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DON'T WORRY...IT'S EASIER THAN YOU THINK!

Entering the 2011 Westpac Auckland North Business Excellence Awards is very easy, but we acknowledge that putting pen to paper can be daunting and time-consuming for many business people.

We’ve put together some tips for getting your entry started by answering some of the most common questions, and we’ve listed the people that are ready, willing and able to help you put your entry together and, hopefully, step onto the podium come awards night.

Remember, simple is best. Don’t sweat over presenting a perfect entry. We want YOUR words, your story, your descriptions and your pride in your company. Everything else is just background information!

If you have any queries don’t hesitate to contact the friendly staff at Auckland Tourism, Events and Economic Development for further advice or information. We are available on 414 1341.

How do I start?

One of the best and simplest ways of writing down a story is to start at the beginning. It may be easier to jot down a timeline before you begin. If you want to present your entry in bullet point form, please feel free. There’s no limit to what you can and can’t write, so feel free to rave on as much as you want.
Remember also that people will be reading your entry, so try and make it interesting. Add some humour where you can, throw in some anecdotes from clients and make your story an entertaining one. You’ll surprise yourself at how well you do!
What's the best way to tackle your entry?

Sit down with a glass of wine (or a coke from the vending machine, depending on what time of day it is) and relax. This isn’t a school exam; it’s an easy way of presenting your business’s attributes to the world. However, it is wise to prepare for the task in the same way as an exam...read all the questions through first and make sure you understand them. A good way of starting is to pick the question that excites you the most and do that one first. The rest will flow from there.
As mentioned above, it’s easier to get into the writing ‘frame of mind’ when you’ve got a history of your business right in front of you for constant reference. Think carefully about how you want your business to be portrayed to the outside world.
Are the business statement and media profile as daunting as they sound?

These documents need to be completed only once (you can use them for all three category entries) and need not be daunting. You will find most of the facts close to hand in your company profile or brochure. These two documents should not be more than 10 pages in length, and the media statement should be no more than 500 words, so you have a limit to what you can write anyway. You’ll be surprised at how quickly 500 words is gobbled up, so relax and enjoy the experience.

How much should I write?

There’s no minimum or maximum to writing your entry (apart from the business statement and media profile – please see above), but a wise person once said “less is more”...and that will be music to most people’s ears! Try not to overtly repeat yourself on questions, although it may be necessary to do so in certain circumstances. If you feel the need to repeat information, see if you can angle it in a different way or come from a new direction. This technique adds to the reader’s understanding of your business, and can often make something that’s hard to grasp, just that bit clearer.

If you’re aiming for approximately 400-800 words per average category question, you should be okay. Remember, however, that you can write however much you like...in the end, it’s your decision.
Can I use the same or similar information for different categories?

Of course you can. Remember that you can enter a maximum of THREE categories, and we recommend that you do. Check to see what specific information the category template is asking for; simply cutting and pasting may not answer the question.

I don't have much spare time...how long should it take?

Obviously this issue relates specifically to how long your entry is, but as a general rule your application should take no more than a couple of hours to complete. There are only four key questions for each category, and if you have a background of your business in front of you, then it will be easier to tackle questions.

What facts, figures and information can I include?
This question depends on what category you are entering into. However, there are many things you can use for your entry: 
· Media articles

· Company brochures

· Reports and non-confidential sections

· Photos

· Advertisements

· Customer satisfaction proof

· Letters of appreciation.

This is a competition, and you need to use anything at your disposal to make your business stand out from the crowd.

Testimonials...are they worth the effort?

In a word...yes! If you have testimonials or references from happy customers, please use them as much as you can. Adding in positive comments from clients, customers and suppliers...accolades are worth their weight in gold in a situation like this, and are usually interesting to read as well.

What can a facilitator do for me?
Facilitators are your friends, so use them mercilessly to your advantage. They can walk you through the awards and the 12 categories, and help you decide which category to enter. They can pinpoint what judges are looking for, help you structure your entry, and talk you through the entrance process. Most importantly, they can ensure your entry is of a high quality, and they can prepare you for the judges’ site visit.
I'm not a good writer...what if I do a poor job!

As we’ve said, we’re not looking for a Pulitzer Prize winner or New Zealand’s answer to Stephen King. Just write your story the way it comes into your head...most of the time that is the best and most chronological way of telling the tale. If you can’t spell, don’t worry - chances are we’ll still be able to understand it.

Contacts of people who can help:
Keri Hickmott






Bruce Taylor
Auckland Tourism, Events and Economic Development

Advantage Business Ltd
Business Events Co-ordinator  




Awards Facilitator Coordinator
Phone: (09) 414 1341





Phone: (09) 414 1115
Email: awards@ens.org.nz 




Email:  btaylor@advantagebusiness.co.nz
