Suggestions for Better District Civitan Awards Applications

Florida District Civitan

1. Awards applications should be brief and concise, allowing the judges to understand the results of your project.  Judges are normally non-Civitans from another service organization and may live outside your geographical area.  Therefore:
a. First spell out all acronyms with its first use, e.g. Civitan International Research Center (CIRC) and refrain from jargon.

b. Fully explain a project, since the judge may be unfamiliar with it.

c. Bullet points are more effective than lengthy, flowery paragraphs.

d. Detail all responsibilities and tasks performed by members.  "Directed volunteers, prepared ribbons, announced winners and presented all awards” is more descriptive than “volunteered at Special Olympics”.

e. Membership involvement is a major criteria in the judging.  They will be more impressed by 95% of the club working on the project for 20 than only 1 person working 200.
f. Capture all hours volunteered for planning and execution.

g. List the amount of money spent or raised.
h. Identify anything done to raise public awareness about your club, Civitan in general, or the project, including media attention.

i. Highlight the benefit to the people served.

2. Awards booklet: For easier differentiation between the many awards being submitted, use a clear front duo-tang or a small 1” or ½ binder (for larger entries) with a plastic sleeve on the front so your cover page shows; or affix a large label to the front.
a. Cover page/label should list the awards application and your club name.  If you’re submitting more than one application for the same award, put the name on the project on the cover page as well. E.g.

Outstanding Service to the Community
Florida Civitan Club
Blankets for County Homeless Shelter

b. Awards application form would follow the Cover Page.

c. Include supporting materials behind the application, such as photos, programs, press releases or news articles, etc.  Many clubs insert these into clear plastic sheet protectors if they do not easily fit.

3. Photos are worth a thousand words. For project applications:

a. You do not need lots of photos; just enough to give the judges an idea of the project and the work that went into it.  

b. They do NOT have to be in fancy “Creative Memories”/scrapbooking format, but should be presented neatly, preferably on 8 ½ x 11 paper.  Many clubs insert multiple digital photos onto a letter size document and print on regular paper.  

c. Comments explaining the photos are helpful.

4. For total categories like Total Community Service:

a. Include the summary sheet before detailing each project.

b. Use dividers or index tabs to separate each project or create an index at the front and number your pages to correspond. You may find dividers or tabs easier as you can add pages and supporting materials as you go along.

c. A project may only be listed in one total category

