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Process for Developing an Application

1.  Learn Criteria 

2.  Develop Organizational Profile

3.  Develop Key Factors Worksheet

4.  Draft Key PROCESS descriptions and data/information 

TABLES

5.  Label Draft Processes and Tables (Figure x.x-x or Table 

x.x-x)

6.  Respond to Criteria Questions



Link to key processes and data tables (refine 

processes and data tables as needed)

7.  Identify needed results data – incorporate into tables, as 

appropriate



[image: image2.emf]File 1 of 6

Version 1.3           17

Process for Developing an Application

8.  

Develop Results graphs and charts

9.  Review overall document

10.  Revision, Buy-in, and Approval of application

(Application should be an accurate description of the 

organization that leaders and staff know and 

understand) 

11.  Follow application requirements/process outlined in 

the 2008 Carey Application Book to apply to the award 

program


Cover page

Completed application form

Table of contents

Organizational Profile

.P.1 Organizational Description

.a Organizational Environment 

.1 Main products and services, delivery mechanisms:  

.2 Organizational Culture, Purpose, Vision, Mission, and Values:

.3 Workforce Profile - Employee groups and segments, key requirements, education levels, diversity, bargaining units, key benefits, special health and safety requirements:

	Employee group/segment
	Key requirements

	
	

	
	

	
	

	
	


	Education
	Employee group
	Number of employees

	
	
	

	
	
	

	
	
	

	
	
	


.4 Major facilities, technologies, equipment:

.5 Regulatory:

.b Organizational Relationships

.1 Organizational Structure and governance system:

.2 Key customer and stakeholder groups, their key requirements, and expectations for products and services.  What are differences in requirements for different groups?

	Key Customer/stakeholder group
	Key requirements
	Key Products/Services

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


.3 Key suppliers, partners, collaborators and the role they play in production and delivery.

.4 Key supplier and customer partnering relationships and communication mechanisms.

.P Organizational Challenges

.a Competitive Environment

.1 Competitive position – size and growth, numbers and types of competitors.

.2 Key success factors relative to competitors.  Key changes taking place that affect your competitive situation.

.3 Key available sources of comparative and competitive data.  Key sources of comparative data.  Limitations in ability to obtain comparative data.

.b Strategic Context

What are key business, operational, and human resource strategic challenges and advantages.  Strategic challenges and advantages associated with organizational sustainability.

.c Performance Improvement System

What are key elements of your performance improvement system?

Organizational Chart

Glossary

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Item 1.1 Senior Leadership

Figure 1.1-1 Senior Leadership System

	Phase
	General Description
	Inputs, activities, etc.
	Associated Measures

	Gather information
	
	
	

	Communicate/deploy, Foster positive  environment 
	
	
	

	Measure, two-way communications
	
	
	

	Assessing performance and guiding actions
	
	
	


Figure 1.1-2 Key Communication Methods for Workforce, Customers, Suppliers, and Partners

	Key Segment
	Frequency
	Method(s)
	One-way
	Two-way

	Workforce
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Customers
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Suppliers
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Partners
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Figure 1.1-3 Management Reviews of Performance

	Type of Review
	Frequency of Review
	Committee/group
	Link to other key processes 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Vision and Values 

.1 Set and deploy vision and values

.2 Leaders personally promote legal and ethical behavior

.3 Creating a sustainable organization

.b Communication and Organizational Performance

.1 Engage workforce 

.2 Create focus on action to accomplish objectives, improve performance, and attain vision.

Item 1.2 Governance and Social Responsibilities
Figure 1.2-1 Key Aspects of Governance System

	Key aspect
	How aspect is addressed

	Accountability for management actions
	

	Fiscal accountability
	

	Transparency in selection and disclosure policies
	

	Independence of internal and external audits
	

	Protection of stakeholder interests
	


Figure 1.2-2 Selection of Key Communities

	Link to Objectives or Mission, Vision, Values
	Key Community
	Activity and Frequency
	Result in Cat. 7
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	7.6-


.a Organizational Governance
.1 Key aspects of governance system

.2 Evaluate the performance of senior leaders

.b Legal and Ethical Behavior

.1 Adverse impacts of products and services on society

.2 Promote legal and ethical behavior in all interactions

.c Support Key Communities

How does organization actively support key communities?

Item 2.1 Strategy Development

Figure 2.1-1 Strategic and Action Planning Processes
	Step
	General description
	Tasks, activities, inputs, etc.

	Strategic Planning
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Action Planning
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 2.1-2 Strategic Objectives, Measures, and Timetables

	Objectives
	Key Measure
	Projection

2008
	Projection

2009
	Projection 

2010
	Projection

20xx
	Result in Cat. 7

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


.a Strategy Development Process

.1 Key planning process steps

.2 Ensure planning addresses SWOT, shifts in technology, sustainability, and ability to execute the plan

.b Strategic Objectives

.1 What are your strategic objectives

.2 How do objectives address challenges and advantages

Item 2.2 Strategy Deployment

Figure 2.2-1 Key Short- and Longer-Term Action Plans

	Objectives
	Short/long-term plans
	Key changes
	Human Resource Plans
	Performance Measures
	Results in Cat. 7

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


.a Action Plan Development and Deployment
.1 How do you develop and deploy action plans

.2 Ensure adequate financial and other resources

.3 Establish and deploy modified action plans

.4 What are short- and long-term action plans

.5 What are key Human Resource plans

.6 Key Performance Measures for tracking progress on action plans

.b Performance Projection

For key performance measures – what are your projections

Item 3.1 Customer and Market Knowledge

Figure 3.1-1 Identifying Customers, Groups, and Market Segments

	Data source
	Analyses
	Customer Segment

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 3.1-2 Listen and Learn Methods by Customer Group

	Customer segment
	Listen and Learn method
	How information is used

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 3.1-3 Determining Customer Requirements

	Mission, Vision, Values
	Data and analyses
	Customer Groups
	Key Requirement

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Customer and Market Knowledge

.1 How do you identify customers and determine which customers to pursue

.2 How do you use voice of the customer to determine requirements

.3 How do you use feedback to be more customer focused

.4 How do you keep listening and learning methods current

Item 3.2 Customer Relationships and Satisfaction
Figure 3.2-1 Customer Access Mechanisms

	Customer Segment
	Key Requirements
	Access Mechanisms
	Measure

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Figure 3.2-2 Customer Complaint Management Process

	Step
	General Description
	Tasks, inputs, activities, etc.
	Measures

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Figure 3.2-3 Customer Satisfaction and Dissatisfaction Determination
	Customer Segment
	Method of Assessing Satisfaction/Dissatisfaction
	How Information is used
	Key Measures

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Customer Relationship Building
.1 How do you build relationships

.2 What are your key access mechanisms to seek information, conduct business, make complaints

.3 Complaint management process

.4 How do you keep these approaches current with business needs

.b Customer Satisfaction Determination

.1 How do you determine customer satisfaction and dissatisfaction

.2 How do you follow-up with customers

.3 How do you obtain customer satisfaction data relative to the satisfaction with competitors

.4 How do you keep approaches current with business needs

Item 4.1 Measurement, Analysis, and improvement of Organizational Performance

Figure 4.1-1 Selecting, Collecting, and Analyzing Measures

	Step
	General description
	Tasks, inputs, activities, etc.
	Measure

	Required measures
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Local measures
	
	
	

	Selecting
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Collecting
	
	
	

	
	
	
	

	
	
	
	

	Analyzing
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Figure 4.1-2 Key Organizational Measures to Support Decision-making

	Type of review and/or link to objectives
	Participants
	Key measures
	Frequency
	Results in Cat. 7

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


.a Performance Measurement

.1 Select, collect, and integrate data

.2 Select and ensure effective use of comparative data

.3 Keep performance measures current with business needs

.b Performance Analysis, Review, and Improvement

.1 Review of performance and analyses to support decision-making

.2 Translate performance review findings into priorities
.3 How do you incorporate review results into evaluation and improvement

Item 4.2 Management of Information, Information Technology, and Knowledge

Figure 4.2-1 Keeping Data and Information Reliable, Timely, and Secure

	Aspect addressed
	Methods in place

	Accuracy
	

	Integrity and reliability
	

	Timeliness
	

	Security and Confidentiality
	


Figure 4.2-2 Managing Organizational Knowledge

	Aspect addressed
	Methods in place

	Collection and transfer of workforce knowledge
	

	Transfer of knowledge form customer, suppliers, partners, and collaborators
	

	Rapid identification, sharing, and implementation of best practices
	

	Assembly and transfer of relevant knowledge for use in strategic planning
	


.a Management of Information Resources

.1 How do you make needed information available and accessible
.2 How do you ensure hardware and software are reliable, secure, and user-friendly

.3 Emergency – continued access to needed data and information

.4 Keep mechanisms current with business needs
.b Data, Information, and Knowledge Management

.1 Ensure data accuracy, integrity, timeliness and security

.2 Manage knowledge transfer, sharing, use of information in strategic planning

Item 5.1 Workforce Engagement

Figure 5.1-1 Determining Key Factors that Affect Engagement
	Workforce segment
	Methods and types of data
	Analyses

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 5.1-2 Performance Management Systems to Support Performance and Engagement

	Step
	General description
	Tasks, activities, inputs, etc.
	Measures

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Workforce Enrichment

.1 Determine key workforce engagement factors

.2 Foster high performance

.3 Performance management system supports high performance and workforce engagement

.b Workforce and Leader Development

.1 Workforce development and Learning System

.2 Development and learning address leadership attributes, organizational knowledge, ethical practices, and core competencies

.3 Evaluate effectiveness of learning

.4 Manage effective career progression

.c Assessment of Workforce Engagement

.1 Assess workforce engagement

.2 Relate assessment findings to key business results

Item 5.2 Workforce Environment

Figure 5.2-1 Measures, Goals, and Workplace Factors

	Workforce segment
	Key Factor
	Measure
	Goal
	Result in Cat. 7

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Figure 5.2-2 Recruit, Hire, and Retain New Staff
	Step
	General Description
	Tasks, activities, inputs, etc.

	Recruit
	
	

	
	
	

	
	
	

	
	
	

	Hire
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Retain
	
	

	
	
	

	
	
	

	
	
	


Figure 5.2-3 Workforce support through policies, services, and benefits

	Workforce Segment
	Policies
	Services 
	Benefits

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Workforce Capability and Capacity

.1 Assess workforce capability and capacity

.2 Recruit, hire, place, and retain new employees

.3 Manage and organize workforce to accomplish work of the organization

.4 Prepare workforce for changing capability and capacity needs

.b Workforce Climate

.1 Ensure and improve workplace health, safety, and security

.2 How do you support workforce via policies, services, and benefits

Item 6.1 Work Systems Design

Figure 6.1-1 Determining Core Competencies
	Step
	General Description
	Tasks, activities, inputs, etc.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Figure 6.1-2 Key Work Processes
	Mission or Objectives
	Key Customer Requirements
	Core Competencies
	Key Work Processes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Figure 6.1-3 Designing and Improving Processes
	General Steps
	Low complexity/impact/cost
	Mid-complexity and impact/cost
	High complexity and impact/cost

	Plan
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Do
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Check
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Act
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


.a Core Competencies

.1 Determine core competencies

.2 Design and innovate work systems

.b Work Process Design
.1 What are your key work processes
.2 How do you determine key work processes

.3 How do you design and innovate work processes to ensure your processes meet all key requirements

.c Emergency Readiness

Ensure work systems and workplace preparedness for disasters or emergencies

Item 6.2 Work process Management and Improvement
Figure 6.2-1 In-process Measures for Managing Processes on a Daily Basis

	Key Work Process
	Key Result Measure
	In-process measure
	Result in Cat. 7
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.a Work Process Management

.1 Implement processes to ensure they meet design requirements

.2 Minimize costs associated with inspections, tests, audits

.b Work process improvement

How do you improve processes to achieve higher performance

Category 7 Results

The figures in the first six categories identify many measures.  The last column in these tables indicates the link to Category 7.  In that column of the application there should be Item 7.X- .  

Process for selecting measures for Category 7.

Review all tables and potential result measures identified.  

Select a representative number of results to shown in response to each Item in Category 7.  It is recommended that at least eight results be selected for each Item.  For the selected result measures update the “link to category 7”, number in the data tables.  Indicate the result chart number (for example, 7.x-y).  This accomplished two important things.  First, Integration is demonstrated because the applicant is showing results for those areas previously identified as important and two it becomes easy to identify which measures need to be shown in results and where they should be placed.

For all potential result measures identified in data tables that were NOT selected to be shown in results, replace the Item number showing the link to category 7 with an “*”

At the bottom of each data table containing one or more “*” insert a note.  It should be something like, “NOTE: Results available on site”.
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