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2023 Cairns Chamber of Commerce Business 
Excellence Awards How to Enter Guide 
 
1. Confirm that you are eligible to apply. 

 
2. Choose the category you are going to enter. 

 
3. Download the Microsoft Word version of the 2023 Written Submission 

Questions. 
Use this document to draft your responses to the criteria of the category that you are 
entering. 
 
4. Review the Writing and Judges Tips. 
 
5. Check out our FAQ page.  
Have any questions about the awards program? If is likely that the same questions 
have been asked in the past. Alternatively, please do not hesitate to contact the 
awards committee. 
 
6. Once you are satisfied with your answers, you are ready to start your 

online application on Award Force.  
To be considered for the 2023 Business Excellence Awards, you must submit your 
application via the online portal. 

 
7. Register or Login to Award Force.  
If you have participated in the Business Excellence Awards before, you will be able to 
login to your old account. 

 

https://www.cairnschamber.com.au/BEXAwards/eligibility
https://www.cairnschamber.com.au/BEXAwards/categories
http://www.cairnschamber.com.au/files/media/original/6f5/bcf/f55/2023-Written-Submission-Questions.docx
http://www.cairnschamber.com.au/files/media/original/6f5/bcf/f55/2023-Written-Submission-Questions.docx
https://www.cairnschamber.com.au/files/media/original/6f6/420/4ab/2023-Judges-Tips.pdf
https://www.cairnschamber.com.au/BEXAwards/faqs
https://www.cairnschamber.com.au/BEXAwards/contact-us
https://bexawards.awardsplatform.com/
https://bexawards.awardsplatform.com/
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8. Once logged in, click “Start Entry” to commence your application.  

 

Please note, if you are logging into your old account, make sure you select the correct 
Awards program from the top left-hand corner of your screen. 

 

9. Select Your Award Category 
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10. Confirm Your Contact / Eligibility Information 

 

For Businesses, this includes: 
• Name of Primary Contact Person for this Application, including their email 

address and phone number. 
• Business Trading Name - this is the name that will be used in all media, 

marketing and promotional materials. 
• Current ABN.  
• Confirmation that your business has been in operation for 12 months or more 

as at 1 July 2023. 
• Confirmation that your business has a registered address in the Cairns Local 

Government Area (LGA) 

For Emerging Leaders, this includes: 
• Name of the Emerging Leader – this is the name that will be used in all media, 

marketing and promotional materials. 
• Email address and phone number of Emerging Leader 
• Confirmation that they are aged 18 – 35 as at 31 December 2023. 

Please note, the information provided within this tab will not be viewed by the judges. 
This information is for the sole use of the awards committee. 
 

11. Copy-and-paste your responses into the Award Criteria boxes 
provided 

 

 

Your response should include reference to each of the guiding questions on the right, 
however you do not have to answer them in the order in which they are listed.  

When formulating your response to the criteria with the highest weighting, consider: 
What do you do? How do you do it? What are your results? How have these results 
contributed to your business's success? Why are you exceptional?  
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If a sentence starts with, "You may wish to consider", these are simply suggestions to 
guide your thinking and responses. If they are not relevant to your business, you do 
not have to answer them. 

You will notice that each criteria box has a word limit. This is not a challenge. If you 
feel you have already fully answered the question, there is no need to keep going. 
Remember – quality over quantity. Use headings, dot points, space between 
paragraphs and keep it simple and concise.  

 

12. Format your responses. 
• When you type or cut-and-paste your responses into Award Force, normal 

Word style formatting may not apply. 
• Award Force uses a system called ‘Markdown’ for content formatting across 

the system. 
• CLICK HERE for instructions about how to create Headings, Bold, Italics, Bullet 

Points, Lists and Line Space using Markdown text. 

 

13. Complete the Marketing Information 

 
Please note, the information provided within this tab will not be viewed by the judges. 
This information is for the sole use of the awards committee. 
 

14. Submit your entry by 5.00pm AEST, Wednesday 23 August 2023. 
TICK the final acceptance checkbox and CLICK “Submit entry”. 

 

  
 

https://support.awardforce.com/hc/en-us/articles/207384793-Using-Markdown-Linking-documents-websites-adding-images-and-stylising-text
https://support.awardforce.com/hc/en-us/articles/207384793-Using-Markdown-Linking-documents-websites-adding-images-and-stylising-text

