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2012 Case Study Scorebook Instructions
Do Not Change formats or forms; this includes font style (Arial) and size (11), paragraph spacing, section breaks, etc.
1. Worksheets are formatted with bullets and easy-to-use tables (follow instructions below).
2. Item Worksheets and other Scorebook elements are separated using Section Breaks—do not delete them!  If you want a page break within a section, use the “control-enter” key combination (or, Insert/ Break/Page break on tool bar).  This will preserve footers.

3. Check boxes  FORMCHECKBOX 
 :  Double click on the checkbox and change the default value from “not checked” to “checked” and click “OK” (e.g., the Independent Evaluation Deliverables Checklist).
4. Save (or “Save As”) this file to a secure location that you will not lose or forget!  Add your initials to the document name (e.g., “2012 Case Study Scorebook_xyz.doc”). 

5. Double click on the header above; Enter the Applicant Number (for the Case Study, enter 2012 Case Study); enter your name where requested, then close the header.  The document is set up to carry the same header from start to finish; ensure that every page contains the header information.

a. Tip: If you do not see the header, go to View and choose Print Layout. 

6. Enter the Applicant Number, your Name, and the total hours worked (when finished) on the cover page.
7. Allow text to wrap as you type.  Tab to move from one column to the next; tab from the final column to begin the next row.
8. Add, Copy/Move, or Delete rows.

a. Add a row:  tab from the final column; or use Copy/Paste to preserve pre-typed content.

b. Copy/Move a row (with text):  from the left-hand margin, highlight the row, Copy (Ctrl “C”); place cursor where you want the copied row and Paste (Ctrl “V”).  

c. Delete unused rows (save a tree!):  from the left-hand margin, highlight the row and Cut (Ctrl “X).
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Case Study Deliverables

Before you send the Case Study Scorebook to the Sterling Office:
1. ENSURE YOU HAVE COMPLETED THE FOLLOWING:

 FORMCHECKBOX 

Understanding the Organization Worksheet

 FORMCHECKBOX 

Completed Key Factors Worksheet inserted
 FORMCHECKBOX 

Item Worksheets for Items 1.1 (provided at Evaluating Applications), 2.1, 3.1, 4.1, 5.1, and 6.1
 FORMCHECKBOX 

Summary Item Worksheets for 1.2 (provided at Evaluating Applications), 2.2, 3.2, 4.2, 5.2, and 6.2
 FORMCHECKBOX 

Header has your name on every page

 FORMCHECKBOX 

Scorebook Cover Page filled in
2. SEND COMPLETE CASE STUDY SCOREBOOK TO THE STERLING OFFICE:   

Mail one printed copy of the Case Study Process Scorebook so that they arrive no later than Friday, October 14, 2011 to:

	With plenty of time….
	When only overnight will get it there!

	The Florida Sterling Council

P. O. Box 13907

Tallahassee, FL  32317-3907
	The Florida Sterling Council

501 South Calhoun Street

Carlton Building, Room 313

Tallahassee, FL  32399

Phone: 1-850-922-5316


3. Print and bring two (2) copies to Examiner Training in Largo, Fl.
Understanding the Organization Worksheet:

Read the TriView National Bank [Case Study] response to the Organizational Profile.  In bullet format, answer the following questions.

	1. What are the key elements of TriView National Bank’s organizational environment?


	2. What are the key elements of TriView National Bank’s organizational relationships?


	3. What are the key elements of TriView National Bank’s competitive environment?


	4. What are the top 3 strategic challenges TriView National Bank must address?



	5. What are the top 3 things TriView National Bank is doing exceptionally well?



Key Factors Worksheet:
Insert Key Factors provided here:
	Case Study General Comment Guidelines

	· Cover a single, complete thought that clearly states the Strength or Opportunity For Improvement (OFI).
· Key Factors determine the Criteria Areas to Address in each Item that are most relevant and important to the organization—no organization can ignore an entire Item.

· Focus on substantive Strengths and OFIs; prioritize into 5 to 8 key thoughts per Item.

· Identify Strengths and OFIs according to Criteria requirement, not where the applicant placed the response in the application. 

· Keep comments in Criteria order—both Strengths and OFIs.

· Use specific application and/or Criteria language.
· Use the organization’s terminology when appropriate.  For example, some refer to employees as team members; use this terminology rather than the generic “employee.” 
· Use a polite, professional, and positive tone.  Use active voice and present tense.
· Do not use the organization’s name or acronym; use “the organization.”  Refer to the organization as “it” not “they.”
· Be non-prescriptive.  Do not use words, such as, “should,” “would,” or “fail” in comments.
· Be non-judgmental.  Do not use terms, such as, “impressive,” “bad,” “ineffective,” “inadequate,” “outstanding,” etc.  State observations factually.

· Do not critique the application, writing style, or graphics.  Do not use phrases such as “should be addressed in Item 3.2,” or “is poorly described,” – maintain an objective evaluation.

· Do not start OFI comments with “Although” or “While.”

· Do not contradict other comments made elsewhere in the scorebook.

	


	 Case Study Comment Structure

	Criteria Reference

· Address the central Criteria requirements; do not go beyond the Criteria.  Include only the Criteria part or parts (specific language) that your comment addresses.
· Highlight the Criteria language.  Include the “how” or “what” answer, e.g., Senior leaders set and deploy vision and values to employees through a systematic communication process.  In the case of OFIs, be specific about the unaddressed Criteria Requirement—that is the opportunity.

	Example(s) of Approach, Deployment, Learning, and/or Integration (A,D,L,I)

· Specific organizational practices/processes/methods that respond to the Criteria requirements as described/presented in the application.

· Clearly indicates the organization’s approach (Strength), or the lack of an approach (OFI).  Give an example of what information is needed if something is “not clear” or “missing.”

	Importance/So-What

· State the relevance to the organization based on its Key Factors.  The Key Factor-based importance of a Strength is implied, but stating the connection helps show integration and conclude the comment.

· OFIs must include a so-what statement that describes the importance and/or consequence relevant to the organization’s Key Factors.


Item Worksheet—Item 1.1

Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Summary Item Worksheet—Item 1.2

Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:




Item Worksheet—Item 2.1
Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Summary Item Worksheet—Item 2.2
Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:




Item Worksheet—Item 3.1
Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Summary Item Worksheet—Item 3.2

Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:




Item Worksheet—Item 4.1 Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Item Worksheet—Item 4.2

Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:




Item Worksheet—Item 5.1 Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Item Worksheet—Item 5.2

Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:




Item Worksheet—Item 6.1 Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Item Ref.
	KF #(s)
	5-8 Comments:  Strengths and/or OFIs



	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	(+) Strength Criteria + how:

Example(s) of:

· A:

· D:

· L:

· I:


	
	
	(-) OFI Criteria requirement:

Example(s) of what’s not addressed:

· A:

· D:

· L:

· I:

So What:


	
	
	

	
	
	


	Key Expected Results (Based on your Strength/OFI comments)
	Why are these Results important? (Integration)
	Do Results provided in Category 7 support your Strength/OFI comments? (Yes/No)
	Comments

	
	
	
	

	
	
	
	


Summary Item Worksheet—Item 6.2

Note: This worksheet is only for use in the Case Study.  Its purpose is to familiarize Examiners with the Criteria requirements, reinforce the significance of Key Factors, and provide an opportunity to demonstrate writing skills.
	Read the Item requirements in the 2012-2013 Sterling Criteria for Performance Excellence.  In bullet format, SUMMARIZE the key Item requirements:




Key Factors:  Copy/paste only the 4-6 most important Key Factors relevant to this Item.  Enter one Key Factor and its number per row.
	
	

	
	

	
	

	
	

	
	

	
	


	Read the TriView National Bank [Case Study] response to the Item.  Provide a narrative PARAGRAPH that summarizes the bank’s response to the Item requirements considering the most relevant key factors:













Scorebook Instructions

