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GUIDANCE: PERSONAL INFORMATION AND WHERE TO SEND THE FORM
Please complete all relevant boxes on the nomination form.   Please fill in as many boxes as possible.  If you do not know the answers to some questions, or cannot get the answers without great difficulty, please insert N/K. Please could you type your answers and submit your form by e-mail if possible to the address given below.
Box 1
Please indicate whether your candidate is a State servant (a government official) or a non-State servant (a member of the public).  Please note: if your candidate is a State servant in a foreign government, he/she will not be eligible for a UK honour.  

Box 2 

Please indicate the suggested timing of the award. 
Box 3
Please insert the candidate’s surname in capital letters and if possible all given names, (including previous names if known) together with the title or status by which he/she is commonly known, for example  Professor, Mr, Mrs, Ms, Miss, Dr, Captain, Sister, etc.

Box 4
Please insert the honour you are recommending the candidate for.  If you do not know which honour may be appropriate, you can leave this box blank. An explanation of the different levels and the criteria to consider can be found here: Directgov.gov.uk
Box 5
Please insert the candidate’s current citizenship(s) or nationality/ies.  If you believe the candidate may be a dual national (hold more than one nationality or citizenship) please say so. 

Box 6
Please insert the candidate’s date and place of birth, if known.  

Box 7
If the candidate is a UK State servant, please give details of his/her position and rank/grade. If the candidate is a non-State servant, please include their job title or position (for example, Managing Director, teacher, retired) and the organisation they work for.

Box 8
If the candidate is not a State servant, please indicate the services for which you are recommending them, for example “Services to disadvantaged children in …….”. 

Box 9
For State servants, please insert the total length of State service, followed by the length of service in the present grade.  Where the recommendation is for services in one particular appointment, please insert the length of time of that appointment.  For non-State servants, please insert the total length of service in the position(s) to which your nomination refers.

Box 10
If the candidate is a State servant, please insert the expected date of departure from their current job.  If the candidate is not a State servant and is expected to leave within the next 2 years, please insert their expected date of departure.  If there is a specific reason why a nomination should be included in a particular round, please include this with the grounds for nomination in box 20.

Box 11
If you are aware of any occasions on which the candidate has previously been unsuccessfully recommended for the proposed, or any other, award, please indicate the year and the List here.

Box 12

If you know that the candidate already holds any British or foreign honours, please include the details here, if possible with the year of their award (if known). As an example of where to search you could try the following for information on past awards: Directgov.gov.uk or The London Gazette
Box 13 

Please insert the candidate’s address, telephone number and e-mail address here.  Successful candidates have to be contacted about their award within a very tight timeframe, so this information can be crucial.
Box 14

If you or your colleagues are recommending more than one candidate at the same level or for similar services, please give an order of preference (ie 1, 2, 3) for each one.  If you do not give an order of preference it may make it more likely that none will be successful. You will though need to complete a separate form for each candidate.

Box 15

If your candidate is a State servant, please insert his/her grade if known, here.

Box 16

Please include your details here.  

Box 17

Please insert the date on which you submit your form.

Box 18

Please include the group the candidate identifies with.  This information is for monitoring purposes only.
Box 19
Please indicate which group you identify with. This information is for monitoring purposes only.

Box 20
Please indicate if this includes you or the candidate. This information is for monitoring purposes only.
SENDING IN YOUR COMPLETED FORM
If you live overseas you can send your completed form to your nearest British Diplomatic Mission who will forward this to London.  Or you can send your completed form direct to Royal Households & Honours Secretariat, either by post or by e-mail:

Royal Households & Honours Secretariat

Foreign and Commonwealth Office

Room 1/57
Old Admiralty Building
London 

SW1A 2PA

E-mail:  Honours.Secretariat@fco.gov.uk
If the nomination is being made by a British Diplomatic Mission overseas, the completed nomination form should be sent to the Secretariat by internal e-mail.

Royal Households and Honours Secretariat

April 2012 


