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DEAR ENTREPRENEUR,

Our job is to bring joy to SMEs (small and medium enterprises).  
We want you to search beneath your office desks and deep into your 
cloud filing, to give our judges the information and inspiration they need 
to put you through to the finals of one of our prestigious awards.

Entering awards should be a part of your marketing strategy. It is a great way to 
entice new customers to your business, give faith to your existing client base and 
enthuse your staff and suppliers.

All you need do is treat your entry as if it were a new customer. Extol the virtues 
of your business, put your best attributes in this phenomenal shop window and 
you will be rewarded. 

You only need to reach the finals, from there you can promote your business 
and this great achievement through Twitter, LinkedIn, Instagram and Facebook to 
name a few. Traditional local media will also come to the fore. So don’t be afraid, 
give it a go, treat it like a mock exam, who knows where it will lead.

Introduction
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Whether you are a first time entrant or a seasoned veteran, the following pages 
are hints and tips from real live judges across our awards, so take a few minutes, 
follow their advise, enter your business in the next awards and we look forward 
to seeing you at our next awards final.

GOOD LUCK WITH YOUR ENTRIES.

Kind regards

Damian Cummins
@awardschamp

“It is great when a business can successfully convey its strategy 
so you can understand where it is in its growth plans, where it 
wants to end up, and what its unique advantages are which will 
allow it to achieve those aims.”

Jeff Selden Partner, Assurance & Business Services

“Prepare early by getting all the right evidence within 
your business, particularly testimonials, to support 
what you are putting in your submission.”

Steve Warwick FSB Regional Chairman for London
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Awards... 
the big questions
1.  What? Awards? That’s far too expensive! Awards such as ours are always 

free to enter but with a commitment to attend the ceremony if you are 
shortlisted. There are a few awards schemes that cost money to enter but 
the key is to check the terms and conditions.

2.  For a long time, awards were the preservation of large corporates, with 
almost unlimited budgets. They know the value of winning a big award in 
terms of the kudos, morale boosting potential and the positive PR. But 
SMEs and sole traders do not need a corporate-sized budget to have their 
achievements recognised these days.

3.  Award winners and those who are shortlisted win an enormous amount 
of kudos through being independently assessed. This kudos is not only 
impressive for potential customers but for existing customers too.

4.  Existing customers feel good about buying from a ‘winner’, potential 
customers will be impressed. Staff, too, will feel motivated by being linked to 
the winners, especially if you’ve taken them along to the awards night!

5.  There are now a huge array of business awards to choose from. Very local 
awards can be a brilliant starting point. Often a council or a local newspaper 
will organise them. 

6.  A quick internet search is a superb way of revealing those opportunities.

7.  What about the form-filling? It has all become a lot, lot easier. A simple online 
entry form might typically be three or four questions about your business 
with some general information. And you will find in many cases that the 
information you’ve typed in can be saved and finished off at a later date. 

8.  What awards are out there to enter? There are many varieties of award, 
starting off at local town, borough or city through to counties, regions, 
national and even international. Some would have a business focus, others a 
community focus. Specific sectors have their own awards too. A simple online 
search would bring up plenty of results; it’s then a question of deciding which 
one would be in your best interests.

9.  Should you read the Terms and Conditions? Absolutely. There will be a lot 
of information, including the closing date and the judging process in the 
background data. 

10.  How about top tips? Yes. Awards schemes want as many entrants as humanly 
possible and the top tips will give you information on the kind of detail you 
will need to include.
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Which categories?
11.  Which categories should you enter? First of all, you will need to check if there 

is a limit on the number of categories you can enter.

12.  Try to think out of the box on which ones to go for. There will be categories 
that any and every business will enter. With some lateral thinking, you may 
be able to enter a category where the competition is less intense, where you 
have more chance of winning.

13.  What about the Green or Environmental award, specialist categories? Being 
green or environmentally aware is something many businesses do, but they 
don’t always recognise it as such. Perhaps you’ve invested in a new eco 
photocopier, or solar panels, or introduced new energy saving equipment or 
maybe adopted a new procedure, or relocated to save money. It’s all about 
embracing the green agenda.

14.  The innovation award could be for you... Businesses innovate all the time but 
they don’t necessarily recognise it as such. Maybe one of your employees has 
introduced a new procedure that has benefited the bottom line. It could be 
as simple as finding savings on postage or stationery or using a new piece of 
software. In terms of an awards entry you would need to explain how it has 
saved x amount on the bottom line.

15.  Innovation doesn’t mean inventing a new widget. It can mean a different 
procedure to improve the way you serve your customers or clients.

16.  What if the business isn’t particularly “sexy”? Don’t do yourself down! Try 
looking for categories like ‘Innovation’, ‘Employee of the Year’ or ‘Apprentice 
of the Year’. The employment categories can be a great way of engaging your 
staff. One of our progressive winning companies in Hertfordshire has done 
just that, creating its own ‘Employee of the Year’ awards to find the person to 
enter in the county competition.

17.  Read the questions and don’t take anything for granted. The same awards 
one year on may have slightly different questions, cutting and pasting answers 
from last year may not be the best tactic, there’s a chance that some judges 
maybe the same.

18.  Concentrate on what you have achieved in the last 12 months or done 
differently. Perhaps you have changed direction or spotted a gap in the 
market. Judges love that kind of information. 

19.  Think outside the box for what you’ve done differently. Perhaps ask someone 
associated with your business what you’ve done that is really exciting. Perhaps 
that is a family member, a friend, your staff or your customers, sub-contractors 
or suppliers.

20.  Awards are an excellent chance to take a good look at your business and think 
about what it has achieved and where it is going. But not only that; because 
you are placing ideas on paper it is a way of reaffirming your business plan. 

21.  There is nothing to lose from having a go. The fact you have entered does 
not have to be made public - unless you choose to do so.

22.  In community or business awards you will not - generally speaking - be competing 
against your peers. You will not be scored on a like-for-like basis. For more 
industry-specific recognition, you ought to be looking to enter trade awards.

23.  Whichever type of awards you enter - make sure your entry reflects your 
passion. The awards judges are only human and they will be influenced by use 
of language and the way an entry is presented. 

“Ensure your entry ‘visually stands out from the crowd’ - make the judge 
eager to read your entry. Make sure your financials add up correctly. Bad 
spelling gives a bad impression! Check, check and check again!” 

Sarah Smits Ashbourne Insurance

The specifics
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24.  Don’t assume the judges will know anything at all about your business. Try to 
think of the judges as English-speaking aliens and explain what your business 
does and why. 

25.  One of our entrants once wrote “Because we’re brilliant!” in answer to one 
particular question. The trouble is they did not back it up with evidence. 
Evidence is crucial and what we mean by that is verification of your statements. 

26. Acronyms are a no-no, don’t assume everyone knows what you are saying - lol.

27.  Include as much evidence as possible. 

28.  A letter from your financial advisor or accountant is good evidence for 
financial statements. 

29.  Include testimonials from your suppliers, this endorses your business from a 
clients perspective. 

30.  Show any evidence you may have of being in the local press,  
include scans or clippings.

“As I judge I always look for evidence of how the business has 
performed and is developing. Where was your business? Where 
is it now? Where is it heading? Tell the judges how you have and 
are going to achieve your goals and always back this up with proof. 
Use facts, figures and testimonials. Keep it factual and concise, 
judges have many entries to read.”

Dean Walters Herts and Essex News

“Be clear and concise in answering the questions, 
provide evidence where possible to support your 
answer and most importantly think about how you 
make your application stand out from the crowd.”

Ryan Higginson Pitney Bowes

31.  Make sure to include hard copies of any webpages you may want the judges 
to see, they have access to the web but may not have time to look.

32.  Be as visual as possible, use photos of staff or of your office if it is relevant. 

33. Include your own marketing material, business cards, flyers, brochures.

34.  Don’t hand write your application, not all of us have the prettiest handwriting, 
a typed application makes for a much easier judging process. 

35. Don’t be so mono, add a bit of colour - grab the judges attention.

36.  Include graphs and charts, they are much easier for the judges to see.

37. Many applications are let down by the attention to detail. Spelling and 
grammar are important to the judges, even things you write every day, for 
example your name, should be checked on your application.

38. Double check any financial figures, many entrants fail as their numbers 
don’t stack up.

39. Statistically you have a better percentage of reaching the finals if you provide 
a statistic or two.
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40.  Find out as much as possible about the awards. Ours are among the few that 
hold events to explain the concepts, with some helpful hints and tips from 
previous winners. These are also great networking occasions for people who 
have a story to tell.

41.  What if you’ve already won categories in the past, should you just keep 
entering the same ones? That’s a resounding ‘no’. I encourage people to 
spread their wings and look for other categories to enter or the whole 
process becomes a box ticking exercise rather than something of improving 
value year-on-year.

42. Why succinct? Most awards only allow judges 10 to 15 minutes per 
application, make an impact.

43.  What about all the sole traders out there? In my experience, sole traders 
often put themselves down, thinking they have absolutely no chance of 
winning. That however is far from the case in reality. Sole traders have to be 
innovative and fast moving simply to survive.

44.  It’s the time factor. There aren’t enough hours in the day to fill in awards 
entries! Every business has its quiet periods where owners can think about 
the future and plan ahead.

45.  So it’s about planning ahead? Exactly. Every business coach will tell you that 
it is important to sit down and reflect on where your company has come 
from and where it is going. One of the huge benefits of entering awards 
is that it makes you think on a strategic level and makes you quantify your 
achievements so far and plan ahead. 

“Focus on awards where winning will add value for your business: 
Don’t just enter for the sake of entering.
Spell check: don’t undermine the quality of your entry by not 
correcting any mistakes you have made.”

Sue Munn Bedford Chamber of Commerce

46.  Are there solid business reasons for entering awards? Indeed and not just 
in reviewing what your business is all about. Business Awards are a fantastic 
method of increasing your exposure, honouring your efforts and gaining a 
credible endorsement of your business excellence. 

47.  The marketing and PR opportunities for finalists, runners-up and of course 
the winners are plentiful and we are here to help you every step of the way. 
We cannot recommend enough to SMEs to utilise this opportunity fully for 
the most cost effective Return on Investment they will ever see.

48.  How do business awards increase the exposure of companies? By entering 
awards, entries are automatically put in front of the judges and organisers. 
There have been many instances of judges commenting that they would like 
to work with certain companies, just on the basis of their entry forms. An 
awards entry form is another opportunity to market a business and should 
be treated as such. 

49.  How about public relations opportunities from simply entering? There is 
no reason why people shouldn’t use entering an award as a public relations 
opportunity to sell a good news message. Some entrants might be put off in 
case they fail to make it through to the final but others actually leave entering 
until the last minute and don’t think about the possible PR. Again, a bit of 
forward planning and integrating a marketing and PR plan may work wonders.

50. How are awards used to “honour your efforts”? As well as being great for 
external public relations, awards can be used to boost team morale and give 
a pat on the back to everyone for their hard work. Entering awards can give 
a huge buzz to employees, a feeling that is multiplied when you are named on 
the shortlist! The awards night itself also gives you the opportunity to let your 
hair down, without having to organise your own party!

Business rationale

“One needs to be succinct, clear and transparent. 
Know your audience and make sure your research is up to date.”

Seamus O’Brien Liverpool John Moores University

A n  A w a r d i n g  O p p o r t u n i t y  |  @ a w a r d s c h a m p



51. What is meant by “gaining a credible endorsement”? Businesses can shout as 
much as they like about how great they are but gaining the trust of potential 
customers is more about recommendations and endorsements. Most awards 
are judged by a panel of independent business people so if you make the 
shortlist, are named a runner-up or a winner, you will have been endorsed by 
a third party. That is incredibly useful to any business.

“My advice would be to ensure detailed answers are given to every question. 
When I was judging some of the entries, they provided a great deal of depth 
to answer certain questions but just a brief two-liner in response to others. 
However, with each being scored completely independently, it is important 
to give comprehensive information throughout.”

Suzy Wood Centre Court Shopping

52. Don’t miss out by leaving it too late to enter. Check when the deadline is and 
work backwards, giving yourself time to decide what you are going to write 
and the kind of evidence you will need to support your statements.

53. Remember to keep within word limits and to focus your entry on the key 
points where your arguments are the strongest. 500 words may sound a 
lot but when every sentence is 20 words and every paragraph may be 100 
words long, it is not that much, is it? 

54. It is never too early to start. Plan to work on awards entries on quiet days in 
quiet weeks and quiet months. 

55. Failing to plan is planning to fail. If your first ever awards entry hasn’t been 
a success, don’t give up. Once you have an awards entry draft in your 
documents file it can be tweaked and added to in future so next year’s entry 
will be even better.

Top tips
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56. Put your attention on achievements. Judges will look favourably on things you 
have achieved in the year to date.

57. Excite the judge, tell a story. Your business is personal to you and we want  
to hear your passion.

58. Just do it. Many awards now use online entry forms where you can return  
for more information before pressing the submit button. 

59. Don’t forget that awards organisers will welcome phone calls from people 
wanting more information. 

60. How about copying and pasting the words on an online entry form and 
transferring them to a word document so you can practice. Maybe ask 
someone else in the office to give it a go.

“I would suggested that entrants ‘blow their own trumpet’ about what 
they have achieved and have to offer, and its always great if they can 
include pics of their product/service and happy smiley customers!”

Frances Rutter Epsom and Ewell Borough Council

61. If you are running out of time phone the organisers, many awards scheme’s 
extend their deadline.

62. I cannot see negatives in entering. Even if you don’t make it to finals there 
must be lessons to learn. The results of this can help your business if it is 
correctly analysed. 

63. Will the judges pay a visit? Some awards schemes do send people to take a 
look but we do not. The reason we do not is because we receive so many 
applications that not every judge can visit every business. We think it is fairer 
to judge on written entries.

64. If you enter an awards scheme where judges visit, don’t be worried, make 
sure you are well briefed on answering their questions.

65. Don’t miss the opportunity to pull a stunt on the day of the judging.  
Any examples must be presented before judging starts. 

“Ensure you substantiate the detail and provide the judge with enough 
information for them to feel confident the statements are credible. In 
addition, complete the application form with specific responses to the 
questions being asked, avoid cutting and pasting large amounts of text 
which is not relevant to the application process.”

Spencer Tagg Wenta Business Centres

“I like to get a feel for the team dynamic, so getting your staff involved in 
the application process or including quotes from them always engages me. 
Your success will almost certainly revolve around people, so demonstrating 
their effort, development and drive may well make you stand out from 
your fellow competitors.”

June Cory My Mustard
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66. What would you do to get that sale or do that deal? Delivering a box of 
products or something that can be handled, seen and read will always make 
an impression. 

67. Be creative. But make sure whatever you do to impress the judges reflects 
your business. 

68. Don’t assume the judges will have the time to look for information about you. 
They won’t.

69. Make it easy for the judges to understand the entry form. 

70. Don’t be afraid to use bullet points, they are an effective way of highlighting 
your key points, the judges may appreciate it instead of paragraph after 
paragraph.

71. Get someone else to check your entry form, including someone who doesn’t 
know your business.

72. If you have staff, don’t be afraid to ask for input, their creativity might  
surprise you.

73. Check the awards final date and keep free. 

74. How can a business make the most of being shortlisted in or winning an award? 
You can put the news out on social media as well as in newsletters to your 
customers and of course on your website. Put a poster in your window too! 

75. Press releases to the local traditional media can also be picked up by the 
radio and TV. We even had a winner interviewed by Sky TV and several made 
the national press!

76. The key to gaining coverage from the press and media is to make your story 
interesting to the journalist or blogger who is receiving it. The award win may 
only be a part of your strategy to gain media attention. One of our awards 
finalists - a man who sells ice creams from a bicycle - gained a lot of coverage 
because of what he does.

77. Journalists are trained to answer five topline questions: How? Why? When? 
Where? and What? How did you win the award? Why did you enter? When 
was the awards night? (Remember to act fast when you win. They won’t be 
interested in news that is weeks old). Where was the awards night held?  
And what did you win?

PR possibilities

“We’re all proud of our achievements, but it’s not just about what 
you’ve achieved, more about the wider positive outcomes that result 
from it. Focus on explaining and illustrating these positive outcomes 
as well and most importantly, back it all up with solid, easily digested 
evidence! When it comes to the actual entry forms, think out-of-the-
box and set yourself apart from all the other entrants…only you will 
know how you can do that! Good luck!”

Toma Habashi Silvertoad
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78. Send a picture... or a video. Many newspapers have done away with large 
photographic teams but still have lots of space to fill. If you send them an 
interesting image, it stands a good chance of making the story you send them 
almost impossible to ignore.

79. If you are planning to send pictures, make sure everyone involved is happy to 
be involved. Get their permission in writing.

80. Get your timing right. Check when your local newspaper goes to press and 
get it to them in plenty of time. 

81. Don’t forget to check the reporter has received your email. If not, send it to 
them again. 

82. Social media. News of award wins can be used on social media more than 
once to extend the shelf life of your news. 

83. Often less is more, that’s why twitter is so successful.

84. Follow up opportunities. When you’ve been shortlisted or won an award 
make the most of it. How about organising an event with the local MP to 
follow up. Again, it can be turned into a press release, a blog and used on 
social media to extend its shelf life and your company’s exposure to new 
markets and customers.

85. Keep moving forward. Once your mantelpiece is straining with all the 
silverware, you should consider becoming an awards sponsor.

86. The SME community is a major target market for serious businesses. SMEs 
are an engine of growth in the UK and sponsoring awards are a targeted way 
of reaching businesses focused on success.

87. The public sector is also interested in engaging with the SME community. 
Essentially they need to access companies that are willing to engage and 
awards entrants are invariably those kind of people.

88. Large companies, too are looking to engage with SMEs to have access to 
information and contacts. Awards are a different route to market.

89. Sponsors have also been known to use awards as a retention tool. They will 
contact clients and ask them if they have thought about entering. 

90. Awards nights are an excellent way to bond with clients by taking them for a 
good old fashioned knees-up.

Moving up to 
becoming a 
sponsor
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ACKNOWLEDGEMENTS

Normally you will find acknowledgements towards the front of a book, but we decided to do 
it differently and put it in the back so it would stand out (Top Tip!).

The other reason is we believe in keeping the best ‘til last and so a HUGE thank you goes to 
the following for their input, expertise and in some cases their sheer madness.

Amy Anderson • Claire Martin • David Tooley • Dean Walters, Herts and Essex News 
Diana Sterck, Merton Chamber of Commerce 
Frances Rutter, Epsom and Ewell Borough Council • Georgia Green 
Hannah Staunton, Gatwick Airport • Helen Clark Bell, Love Wimbledon 
Ian Cording, FM Group • Jack Willis • Jackie Cummins 
Jamie Stevenson, South Thames College • Jeff Selden - Partner, Assurance & Business Services 
Joe McGrath, Liverpool John Moores University • June Cory, MyMustard 
Katrina Sargent • Natasha Mason • Nicola Shepherd, Cross • Phoebe Cummins 
Ryan Higginson, Pitney Bowes • Sarah Smits, Ashbourne Insurance 
Seamus O’Brien, Liverpool John Moores University 
Sue Munn, Bedford Chamber of Commerce 
Suzy Wood, Centre Court Shopping 
Apologies if we have left you out - it wasn’t deliberate honestly.

OUR BUSINESS

As a company that specialises in awards, the following are some of the awards 
we are involved with:

smenationalbusinessawards.co.uk • bedfordshireawards.co.uk • buckinghamshireawards.co.uk 
cambridgeshireawards.co.uk • hertfordshireawards.co.uk • northamptonshireawards.co.uk 
surreyawards.co.uk • businessawardslondon.co.uk • smecoventrywarwickshireawards.co.uk 
mertonbestbusiness.co.uk • bedsfoodanddrinkawards.co.uk • hertsfoodanddrinkawards.co.uk

Should you wish to be kept updated with our latest awards e-newsletters please send an email 
to georgia@eventsandpr.co.uk with e-newsletter in the subject line and which county you are in.
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EXPERTS IN ENTRIES

As business people we use expertise anytime we need it. If writing awards submissions is not 
‘your thing’ then the following professionals can assist you and are experts in their field:

the business awards 
entry experts

reflectionpr.co.uk

SME Bedfordshire SME Hertfordshire SME Coventry & Warwickshire
SME London SME Cambridgeshire SME Buckinghamshire
SME Surrey SME Northamptonshire SME National

NEED HELP TO 
‘TELL YOUR STORY?’

best of both
worlds

i n s p i r at i o n a l p r &  e v e n t s m a r k e t i n g

m: 07775 562 662   e: mar ycsykes@aol.com
http://uk. l inkedin.com/in/mar ycsykes       @mcsykes

Mary C. Sykes, B.A.
Director
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The Old Boardroom, Collett Road, 
Ware, Herts SG12 7LR

Tel: 01920 444914  Mob: 07775 562662  
email: Marycsykes@aol.com

uk.linkedin.com/in/marycsykes
Twitter: @MCSykes

BOBW Ltd has been helping 
SME businesses raise their profile by 
telling their stories for over 15 years.

Call us 
to explore 

how we can 
help tell 
yours!



“This is essentially your best marketing document - treat it as such. You 
wouldn’t send anything to print if it hadn’t been proof read and viewed 
with different eyes.  Make sure it makes sense to an ‘outsider’.”

Helen Clark Bell Love Wimbledon

“Keep it simple, remember we don’t know your business, 
keep your answers concise, which are clearly linked to the 
question being asked. Bullet points are also good when 
you have a number of points you are trying to get across.”

Jamie Stevenson South Thames College

Events and PR Limited
Unit 3 Furtho Manor Farm l Northampton Rd l Old Stratford l MK19 6NR
Telephone 01908 542 720 l www.eventsandpr.co.uk

“Spend some time thinking about how you would answer the 
questions, be clear what you are applying for in your answer. 
Present your answer in a professional manner.”

Joe McGrath Liverpool John Moores University

“Tell a story - it will be far more interesting than facts and figures. 
People love to know why you succeeded, not just how.”

Graham Buck Federation of Small Businesses


