PREPARING NOMINATION PACKAGES

FOR THE

BLACK ENGINEERS OF THE YEAR

WOMEN OF COLOR TECHNOLOGY

HISPANIC ENGINEER ACHIEVEMENT AWARDS

a.  How to Make Sure Your Candidate Survives the First Cut.    If your nominee is a “first” or one of a few minorities in their specific award category in his/her field, you should let the committee know that early in the application.  Level of responsibility is an important factor.  If your nominee manages several hundred million dollars, a large staff, and reports directly to top management, the selection committee should be informed of these qualities.  There are three basic elements you need to express if applicable:         

1)  Your nominee is unique, and pioneer in his/her field.  2)  Has substantial financial and management responsibility.  3)  Respected within his/her organization and is expected to make substantial contributions.

b.  Helpful Hints


The selection committee should feel that you have taken the process very seriously.  A one or two page nomination generally does not make the first cut.  Neither does a nomination that includes tons of documents and little about the nominee.


TABLE OF CONTENTS should be included.



COVER LETTER.   The first document of your nomination package should be a cover letter from the commander/director, clearly stating why the candidate was nominated.  The letter should spell out why your nominee should be recognized in the specific award category.  

Note:  You should also submit a proposed draft cover letter for the Chief of Engineers’ signature and proposed citation. These proposals should be provided at the front of the package and not included within the official award package, nor listed within the table of contents.


JOB DESCRIPTION.  Explain the nominee’s work.  Why it is important?  Is it groundbreaking?  The job description should separate your nominee from others performing ordinary engineering or scientific duties.  If your candidate is on the fast track, say so.  State the extraordinary and the impressive, such as the size of the organization, budget, importance of the job to science, business or national defense.

RESUME/CURRICULUM VITAE or BIOGRAPHY.   Show your nominee’s career path.

ORGANIZATION CHART.  Who is your candidate?  How important is he or she within your organization.  Your organization chart should give the selection committee an idea of where your nominee is within his or her organization.

LETTERS OF RECOMMENDATION.   Submit the original signature from the commander/director.  Secondary letters with original signatures should come from as many high-ranking officials and others from within your organization that is familiar with your nominee and should be in-depth.  Letters from high-ranking external organizations and community leaders (using their letterhead) are also acceptable.   

 PAPERS AND ARTICLES.   These are documents are by and/or about your nominee to include articles from private organizations and community. 

PHOTOGRAPH.   Present a current photo in color and black/white.

SUPPORTING MATERIALS.  Examples of supporting materials could include photocopies of plaques, awards, and certificates received by the nominee during his/her career.  Letters of appreciation.  Photo’s (color, and/or black/white) of nominee’s division, district, and/or job related activities.

c.  AWARD PACKAGE.   The package should be professionally bound using your own creativeness.

