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Project Application Form 2012
A 
Applicant Data

	Name of Project

	     

	Name of Project Manager

	     

	Name of Responsible Organisation

	     

	Address of Responsible Organisation

	Street
	P.O.Box

	     
	     

	Postcode / City
	Country

	     
	     

	Name of Contact Person

	     

	Phone
	E-mail
	Fax

	     
	     
	     

	Address of Contact Person (if different from above address)

	Street
	P.O.Box
	

	     
	     
	     

	Postcode / City
	Country

	     
	     

	Name of Senior Director/ Manager in Responsible Organisation

	     

	Position

	     

	Phone
	E-mail
	Fax

	     
	     
	     

	Name of Project Initiator/ Sponsor in Project Organisation

	     

	Name of Senior Director/ Manager in Initiating Organisation/ Sponsor Organisation

	     

	Address

	Street
	P.O.Box

	     
	     

	Postcode / City
	Country

	     
	     

	Phone
	E-mail
	Fax

	     
	     
	     


	Is the Organisation a Corporate Member of the IPMA or any National Association of the IPMA?

Is the project an Award Winner of the National PE Award?




	 FORMCHECKBOX 
 yes



 FORMCHECKBOX 
 no

 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

	
	

	Is your company interested in the IPMA Training for Corporates? The participation will help you and prepare you for the IPMA Award application process?
	 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no


B
Award Categorisation
	Criteria
	Project Excellence

in Medium-sized Projects
	Project Excellence

in Big-sized Projects
	Project Excellence

in Mega-sized Projects

	Project duration 
	
	at least 1 year
	at least 2 years

	Phases completed
	all finished
	all finished
	all finished

	Project deployment (in months after project completion)
	at least 3 months
	at least 3 months
	at least 6 months

	Budget in Euro
	
	at least 5.000.000     Euro
	at least 100.000.000 Euro

	Number of people involved in the project 
	
	at least 50
	at least 100

	External sub-contractors and independent organisations involved
	at least 1
	at least 1
	at least 3

	Multicultural characteristics
	is an advantage
	is an advantage
	is an advantage


	The application project is applying in the category:


	 FORMCHECKBOX 
 PE in Medium-sized Projects
 FORMCHECKBOX 
 PE in Big-sized Projects
 FORMCHECKBOX 
 PE in Mega-sized Projects



C
Application Information
Project Duration (in months): 








     
Number of People Involved: 








     
Project Budget (in Euro):









     
Internal / External sub-contractors: 








     
Does the project fulfil the definition in point 1 below? 1



 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

Is the project authorised for publication? 2





 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

Are other project teams from your organisation applying? 3





     
If yes, how many?








     
Is the project completed? 4






 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no

Does the project have multinational characteristic? 5 




 FORMCHECKBOX 
 yes

 FORMCHECKBOX 
 no
The location of the site visit is: 6: 








      
Notes

1 The project must fulfil the following definition: 

“The project is an undertaking which is in principle characterised by its uniqueness of conditions, e.g. has objectives, clear time, cost and quality objectives and other conditions, differentiating it from other endeavours.“
2 The project must be authorised for publication.
3 A maximum of two applications is possible from any company / organisation / independent unit for the current year.
4 Applicant project to be completed within the last 24 months before the Award application.
5  Multinational characteristic is an advantage (multinational sub-contractors, vendors, partners, organisational units, experts, employees etc. engaged on the project).
6 More than one location possible after the agreement with the Award Office and the assessors team.
D
Application Documents
	Project Excellence 

in Medium-sized Projects
	Project Excellence 

in Big-sized and Mega-sized Projects

	The report needs to be structured according to the IPMA Project Excellence Model, i.e. Criteria 1.1-9.2. The layout of the report has to be in line with the template provided by the IPMA Award Office.
	The report needs to be structured according to the IPMA Project Excellence Model, i.e. Criteria 1.1-9.2. The layout of the report has to be in line with the template provided by the IPMA Award Office

	The Application documents must: 

• be typed (type size at least fond 10 points); 

• be written in English; 

• have numbered pages; 

• tables, pictures, graphs needs to have continuous numbering; 

• the report lines need to have continuous numbering; 

• altogether, the report has to comprise less than 15 A4-pages – including graphics and other illustrations. This includes all necessary sections. In case of non-observance of this rule, surplus pages will be removed.
	The Application documents must: 

• be typed (type size at least fond 10 points); 

• be written in English; 

• have numbered pages; 

• tables, pictures, graphs needs to have continuous numbering; 

• the report lines need to have continuous numbering; 

• altogether, the report has to comprise less than 35 A4-pages – including graphics and other illustrations. This includes all necessary sections. In case of non-observance of this rule, surplus pages will be removed.

	The application documents must be subdivided into the following sections:

Introduction:

• Front Page: name of project team applying, the organisation responsible, their address and date of application;

• Table of Content;

• Overview: 1 page summary with information about the applicant project and the company including, for example, the following points:

- general conditions of the project 

- project key characteristics 

- project objectives

- overall view of the project schedule (e.g. work break-down structure, phases, organisational structure)

- explanation of how the project fulfils the application requirements.

Report:

• the biggest part of the application that is derived from the project self-assessment. The data must be organised according to the criteria and sub-criteria of the IPMA Project Excellence Model. The information can be provided in bullet points. Confidential proj​ect content can be described in neutral terms to make it impossible to draw conclusions about the actual content
	The application documents must be subdivided into the following sections:

Introduction:

• Front Page: name of project team applying, the 
organisation responsible, their address and date of application; 

• Table of Content; 

• Overview: 2 page summary with information about the applicant project and the company including, for example, the following points:

- general conditions of the project
- project key characteristics
- project objectives
- overall view of the project schedule (e.g. work break-down structure, phases, organisational structure),

- explanation of how the project fulfils the application requirements.

Report:

• the biggest part of the application that is derived from the project self-assessment. The data must be organised according to the criteria and sub-criteria of the IPMA Project Excellence Model. Confidential project content can be described in neutral terms to make it impossible to draw conclusions about the actual content



All documents in PDF format must be sent to the IPMA Award Office 2012: award@ipma.ch before 2 April 2012
Submission must contain the following additional materials:

1. Complementary/ Recommendation letter from the customer: 1 A4 page
2. Pictures: a minimum of 2 and a maximum of 5 high resolution photographs in JPG format showing the project or project team. Please ensure the digital photos/drawings are of high resolution quality (files of 1 MB+) and are submitted as full colour JPG files. 
3. Logo: Company logos are to be provided in EPS format.

Photos and logo/s will be used in the presentation at the Awards ceremony, in any IPMA (and relevant  Member 
Association) publications, and on the IPMA website. Therefore photos and logos in any quality less than high 
resolution cannot be accepted. 
E
Short Description of the Project (max. 150 words)
	     



F
Application fee

	Project Types
	Early bird registration until 31 January 2012
	Non-IPMA Corporate member
	IPMA 

Corporate

member
	National Project Excellence 

Award Winners

	Project Excellence in Medium–sized Projects
	3’800 Euro
	4'000 Euro
	3'000 Euro
	20% discount

	Project Excellence in Big-sized Projects 
	5’700 Euro
	6'000 Euro
	5'000 Euro
	20% discount

	Project Excellence in Mega-sized Projects 
	7’760 Euro
	8'000 Euro
	7'000 Euro
	20% discount


The payment is due immediately after the application form is accepted by the IPMA Award Office and invoice issued by the IPMA secretariat is received.
Applicants who receive a Site visit by an IPMA assessors team are also required to cover the travel and subsistence costs of all assessors (see point G).
PLEASE NOTE: In case of application withdrawal the applicant is required to cover:

· 20% of the fee - before the submission of the application report

· total fee – after submission of the application report
G
Obligations of the Applicant
The Applicant is obliged to deliver all required materials on time as specified in the IPMA Award Time Schedule, to communicate with the IPMA Award Office and if a Site visit has to be accomplished, the Applicant has to organise it in advance. 

For the Site visit the Applicant has to take care of:

· Assessors' visa if required and to pay visa costs for assessors who need visas;
· To know the demands to get visa for the assessors. (The visa requirements may be different dependent on assessor’s nationality);
· To prepare invitation letter immediately when requested by the Team Lead Assessor: invitation letter, sufficient format and content to be accepted by embassies (lead time before the Site visit . The content for a visa to be checked with the respective consulate);
· Travel:

· Buy flight tickets in economy class for every assessor
· Other travel fee (e.g. taxi, train, etc.) - pay for it directly when possible, reimbursement if not possible
· Hotel reservation – make reservation and pay for every assessor in a three star or equivalent hotel, as well as other arrangements if necessary;
·  Other arrangements for the site visit:

· Contact every assessor  through the Team Lead Assessor
· Arrangement for meals during Site visit hours
· Translator (if necessary)
· Room for separate assessor meetings
· Working rooms for the Site visit
· Notice to Project stakeholders and other corresponding interested parties so that they could attend the Site visit
· [image: image2.png]»



Make available project documentation during the Site visit requested by the Team Lead Assessor before that.
H
Statement of Applicant and Organisation Responsible for the Project
We consent herewith, in the name of the project team and our organisation, to observe the rules in the application process for the IPMA International Project Excellence Award and to recognise the IPMA assessment organisation’s decisions as absolute. We confirm that the project fulfils the requirements for the IPMA Award application and that all information given in the submitted application and documentation are true and correct. We accept the data protection and confidentiality clauses demanded by the IPMA organisers.

     



     
Location / Date


Name of Project Manager

     



     
Location / Date


Name of Manager in Senior Position (organisation responsible)

I
Statement of Project Initiator
I confirm hereafter that my company / my organisation welcomes the project application and agrees to a potential publication. I accept data protection and confidentiality clauses demanded by the IPMA organisers.

      




     
Location / Date



Name of Project Initiator

The following information can be downloaded from the IPMA Award Website:

1. “Assessment Time Schedule”

2. “Invitation for the Award Application 2012
The “Award Application Brochure” can be obtained per e-mail from the IPMA Award Office upon request.

� HYPERLINK "http://www.ipma.ch" �www.ipma.ch�, award@ipma.ch








1
4
Regarding the submission dates please see the Project Excellence Assessment Time Schedule Chart at the website 

Please send your announcement of application and application report to award@ipma.ch
For specific personal enquiries please contact IPMA Award Office Manager: Ms Ewa Bednarczyk; phone: +48 508 496 986
IPMA International Project Management Association

P.O. Box 1167, NL-3860 BD Nijkerk – The Netherlands

www.ipma.ch
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