
THE STEPS
TO YOUR 
SUCCESSFUL 
APPLICATION



R E G I S T R AT I O N  F O R  T H E  I N T R A N E T

Here, you log into the intranet of the  
Excellence Awards.

If you do not have an account yet,  
please register here.
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You may create your new application here.

Once you have started, you will see an 
overview of your saved and sent applica-
tions here.
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C R E AT E  Y O U R  S U B M I S S I O N



Choose a category for your project or campaign. 
You find more information on the categories on 
our website.

You can enter a project or campaign in different cate-
gories. Once you finish the application in one category, 
you can easily copy it and save it in another category 
and edit it if you wish. This will save you time.

Please always press the Save & Continue button 
after each step. You can leave and return to your 
application at any time. 

C H O O S E  T H E  C AT E G O R Y



Enter your contact details here. 
Please note the distinction 
between organisation (client: 
company, institution etc.) and 
service provider (agency). 

If an error occurs, please 
check if you have filled out 
all mandatory fields.

C O N TA C T  D E TA I L S



Enter the basic information about your project or 
campaign here. This information will be publis-
hed if you are shortlisted.

Adding the budget is NOT mandatory. Please 
write “not to be published” if you do not wish to 
enter it.

You will be able to enter more detailed informa-
tion on your project or campaign on the follow-
ing pages.

M A I N  F E AT U R E S  O F  T H E  P R O J E C T



Please focus on the most  
important points in this  
detailed description.

You have 2,000 characters in total 
(including spaces) at your 
disposal.

Please describe the following:
– initial situation
– objectives
– strategy
– implementation
– results

P R O J E C T  D E S C R I P T I O N



Please upload a meaningful picture, which will be used 
as your cover picture. It should represent your project 
or campaign. It could be the logo of the project or 
organisation or any other picture representing your 
project or campaign. Please note that the maximum file 
size is 1 MB.

U P L O A D  A  C O V E R  P I C T U R E



Here, you can add three significant and  
supporting materials, e. g. pictures, movies, key 
figures, press releases, clippings or documents. 
You can also upload a link to a website, which 
does count as one material. Please pay attention 
to the formats and files izes that can be used. A 
weblink should be provided for movies larger 
than 50 MB.

A D D  S U P P O R T I N G  M AT E R I A L



You also have the possibility to point out 
websites like Facebook, Twitter, YouTube etc. 

Please do not add more than three links. 

U P L O A D  W E B L I N K S



By doing the checkout and entering your 
credit card details, you are taking part 
in the Excellence Awards. 

Please note the Terms and Conditions of 
the Awards. 

Until midnight CET on 18 January 2017, the first 
application costs 290 USD plus VAT, and each 
additional application costs 190 USD plus VAT. 
During the Late Deadline registration period bet-
ween 19 January and 27 January, each applicati-
on comes with an extra fee of 90 USD plus VAT.

You will automatically receive an invoice 
via email when successfully entering your 
submission. 

S U B M I T T I N G  Y O U R  P R O J E C T



Thank you for taking part in the Excellence 
Awards. 

When you see those windows, your application 
has been successful.

T H E  S U C C E S S F U L  S U B M I S S I O N



If you have any questions, please do not hesitate 
to contact Anna. She will be happy to assist you. 

More information can be found under Applicati-
on on our website.

We are looking forward to receiving your appli-
cations.

Y O U R  C O N TA C T  P E R S O N


