
DISTINGUISHED STAFF AWARDS – NOMINATION PROCESS 
To make the nominaƟon as seamless as possible, we encourage you to collect the following informaƟon in one place 
before you begin the process. When you have completed the nominaƟon process, you will receive an email confirmaƟon. 
The nominee will receive an email in January noƟfying them of their nominaƟon.  

Step 1 of 5  - Nominee  - Provide informaƟon about your nominee 
 Select the Category of Excellence for your nominee or Team 

Input the nominee’s informaƟon. For Teams, you will need to supply this informaƟon for each member of the team. 
 First Name 
 Last Name 
 Pronouns 
 PhoneƟc spelling 

 UW email address 
 Title 
 Office/Department/Unit 
 Staff Type  

Step 2 of 5  - Nominator - Provide informaƟon about yourself 
 

 First Name 
 Last Name 
 Title 

 Office/Department/Unit 
 UW email address 

OpƟonal: If you are making the nominaƟon on behalf of someone else, provide their: 
 First Name 
 Last Name 

 Title 
 UW email address 

Step 3 of 5  - NominaƟon  - Prompts about your nominee’s work 
 QuesƟon 1: Tell us a liƩle bit about your nominee. What type of work does the nominee do? Why are you 

nominaƟng them for this year's award? (Between 50-500 words.) 
 QuesƟon 2: Tell us why you are nominaƟng them under the category you selected in the first step. What skills in 

this category do they have that make them an outstanding employee? What has the nominee accomplished? Be 
sure to give specific examples. (Between 50-500 words.) 

 QuesƟon 3: How has the nominee's category of excellence impacted you and others? Have their contribuƟons 
impacted a team, department, building, campus, a specific populaƟon or our larger community? (Between 50-
500 words.) 

 QuesƟon 4 (OPTIONAL*): Is there anything else you would like the selecƟon commiƩee to know about the 
nominee? (500 words maximum.) 

 QuesƟon 5: Provide a succinct statement that highlights the nominee's achievements or contribuƟons. This 
statement will be read aloud at the DSA RecepƟon. Make sure to include the team name (if applicable) and 
where they work in the statement. (Between 50-100 words.) 

Step 4 of 5  - Supplement your nominaƟon by describing other categories of excellence 
(OPTIONAL*) In this step, you have the opportunity to describe how your nominee demonstrates each other category of 
excellence besides the one you nominated, in separate fields that accept 50-500 words each. The text you provide for 
any secondary category will be included in the electronic nominaƟon packet and shared with your nominee.  

Step 5 of 5  - Supplement your nominaƟon with two supporƟng leƩers  
(OPTIONAL*) You may include two supporƟng leƩers for your nominaƟon, which will be shared with your nominee. Each 
leƩer can be between 50-500 words. 

*OPTIONAL: InformaƟon you provide in the opƟonal fields in Steps 4-5 will be shared with the nominee but 
will not be reviewed by the selecƟon commiƩee


