners of key processes (whether directly employed by the applicant or not). Additionally, the organization is expected to provide updates for all results provided in the application. These updates become part of the official application.

If an organization is chosen for a site visit, the organization is responsible for paying a site visit fee, which covers the expenses associated with the site visit. 

Judges Review – December
Following the site visit, the site visit team submits its report to the Panel of Judges. The Panel of Judges conducts final reviews and recommends Award recipients to CCE’s Board of Directors. The Board makes the final determination of Award recipients. 

Feedback Reports – January
Each applicant, including Award recipients, receives final feedback report. Feedback reports are prepared by members of the Board of Examiners based on applicants’ responses to the Criteria for Performance Excellence and the site visit, when applicable.  The feedback reports contain applicant specific descriptions of strengths and opportunities for improvement based on the Criteria for Performance Excellence. 

Annual Best Practices and Awards Conference – Spring
The Awards are presented in conjunction with CCE’s annual spring conference. Eureka Award recipients will be asked to conduct a workshop at this conference. 

Executive Briefing – January through March
Once an applicant receives its feedback report, an Executive Briefing can be requested. For a nominal fee of $1,500, an applicant can meet with the Senior Examiner who led the team examination process and feedback report preparation, to discuss the report and finding. The Lead Judge can also participate in the Executive Briefing for an additional $1,500. The applicant is also responsible for reimbursing any travel expenses incurred by the Senior Examiner and/or Lead Judge. 







Fees
Intent to Apply - $200

Eureka Application – based on industry
· Organizations with more than 150 employees - $7,000
· Organizations with 150 employees or less - $4,250 
· Education organizations - $3,250 

Site Visit Review Fee
This fee is paid only by applicants receiving site visits. The fee is based on actual costs incurred by the Examiners who conduct the site visit and include: travel, lodging, meals, car rental, and conference room rental at the team’s hotel. 

The site visit fee for applicants usually ranges between $10,000 and $15,000, depending on the size of the examination team and location of the site visit. Applicants receiving a site visit will be invoiced by CCE for a site visit deposit based on the projected overall site visit expense. This deposit is used to assist the Examiners with their upfront expenses. 

If some activities are performance outside the applicant’s organization (e.g., by an overseas component of the applicant, the parent organization, or its other subunits), the applicant, if selected for a site visit, must make available in the United States (preferably in California), sufficient personnel, documentation, and facilities to allow a full examination of its operations practices for all major functions of its worldwide operation.

It is possible that a team may be required to travel outside of California in order to evaluate an applicant’s facility. The decision to examine a facility outside of California depends on several factors including: (1) the percent of the applicant’s businesses conducted in those facilities, and (2) the percent fo employees stationed in those facilities. 



	2016-2017 Eureka Award Application Package and Instructions


Instructions for responding to the Criteria and writing the Organization Profile are included in each of the Criteria booklets. Use the Criteria appropriate for your sector or industry.

Purpose
The purpose of this section is to provide applicants with instructions for preparing the Eureka Award Application Package. These instructions describe content, format, assembly, and submission requirements. 

Objective
The objective of the Eureka Award Application Package is for the applicant to provide sufficient information to enable the Board of Examiners to conduct a rigorous evaluation.

Information is required on the applicant’s performance management system and on the results of its processes. All information provided is considered and treated as confidential. 

Content
In your application, include information on all of your organization’s units or subunits. Don’t add links to websites. Examiners base their evaluations solely on information within your application. Your award application must contain the items listed in the order given below:

Blank front cover. To help ensure confidentiality, don’t include text or illustrations. In addition, for paper applications, we strongly recommend using dark-colored card stock for the front cover to the front of the application.

Title page. Give the name of your organization. You may also include the address and logo, illustrations, the date, a statement indicating that this is an application for the CAPE Eureka Award, and/or a statement regarding the confidentiality of the content. Don’t include additional information, text, or links to websites.

Labeled tabs or divider pages. Use tabs or divider pages to separate the sections listed below. On each, include only the section title. If you include additional text or illustrations, the pages will count toward the 50-page limit for the Responses Addressing All Criteria Items. 

· Table of Contents
· Application Form 
· Organization Chart(s)
· Glossary of Terms and Abbreviations
· Organizational Profile (five pages or less)
· Responses Addressing All Criteria Items

If you wish, you may also use labeled tabs or divider pages to separate your responses to the seven Criteria categories. 

Table of contents. Indicate the page numbers for the

· Application Form
· Organization Chart(s)
· Glossary of Terms and Abbreviations
· Organizational Profile (five pages or less)
· Responses Addressing All Criteria Items

You do not need to indicate the page numbers for areas to address, tables, and figures. 

. 

Application form. The completed form must be signed by the highest ranking official, indicating that the applicant agrees to the terms and conditions of the Eureka Award process and, if selected, agrees to host a site visit; facilitate an open and unbiased examination; pay reasonable costs associated with the site visit; and, if selected as an Award recipient, share information on successful performance excellence strategies with other California organizations. 

In the event that the applicant receives the Award, the applicant must be able to share nonproprietary information on the seven Criteria categories at the annual CCE conference. Sharing beyond the conference is on a voluntary basis.  

You can download the Application form here: http://calexcellence.org/CAPEProgram/AwardApplication.aspx 

Organization Chart(s)
Applicant organization chart(s) with sufficient detail for Examiners to understand the relationships among the applicant’s subunits

Glossary of Terms and Abbreviations. In the glossary, include only terms and abbreviations used in your application, with very brief definitions. Don’t include descriptions of processes, tools, methods, or techniques in the glossary, or your application will be returned to you.

An acceptable example of a glossary entry is
	
	SPP: strategic planning process

The following example is not acceptable because it indicates a description:

SPP: strategic planning process, which has nine steps: a review of key documents, such as the research contract with the USDA; a two-day retreat; a review of funding and mandates; a review of current organizational performance; a review of an environmental scan; appreciative inquiry; brainstorming; allocation of resources; and creation of action plans. 

Organizational Profile. This section outlines your organization and states the key factors that influence its operations and future directions. Examiners use this vital part of your application throughout their review. For guidelines on preparing this section, see the appropriate Baldrige Excellence Framework booklet. 

Responses Addressing All Criteria Items. In this section, respond to each item as a whole, using the category and item designations in the Criteria within the appropriate Baldrige Excellence Framework booklet. In your responses to the areas to address within the items, emphasize your organization and its performance system, maintaining the order of the areas.

Label the areas to address as in the Criteria booklets (e.g., 4.2a). You may group responses for multiple areas (e.g., 4.2a,b). If an area to address does not pertain to your organization or its performance system, explain why in one or two sentences.

Discussion of results and the results themselves should be close together in a Eureka Award application. Trends that show a significant beneficial or adverse change should be explained. Use figure numbers that correspond to items. For example, the third figure for item 7.1 would be Figure 7.1-3. 

For guidelines on responding to the Criteria, see the appropriate Baldrige Excellence Framework booklet. 

Blank back cover. Don’t include text or illustrations. For paper applications, we strongly recommend using card stock for the cover.  

Format
Format your application according to the following requirements. If your submission does not meet these requirements, we’ll notify you that your application has been rejected. You will have 72 hours or until the original due date, whichever is later, to resubmit your application in the required format. Resubmitted applications must be postmarked within that timeframe and shipped via an overnight delivery service. For an example of the required format, see the 2014 Buckeye City Schools Case Study (http://www.nist.gov/baldrige/publications/buckeye.cfm).

Page Limits
The limits given below include all illustrations, figures, tables and appendixes. Covers, labeled tabs, and divider pages that contain only titles don’t count toward the limits. However, if these pages contain additional material, such as process descriptions, quotations, figures, tables, or illustrations, they count toward the total page allotment. 

If any section exceeds the page limit, the CAPE Program will ask your official point of contact to identify which pages to remove.

· Organizational Profile: 5 pages
· Responses Addressing All Criteria Items: 50 pages

Page and Text Format

	Element
	Requirement
	Notes

	Paper Type
	Standard, 8½-by-11-inch white
	Two-sided printing is strongly recommended. Please ensure that both sides of pages are legible.

	Paper Orientation

	Text pages
	Portrait

	Pages with graphs, figures, and data tables
	Portrait or landscape

	Lines per page
	60 maximum
	Count headings and blank lines separating paragraphs, but don’t count recurring page headers, such as “CAPE Eureka Award Application, page X.”

	Leading
	2 points (or the equivalent) between lines
	1 point of leading equals 1/72 or 0.0138 inch. 

	Margins

	Left (bound side)
	¾ inch minimum

	Right
	½ inch minimum

	Text columns
	2 (preferred)
	Leave at least ¼ inch between columns

	Numbering

	Pages in Responses Addressing All Criteria Items
	1-50
	Don’t number blank pages, tabs, or divider pages.

	Figures within the Organizational Profile and item sections
	In sequence
	Use numbers corresponding to the section (e.g., Figure P.1-1, Figure P.1-2, Figure 2.1-1, Figure 2.1-1).

	Font and type size

	Running text
	Times New Roman or Arial, 10 point minimum
	Don’t use narrow, compressed, or condenses fonts.

The font and type size need not be uniform so long as they meet the requirements.

Smaller type sizes make it difficult for examiners to interpret the data and to provide accurate and actionable feedback.

If you shrink graphics to fit the space available, ensure that text in the reduced figure meets the requirement.

	Tables filled mainly with text
	Times New Roman or Arial, 8 points minimum
	

	Other graphics (charts, graphs, data tables, and other figures), including titles and captions
	Any font, 8 points minimum
	



Graphics
· See the font and type-size requirements in the table above.
· Clearly label each figure using descriptive text. For example, the title of the third figure for item 7.1 might read “Figure 7.1-3: Reliability of Service: Carrier-Dropped Calls.”
· Clearly label all axes and units of measure.
· For information on using graphics in category 7 (Results), see “Guidelines for Responding to Results Items” in the appropriate Baldrige Excellence Framework booklet. 

Application Assembly
Assemble 25 paper copies and a CD version of your application following all the guidelines listed below. 

Paper Copies
· Securely fasten all components of your application to prevent separation during handling. We strongly recommend that you bind each application with either comb or coil binding. 
· Don’t use pressure-sensitive clips, binders with such clips, or bulky ring binders or similar heavy covers.
· Don’t include video or audio material or other information aids.

CD Version
· Submit your application in PDF format on a CD-R, not a CD-RW.
· Ensure that the CD can be read from a standard CD-ROM drive.
· Create one PDF file, not multiple files, containing your application. Select the “embed fonts” option.
· In the PDF file, include a scan of the completed Application Form.
· Proof the PDF file to verify the contents and number of pages. Also verify that the file prints properly and that all elements meet formatting requirements when printed.
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