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Tips for Nominators

When Submitting a Nomination

for the Institutional Values Awards

The person nominated must be a full-time faculty or staff member. 

You will have to prepare a nomination packet. 

· No more than 10 pages, single-sided (can be fewer)
· Six pages of narrative maximum (can be fewer)

· Three one-page letters of support

· One completed nomination form (Word document or PDF)

· Form may be handwritten or completed in Word, using 12-point Times New Roman, with one-inch margins and numbered pages

· Must be stapled together with no cover or binding.
· Ten copies of the nomination packet must be received by the President's Office, 202 Welch Hall, by 5 p.m. on May 5, 2006.

· If help is needed in completing the nomination packet, speak with a colleague or supervisor.  Assistance may be provided to you by anyone except a member of the Reward and Recognition Committee.

Clearly answer the four questions detailed below. 

1. What accomplishments or activities have made the nominee outstanding?  Explain in detail and describe the results and importance of the overall contributions as well as previous responses to/recognition of the person’s work.

· Please provide details of both the person’s accomplishments for the circumstances surrounding your nomination and for the overall work the individual does daily in the workplace. 

· Discuss how supervisors, customers, clients, students or other staff members have been impacted or reacted to the individual’s accomplishments.

· Detail any other recognition the nominee has had in the past. 

· Providing details and concrete examples will help the Committee make a decision based on fact and measurable results. 

2. How have these accomplishments illustrated the EMU value selected?

· Think about the value chosen from all possible angles.

· Think about how others have been impacted by this individual’s work (i.e., students, co-workers, and the public).
· Think about how the institution has been impacted by this individual’s work (e.g., saved time and/or money, reduced energy required, improved quality, etc.).
· Think about how the greater EMU community has been impacted by this individual’s work (e.g., improved image, faster response time, etc.). 

· Are there concrete examples to illustrate the value selected?  Discuss them in detail. 

· If there are examples from the past that support this value, detail those as well.  It will help the Committee see a pattern of activity and service to the University. 

3. What impact has the nominee’s accomplishments had on EMU in terms of depth of contributions and breadth of contributions (repeated or one-time savings, scope of results [i.e., one unit or entire institution], etc.)?

· Again, look at the nominee’s patterns of activities.  Give details of consistent service, results or ongoing activity.

· Provide as many details as possible. 

· Talk about the results of this person’s work.  What has the overall impact been on the University, its students, faculty or staff?

4. How has EMU benefited from the nominee’s accomplishments in terms of linkage of the nominee’s work with the EMU mission statement and other institutional values, image-building for the institution by performance of quality work on EMU’s behalf, and sustainability of contributions?

· Review the University’s mission statement (see back of nomination form).
· Review all of the University’s institutional values (see back of nomination form). 

· Discuss how the nominee has helped build the image of Eastern Michigan University, whether through action, word or deed. 

· Review the nominee’s overall contributions to the University.  Is there a pattern that can be explained?  Is there a methodology to the nominee’s behaviors?  Accomplishments?  Teamwork?  Individual leadership?
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