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Events Award 2018 Entry Form

Please return completed entry forms by email to: awards@cdn.ac.uk 
	College
	

	Lead Contact
	

	Email Address
	

	Telephone
	

	Purchase Order Number
	

	Title of Submission
	

	Showcase
We like to share college best practice on CDN’s website. 

Please check this box if you are NOT happy for this submission to be shared on CDN’s website, social media channels and printed materials. ☐
We would like to contact you about additional opportunities to showcase and share your submission e.g. future face-to-face/online events; creation of case studies.
Please check this box if you are NOT happy for CDN to contact you ☐


Award Criteria
	This award is designed to recognise the combined team effort that is required to successfully plan, organise, and manage an event for learners/stakeholders/customers which led to positive outcomes for the college. If this is a recurring event, please provide evidence showing how the event has changed/improved since last year. The event must have occurred within session 2016–17.
Judges will be looking for evidence which clearly demonstrates:

· rationale and objectives for the event including initial research undertaken
· significance in achieving objectives through the imaginative and innovative use of resources
· event timescale/period
· Target audience

· who planned, organised, and managed the event (Please specify the extent of involvement of any external agency)

· costs for each aspect including, for example, staff, technology, equipment, venue costs, catering, etc

· marketing and communication activities undertaken as part of the project

· how the team was managed to achieve the most effective outcomes

· event evaluation including event impact, evidence of success, level of success in line

            with budgetary expectations, achievement of initial objectives.


Using the box below please summarise your submission (in no more than 200 words) 

	Word Count
(maximum 200 words)
	Executive Summary

	Any digital evidence available to support your submission would be welcome.


Explain to the judges (in no more than 1,000 words) why your submission should win this award. NB. Your explanation will align to and reflect the substance of the award criteria.
	Word Count
(maximum 1,000 words)
	

	


1

