INTENT TO APPLY FORM AND INSTRUCTIONS

INSTRUCTIONS

Use these instructions to assist your organization in completing the Intent to Apply form and Release and Confidentiality Agreement following these instructions.  The Executive Director will use this information to determine an organization's eligibility, type, size, and level category, and to ensure that there are an adequate number of examiners available for the Award's evaluation process.  

Organization Name  -  Provide the official name of the organization applying.

Headquarters Location  -  Give the location of the organization within Oklahoma.

Highest Ranking Official  -  Provide the name, title, mailing address, telephone and fax number for the highest-ranking official located within Oklahoma.

Official Contact  -  Provide the name, title, mailing address, telephone and fax number for the person within your organization with authority to provide additional information regarding this application or to arrange for a site visit.  Leave blank if the same as the highest ranking official.

Size of Applicant  -  Provide the number of full-time equivalent employees located at all locations (within and outside Oklahoma, to include overseas) and within Oklahoma.  Count part-time employees in proportion to the time they work.  Provide the number of sites, offices, plants, and other locations for all locations and for those located in Oklahoma.

Site Visit Preference  -  Indicate the preference for the week of the site visit.

Reason for Applying  -  Provide a short reason why the organization is applying for the Oklahoma Quality Award.

Subsidiary Information  -  If the organization is not a subsidiary of another organization, answer the question No and go to the Category/Size section.  If Yes, provide the name and mailing address of the parent organization.

Parent/Subsidiary Application  -  Indicate whether both the parent and any subsidiary organizations intend to apply.

Category/Size  -   Check one box in each of the two columns.

First Column (Category).  Indicate the type category (manufacturing, service, government, health care, non-profit or education) that you intend to apply.  Organizations in more than one category may choose their category based on amount of revenue or budget.

Second Column (Size).  The size category selected should correspond with the number of full-time equivalent employees located in Oklahoma.  Do not select the size category based on total full-time equivalent employees located inside and outside Oklahoma.

Award Level  -  Check either the Commitment, Achievement, or Excellence box to indicate which award level the organization intends to apply.  Consult the following guide to help determine which award level is appropriate for your organization:

Guide to answering: “Which award level should we apply for?”

	
	Commitment Level
	Achievement Level
	Excellence Level

	Approach
	We have identified approaches linked to our key business success factors.
	We have many approaches linked to our key business success factors in place.
	We have many approaches linked to most or all of our key business success factors in place.

	Deployment
	Our deployment of approaches is limited.
	We have many systematic approaches deployed in varying stages of effectiveness.
	We have systematically deployed most or all of our approaches.

	Measurement
	We have developed measures of effectiveness for deployed approaches and gather other key data and information.
	We have measures of effectiveness in place plus gather other key data and information. We use our measures and other data/information to drive cycles of improvement.
	We have extensive measures of effectiveness in place and use data/information to drive cycles of improvement.

	Results
	We show good results in key areas.
	We show positive trended and comparative results in many key areas.
	We show positive trended and comparative results with appropriate benchmarks in most to all key area.

	Quality Journey Stage
	We are in the beginning stages and are making progress.
	We have achieved some cycles of improvement in several key areas.
	We have achieved numerous cycles of improvement in most to all key areas.


Highest Ranking Official's Signature  -  Have the organization’s highest ranking official sign and date the form.

Applicant Description  -  Attach a brief description of the organization.   

Release, Site Visit Expense, Examiner Support and Confidentiality Agreement  -  In addition to the Intent to Apply form, potential applicants must complete and submit this agreement, which directly follows the Intent to Apply form.

Fee  -  Include an eligibility determination fee of $200 with the Intent to Apply form, payable to the Oklahoma Quality Award Foundation, Inc.

Mail the Form and Fee  -  After completing the Intent to Apply form, please make a copy for your records and to use for the Application Report.  Mail the original form and fee, postmarked by March 1, 2012, to the following address:

Oklahoma Quality Award Foundation, Inc.

900 N. Stiles Avenue

Oklahoma City, OK  73104
Questions?  Contact Heather Griswold at (office) 405.815.5295  (cell) 405.412.5990 or via email at heather@oklahomaquality.com. 
What Happens Next?  After receiving your documents, the Executive Director will determine your organization's eligibility and notify your Official Contact.  The Executive Director will immediately notify ineligible organizations and return the fee.

What Should You Do?  For those applicants applying for the Achievement or Excellence Award, eligible organizations should prepare a full application as described in the Achievement/Excellence Award Application Guidelines which can be downloaded from this website, and submit it by May 11, 2012.  For those applicants applying for the Commitment level Award, please consult the Commitment Award Application Guidelines which can be downloaded from this website.  
INTENT TO APPLY FORM

Applicant:

Organization Name 

__________________________________________

Headquarters Location

__________________________________________

Highest Ranking Official:

Name


________________________________________________

Title


________________________________________________

Address


________________________________________________




________________________________________________




________________________________________________

Telephone No.


_________________________________________
FAX No.




___________________________________
Official Contact:

(If different from above)

Name


________________________________________________

Title


________________________________________________

Address


________________________________________________




________________________________________________




________________________________________________

Telephone No.

________________________________________________

FAX No.


_________________ E-mail:_________________________
Size of Applicant:

Total number of employees
(all sites) _____
(Oklahoma sites) _____

Total number of sites

(all sites) _____
(Oklahoma sites) _____

Site Visit Preference
(Indicate first, second, and third preference)

Week of September   4 - 7, 2012

___


Week of September 10 - 14, 2012
___


Week of September 17 - 21, 2012
___
               I am interested in an August site visit
___  

*Indicate which week works best and we will try and accommodate this request: _____________
Reason for Applying:

Subsidiary Information:

Is applicant a subsidiary, organizational unit, division, or like organization, or owned by a holding organization?  



(Check one)


Yes


No








(complete this section)
(go to Category/Size)

Parent Organization Name

__________________________________________

Address



_________________________________________________




_________________________________________________




_________________________________________________
Is the applicant's parent or another subsidiary of the parent intending to apply?



(Check one)


Yes


No

Category/Size:

(Check a box in each column):

Manufacturing




1 - 50 Employees


Service





51 - 250 Employees


Education




Above 250 Employees


Government


Health Care



Non Profit

Award Level:

(Check one box):





Achievement/Excellence Level





Commitment Level

Signature of Highest Ranking Official:


X_______________________________________
Date  ___________

RELEASE, SITE VISIT EXPENSE, EXAMINER SUPPORT AND CONFIDENTIALITY AGREEMENT

Organization Name 
__________________________________________

Headquarters Location
__________________________________________

Release:  We understand that this application will be reviewed by members of the Board of Examiners.  

Site Visit Expense:  Should our organization be selected for a site visit review, we agree to host the site visit(s) and to facilitate an open and unbiased evaluation.  We understand that the organization must pay reasonable travel expenses associated with the site visit.  

Examiner support:  The organization will provide one (small or medium) or two (large) examiners for the 2012 evaluation cycle.

Confidentiality and Non-Disclosure:  The Oklahoma Quality Award Foundation, Inc. and this organization agree to abide by the confidentiality and non-disclosure procedures outlined in the 2012 Malcolm Baldrige Criteria for Performance Excellence booklet(s).  Specifically, all correspondence between the two parties and with Board of Examiner members is treated as "Confidential."  Name of this or any applicant, information contained in this application report, evaluation by Board of Examiner members, and related information are regarded as proprietary and must be kept confidential.  Such information is available only to those individuals directly involved in the application and evaluation process concerning the applicant.  Board of Examiner members sign a non-disclosure statement that prohibits revealing the identity of any applicants, disclosing information contained in the application report, or using related information for any other purposes except to evaluate the applicant for the 2012 Oklahoma Quality Award.  Board of Examiner members will receive no information on applicants or application reports other than those to which they are assigned.**

Signature of Highest-Ranking Official:

X______________________________
Date_____________________

**These agreements become effective upon receipt of the appropriate application fee and a completed Achievement/Excellence or Commitment level application.
Intent to Apply Checklist:

_____
Intent to Apply Form (be sure to have highest ranking official sign the form)

_____
$200 Fee (check made out to: Oklahoma Quality Foundation)

_____
Signed Release, Site Visit Expense, Examiner Support, and Confidentiality Agreement

_____   Please postmark no later than March 1, 2012


