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2015 Business Nomination Instructions 

Please type or NEATLY handwrite the nomination. Unreadable information may remove the 

nomination from consideration. 

 In filling out this nomination form, please be as descriptive as possible. Nominations 

with specific details that highlight diverse and non-traditional jobs/skills are strongly 

encouraged.  

1.  Business of the Year Category Descriptions 
a. Small Business: Fewer than 25 employees, local business 

b. Medium Business: 25 – 99 employees, local business 

c. Large Business: 100+ employees, local business 

d. Corporate: Business of any size with multiple locations across the state or 

nationally. Examples may include but are not limited to, supermarkets, pharmacies, 

chain box stores, etc. 

e. Not-for-Profit/Government Entity: This category may include local and state 

government agencies, not-for-profit agencies, schools, libraries, museums, etc. 

 

2. Section I – Person/Agency making the Nomination 
a. Please provide all the information requested, so that OPWDD can contact you 

directly if your nominee is selected. Please describe your connection with the 

business being nominated. 

 

3. Section II – Business/Employer Information 
a. Please provide the name of the business. If it is a corporation, please be sure to 

check with them for their actual corporate name. Include: 

i. The postal address of the business 

ii. The name of the person who should be contacted at the business should they 

be selected as a winner.  

iii. Email address of the business contact person 

iv. Telephone number, with area code  

b. Please check the total number of employees working in the business. Include full-

time and part-time employees in the count. 
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i. Please be sure to include the number of employees with developmental 

disabilities employed by this business. This often indicates a pattern of 

employment that can support this nomination. 

ii. Enter the Business’ Federal Employer Identification Number (FEIN). This is a 

9 digit code used to identify specific businesses as a taxpayer and for other 

legal and official purposes. You’ll need to ask the business for this number. 

Businesses with no employees and sole proprietorship may use their social 

security number for tax reporting, but businesses with employees MUST have 

a FEIN. 

iii. Discuss the willingness of the business, and the ease of working with them to 

assist individuals to become employed. 

iv. Be sure to include anything that you believe goes beyond what other 

businesses do and that is helpful in securing jobs for people with 

developmental disabilities. The judges need to understand why this business 

is worthy of recognition of their actions and attitudes toward employing 

people with developmental disabilities. 

c. Describe the nature of the business, what products it produces or services it 

provides. 

d. Describe how the employee’s work has contributed to the success of the business. 

Tell the judges why he/she is a valuable employee in this business. Include 

examples of how the employee performed well on behalf of the business to improve 

customer satisfaction, production, the work environment or other aspects of the work 

experience. 

e. Please provide the name of the individual’s direct supervisor and job coach. 

f. Please provide any other information that would strengthen this nomination and 

demonstrate the business point of view that hiring people with disabilities is a 

winning prospect. 

 

4. Section III – Employee Information 
a. Only one person per business may be included in the nomination. The Regional 

Office must verify the individual’s eligibility for OPWDD services in order for the 

nomination to be valid. 

b. Include the job title and a description of duties. All jobs are good candidates, 

however food service, cleaning, and copying jobs are examples of more 

traditional jobs. Judges tend to look for less traditional jobs or duties within 

the job description that demonstrate an individual’s ability to problem-solve, 

be creative, organize or contribute to the business processes. Be sure to 

mention any of these additional or non-traditional duties that the nominee 

performs. 

c. Include all of the information requested so that a nominee may be contacted directly 

should he/she be selected. 
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d. The employment MUST have been in effect with the same business for at least 12 

months at the time of nomination. Please include the number of years and months 

employed. 

e. Please include the number of hours the person is regularly scheduled to work each 

week. 

f. Please describe how the individual has become an integral part of the business 

workforce and contributed to the work of the company. Think of this as how the 

person has enhanced the the business by his/her actions. Try to include more than 

making the employer or co-workers happy. Consider the mission or “bottom line” of 

the company and how the employee contributes to that. 

g. Please describe the impact that having a job has had on a person’s life. It is 

especially powerful if the individual nominated can provide some indication, in his/her 

own words if possible, about the impact that work has made on his/her life. Give the 

judges a sense of how work in the community has empowered this person. 

 

5. Section IV – Attestation 
a. Please provide the signature and title of the person making the nomination. The 

attestation signature provides the first level of verification that the information 

provided is true and accurate. 

b. Please be sure to date the nomination form. Thank you! 


