Completing the administration fields on the citation form
Section 1 – About the nominee

· Apart from the name and title fields, please ensure the DOB field is completed.

· Post Nominals: If you happen to know that they already have an honour, please express as a post-nominal, e.g. MBE
· Please ensure the Nationality field is completed. If you’re not sure of their nationality but you do know that they are not British, tick the ‘foreign national’ box and let us know when you’re providing your honours nomination form and try to establish their nationality as soon as possible. Nominees who aren’t British citizens will receive what is known as an honorary honour.

· Complete the address; contact number and e-mail address (if known) fields. This should be the nominee’s home address; telephone/personal mobile number, and their personal e-mail address, not their work contact details.

· Complete the ‘Nominee’s origin’ field. This helps the Department and Cabinet Office compile accurate diversity statistics.
Section 2 - Citation
· Please complete the Short Citation. It should contain the person’s grade/job title, followed by ‘For services to [insert the area of their contribution – e.g. ‘border security’ or ‘helping those affected by domestic abuse’]

· Long citation: 3,000 characters (with spaces) is the maximum across the ‘long citation’ and ‘Voluntary and charitable services’ fields combined. It’s easier to edit the text in a Word document and check the length in Word’s ‘Review’ function before cutting and pasting it into the form. If the citation is longer, any additional characters will be cut off at the next stage, so we will need to return the form to you to cut.

· ‘Time in current role’ and ‘time in voluntary and charitable service’- please round up to the nearest year as you should only enter two digits. For civil servants, put the length of time as a civil servant in the ‘time in current role’ field.

· Please complete the ‘Leaving Post’ field if your nominee is leaving/retiring from the post they are being nominated for, so we know when it is the nominee’s last chance to be considered for that work. This should be within a year of their departure from the role.

· The ‘For State Committee nominations only’ part is only for nominations for civil servants. Please include ‘Grade’ e.g. HEO. Put the length of time in that grade in the ‘Length of service (in grade)’ field. Please enter two digits only. 

Section 3 - About the nomination

· ‘Honours round’: Please only use two digits, e.g. for New Year 21, just insert ‘21’

· ‘Priority rating’: Please leave blank - the Home Office Honours Team will add this later.

· ‘Committee’: Check the ‘State Committee’ box for civil servants; for people doing predominantly charity/voluntary work, check the ‘Community and Voluntary Service Committee’ box; for the Fire and Rescue Service, Police Service and other paid roles in the public sector, check the ‘Public Service Committee’ box. You can contact your Honours Liaison Officer or the Home Office Honours Team if you are not sure which Committee your nominee will be considered by.

· ‘Public nomination’: Please leave this unchecked. The Home Office Honours Team will check if a nomination has come through the Public Nomination route via Cabinet Office.

· ‘Support from other departments’. Please only enter the name of a government department; Local Authority or a well-known organisation, e.g. the Refugee Council.
