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	[Organization Name]

	[Date Submitted]


[Transmittal Letter – Insert Organization’s Letterhead if desired and remove this note]

(Date)

Mr. Robert Bowles

Executive Director

US Senate Productivity and Quality Award 
   for Virginia
PO Box 6099

Suffolk, Virginia 23433

Dear Mr. Bowles,

[Organization Name] is pleased to submit its Discovery Self-Assessment for the Examination Team’s review and feedback.

[optional text for the organization – remove ]

Sincerely,

Organizational Profile
The Organizational Profile is a snapshot of your organization, the key influences on how you operate, and the key challenges you face.  Insert your response and related graphics if applicable at the end of each question or question set.

1.   Organizational Environment
a. What are your organization’s main product offerings? What is the relative importance of each to your organizational success?  What mechanisms do you use to deliver your products?  
b. What are the distinctive characteristics of your organizational culture? What are your stated purpose, vision, values, and mission?  What are your organization’s core competencies and their relationship to your mission?  
c. What is your workforce profile? What are your workforce or employee groups and segments? What are their education levels? What are the key elements that engage them in accomplishing your mission and vision?  What are your organization’s workforce and job diversity, organized bargaining units, key workforce benefits, and special health and safety requirements?  
d. What are your major facilities, technologies, and equipment?  
e. What is the regulatory environment under which your organization operates? What are the applicable occupational health and safety regulations, accreditation, certification, or registration requirements, industry standards, and environmental, financial, and product regulations?  
2.   Organizational Relationships
a. What are your organizational structure and governance system? What are the reporting relationships among your governance board, senior leaders, and parent organization, as appropriate?  
b. What are your key market segments, customer groups, and stakeholder groups, as appropriate? What are their key requirements and expectations for your products, customer support services, and operations? What are the differences in these requirements and expectations among market segments, customer groups, and stakeholder groups?  
c. What are your key types of suppliers, partners, and collaborators? What role do these suppliers, partners, and collaborators play in the production and delivery of your key products and customer support services? What are your key mechanisms for communicating with suppliers, partners, and collaborators?  What role, if any, do these organizations play in implementing innovations in your organization?  What are your key supply chain requirements?  
3.   Competitive Environment 
a.
What is your competitive position? What are your relative size and growth in your industry or markets served? What are the numbers and types of competitors for your organization?  
b.
What are any key changes taking place that affect your competitive situation, including opportunities for innovation and collaboration, as appropriate?  
c.
What are your key available sources of comparative and competitive data from within your industry? What are your key available sources of comparative data from outside your industry? What limitations, if any, are there in your ability to obtain these data?  
4.   Strategic Context
What are your key business, operational, societal responsibility, and human resource strategic challenges and advantages?  
5.   Performance Improvement
What are the key elements of your performance improvement system, including your evaluation, organizational learning, and innovation processes?  
1. Leadership
The Leadership Category examines how your organization’s senior leaders’ personal actions guide and sustain your organization. Also examined are your organization’s governance system and how your organization fulfills its legal, ethical, and societal responsibilities and supports its key communities.

a. Describe how senior leaders’ actions guide and sustain your organization. Describe how senior leaders communicate with your workforce and encourage high performance.

Response:  
b. Describe your organization’s governance system and approach to leadership improvement. Describe how your organization ensures legal and ethical behavior, fulfills its societal responsibilities, and supports its key communities.
Response:  
1. Leadership Feedback (Examiners Only)
a. Describe how senior leaders’ actions guide and sustain your organization. Describe how senior leaders communicate with your workforce and encourage high performance.

Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity.  FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 
 FORMCHECKBOX 

Other:  
Key Examiner Observations:
b. Describe your organization’s governance system and approach to leadership improvement. Describe how your organization ensures legal and ethical behavior, fulfills its societal responsibilities, and supports its key communities. 
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity.  FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:

2. Strategic Planning
The Strategic Planning Category examines how your organization develops strategic objectives and action plans. Also examined are how your chosen strategic objectives and action plans are implemented and changed if circumstances require, and how progress is measured.

a.
Describe how your organization establishes its strategy to address its strategic challenges and leverage its strategic advantages.  Summarize your organization’s key strategic objectives and their related goals.
Response:  
b.
Describe how your organization converts its strategic objectives into action plans. Summarize your organization’s action plans, how they are deployed, and key action plan performance measures or indicators. Project your organization’s future performance relative to key comparisons on these performance measures or indicators.
Response:
2. Strategic Planning (Examiners Only)
a. Describe how your organization establishes its strategy to address its strategic challenges and leverage its strategic advantages.  Summarize your organization’s key strategic objectives and their related goals.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
b. Describe how your organization converts its strategic objectives into action plans. Summarize your organization’s action plans, how they are deployed, and key action plan performance measures or indicators. Project your organization’s future performance relative to key comparisons on these performance measures or indicators.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 
 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
3. Customer Focus
The Customer Focus Category examines how your organization engages its customers for long-term marketplace success.  This engagement strategy includes how your organization listens to the voice of its customers, builds customer relationships, and uses customer information to improve and identify opportunities for innovation. Note for Education and Health Care Participants: The Criteria for Education focuses on Students and Stakeholders in lieu of “Customers”, and your responses to this Category should address the questions in this way. The Criteria for Health Care focuses on patients, and other customers, and your responses to this Category should address the questions in that way.
a.
Describe how your organization listens to your customers and gains satisfaction and dissatisfaction information.
Response:  
b.
Describe how your organization determines product offerings and communication mechanisms to support customers.  Describe how your organization builds customer relationships.
Response:  
3. Customer Focus (Examiners Only)
a. Describe how your organization listens to your customers and gains satisfaction and dissatisfaction information.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
b. Describe how your organization determines product offerings and communication mechanisms to support customers.  Describe how your organization builds customer relationships.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
4. Measurement, Analysis, and Knowledge Management
The Measurement, Analysis, and Knowledge Management Category examines how your organization selects, gathers, analyzes, manages, and improves its data, information, and knowledge assets and how it manages its information technology. The Category also examines how your organization uses review findings to improve its performance.

a.
Describe how your organization measures, analyzes, reviews, and improves its performance through the use of data and information at all levels and in all parts of your organization.
Response:  
b.
Describe how your organization builds and manages its knowledge assets.  Describe how your organization ensures the quality and availability of needed data, information, software, and hardware for your workforce, suppliers, partners, collaborators, and customers. 
Response:  
4. Measurement, Analysis, and Knowledge Management
(Examiners Only)
a. Describe how your organization measures, analyzes, reviews, and improves its performance through the use of data and information at all levels and in all parts of your organization.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
b.
Describe how your organization builds and manages its knowledge assets.  Describe how your organization ensures the quality and availability of needed data, information, software, and hardware for your workforce, suppliers, partners, collaborators, and customers. 
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
5. Workforce Focus
The Workforce Focus Category examines your ability to assess workforce capability and capacity needs and build a workforce environment conducive to high performance.  The category also examines how your organization engages, manages, and develops your workforce to utilize its full potential in alignment with your organization’s overall mission, strategy, and action plans. 

a.
Describe how your organization manages workforce capability and capacity to accomplish the work of the organization. Describe how your organization maintains a safe, secure, and supportive work climate.
Response:  
b.
Describe how your organization engages, compensates, and rewards your workforce to achieve high performance. Describe how you assess workforce engagement and use the results to achieve higher performance.  Describe how members of your workforce, including leaders, are developed to achieve high performance.
Response:  
5. Workforce Focus (Examiners Only)
a. Describe how your organization manages workforce capability and capacity to accomplish the work of the organization. Describe how your organization maintains a safe, secure, and supportive work climate.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
b.
Describe how your organization engages, compensates, and rewards your workforce to achieve high performance.  Describe how you assess workforce engagement and use the results to achieve higher performance.  Describe how members of your workforce, including leaders, are developed to achieve high performance.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
6. Operations Focus
The Operations Focus Category examines how your organization designs, manages, and improves its work systems and work processes to deliver customer value and achieve organizational success and sustainability. Also examined is your readiness for emergencies.

a.
Describe how your organization designs, manages, and improves its work systems to deliver customer value, prepare for potential emergencies, and achieve organizational success and sustainability.
Response:  
b.
Describe how your organization designs, manages, and improves its key work processes to deliver customer value and achieve organizational success and sustainability.
Response:  
6. Operations Focus (Examiners Only)
a.
Describe how your organization designs, manages, and improves its work systems to deliver customer value, prepare for potential emergencies, and achieve organizational success and sustainability.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
b.
Describe how your organization designs, manages, and improves its key work processes to deliver customer value and achieve organizational success and sustainability.
Overall, based on what we read and given what we are looking for in Process Maturity and Applicability, the discussion we reviewed:
 FORMCHECKBOX 

Identified some systematic processes and/or methods, but on balance, did not help us understand their maturity.
 FORMCHECKBOX 

Identified some systematic processes and/or methods, and in some cases, maturity concepts were addressed.
 FORMCHECKBOX 

Identified many systematic processes and/or methods, but on balance, did not help us understand their maturity. 

 FORMCHECKBOX 

Identified many systematic processes and/or methods, and in some cases, maturity concepts were addressed. 

 FORMCHECKBOX 

Other:  

Key Examiner Observations:
7. Results
The Results Category examines your organization’s performance and improvement in all key areas – product and process outcomes, customer-focused outcomes, workforce-focused outcomes, leadership and governance outcomes, and financial and market outcomes. Performance levels are examined relative to those of competitors and other organizations providing similar products offerings.  

a. Summarize your organization’s key product performance and process effectiveness and efficiency results. Include processes that directly serve customers, strategy, and operations.  Segment your results by product offerings, by customer groups, and market segments, and by process types and locations, as appropriate. Include appropriate comparative data.

Response:

b. Summarize your organization’s key customer-focused results for customer satisfaction, dissatisfaction, and engagement.  Segment your results by product offerings, customer groups, and market segments, as appropriate. Include appropriate comparative data.

Response:

c. Summarize your organization’s key workforce-focused results for your workforce environment and for your workforce engagement. Segment your results to address the diversity of your workforce and to address your workforce groups and segments, as appropriate. Include appropriate comparative data.

Response:

d. Summarize your organization’s key senior leadership and governance and results, including those for fiscal accountability, legal compliance, ethical behavior, societal responsibility and support of key communities.  Segment your results by organizational units, as appropriate. Include appropriate comparative data.

Response: 

e. Summarize your organization’s key financial and marketplace performance results by customer or market segments or customer groups, as appropriate. Include appropriate comparative data.

Response:  

7. Results (Examiners Only)
Overall, based on what we read and given what we are looking for relative to Process Results, the discussion we reviewed led us to the following conclusion:
 FORMCHECKBOX 

Few if any results were provided in the six Discussion Areas/Categories.

 FORMCHECKBOX 

A few organizational performance results are reported in a few of the Discussion Areas/Categories.

 FORMCHECKBOX 

Organizational performance results are reported in most Discussion Areas/Categories.

 FORMCHECKBOX 

Sustained improvement in organizational performance results are reported in all areas/Categories.
 FORMCHECKBOX 

Other:

Key Examiner Observations:
Team Observation Summary
For each Discussion Area, the Examination Team has provided comments. The observations are submitted based on the information provided.  As such, the observations could be wrong because the description is inadequate. More than “what” the teams are looking for “how.”  The ability to articulate a complete story, even with opportunities for improvement demonstrates a level of maturity in understanding the connectivity of mature processes and results.

The Examination Team offers the following Summary Observations:
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