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I N T R O D U C T I O N

Welcome to	Your	Submission	Guide

Congratulations on taking the first step towards entering the Hotel
& Hospitality Expo Saudi Arabia Awards 2026. This guide walks you
through the complete submission journey on Awards Force, from
creating your account to submitting your final entry.

Register an
account

Complete &
submit your entry

Await the judges'
decision

You can save your progress at any point and return to finish later, right up
until the deadline.

B E F O R E  Y O U  B E G I N

Read the eligibility criteria

Make sure your nomination meets the
requirements before you start.

Prepare your supporting documents

Gather logos, photos and files in advance to
save time later.

Save your progress anytime

You can leave and return to your entry before
the deadline.

One submission per category

A separate entry is required for each award
category.



01 Create Your	Account S T E P  1  O F  1 4

P U R P O S E

Create your Awards Force account using a
valid email address.

W H A T  T O  D O

1 Enter your email address

2 Click Continue

3 Check your inbox for a verification code

TIP

Use an email address you check regularly —
every update about your entry will be sent
here.



02 Verify Your	Email S T E P  2  O F  1 4

P U R P O S E

Confirm your email address to activate your
account.

W H A T  T O  D O

1 Open the verification email

2 Copy the 6-digit code

3 Enter the code and click Continue

TIP

Can't find the code? Check your spam or
junk folder before requesting a new one.



03 Complete Registration S T E P  3  O F  1 4

P U R P O S E

Add your personal and organisation details to
finish setting up your account.

W H A T  T O  D O

1 Enter your first and last name

2 Create a secure password

3 Agree to the terms and complete
registration



04 Home Dashboard S T E P  4  O F  1 4

P U R P O S E

Your dashboard is where you manage every
entry you submit.

W H A T  T O  D O

1

2

3

TIP

Review the eligibility and important dates

Check the status of any existing entries

Click Start Entry when you're ready

You can save your progress at any time and
return to this dashboard before the
deadline.



05 Start a	New	Entry S T E P  5  O F  1 4

P U R P O S E

Select the award category that best matches
your submission.

W H A T  T O  D O

IMPORTANT

One submission is required for each award
category you wish to enter.

1 Open the category dropdown

2 Select your chosen category

3 Enter a clear entry name



06 Receive updates	on	your	entry S T E P  6  O F  1 4

P U R P O S E

Stay updated on your entry,

W H A T  T O  D O

1 Select yes from the higlighted box to
receive updates.



07 Review Category	Information S T E P  7  O F  1 4

P U R P O S E

Understand exactly what judges are looking
for before you continue.

W H A T  T O  D O

1 Read the full category description

2 Note the judging criteria listed

3 Download the reference PDF if needed

TIP

Once you click Save + Next, you can
complete the remaining tabs in any order.

4 Click Save + Next to continue



08 Complete Nominator	Details S T E P  8  O F  1 4

P U R P O S E

Provide the details of the person submitting
the nomination.

W H A T  T O  D O

1 Enter the nominator's name and job title

2 Add company name and contact details

3 Select the country of residence

TIP

The nominator email will receive all official
correspondence relating to this entry.



09 Add Social	Media	Links	(Optional) S T E P  9  O F  1 4

P U R P O S E

Showcase your work by linking your social
media channels. This step is optional.

W H A T  T O  D O

1 Add your website and social handles

2 Leave any field blank if not applicable

3 Click Save + Next to continue

TIP

Adding your links is optional, but it helps us
tag and recognise you across our channels.



10 Complete Participant	Information S T E P  1 0  O F  1 4

P U R P O S E

Provide details about the individual, team or
property being nominated.

W H A T  T O  D O

1 Answer each required question

2 Stay within the word limits shown

3 Review your answers for clarity

REMEMBER

Required questions must be completed
before you can submit your entry.



11 Upload Mandatory	Documents S T E P  1 1  O F  1 4

P U R P O S E

Attach the required documents for your
chosen category.

W H A T  T O  D O

1 Confirm every mandatory field is complete

IMPORTANT

Any links must remain active throughout
judging. Temporary links such as
WeTransfer should not be used.



12 Upload Supporting	Documents S T E P  1 2  O F  1 4

P U R P O S E

Strengthen your entry with additional
supporting materials.

W H A T  T O  D O

1 Upload any supporting materials to your
entry

2 Paste links to any supporting videos

TIP

Strong supporting material helps judges
understand the full impact of your work.



13 Preview Your	Entry S T E P  1 3  O F  1 4

P U R P O S E

Review your full submission before sending it
in.

W H A T  T O  D O

1 Click Preview to see your complete entry

2 Check every section carefully

3 Return to any tab to make final edits

TIP

Ask a colleague to review your entry before
submitting, for a fresh pair of eyes.



14 Submit Your	Entry S T E P  1 4  O F  1 4

P U R P O S E

Send your completed entry for judging.

W H A T  T O  D O

1

2

3

REMEMBER

Confirm every section shows as complete

Click Submit Entry

Save your confirmation email for your
records

You'll receive a confirmation email once
submitted. If it doesn't arrive within 24 hours,
contact us at awards@hotel-hospitalityexpo.com.

mailto:awards@hotel-hospitalityexpo.com


Need Help?
If you experience any issues while completing your submission, our team is

happy to help.

awards@hotel-hospitalityexpo.com

We wish you the very best of luck with your entry.
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