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Writing an honours citation

Nominations should start with a strong sentence that sets out why your nominee should receive an Honour and grabs the reader’s attention. The long citation is your opportunity to set out a compelling story for your nominee. Please remember that the long citation should not exceed 3,000 characters (with spaces) – you can check this in a Word document ‘Review/Word Count’ function. Please use plain English, so your nomination can be understood by someone who is not a specialist in your nominee’s area of work/voluntary service.
Talk about the nominee’s key achievements. If you have several good examples, use two or three of the most recent and relevant.

· Focus examples of work and achievement from the last five years or the nomination may seem dated.
· Highlight how your nominee’s contribution has affected the organisation or community and the outcomes of their activity.
· Provide relevant facts and figures to show the impact your nominee has had and evidence the nominee has gone above and beyond what is expected of their usual role.
· Highlight what your nominee has done differently. Honours Committees are keen to hear about innovative projects and new approaches; don’t be afraid to emphasise how the nominee has challenged the status quo.

· The successes of the nominee’s organisation or team might be relevant, particularly if your nominee has had a leading role; but remember to focus on what your nominee’s personal contribution has been, i.e. ‘He/she did’ - not ‘they did’. 

· Only include information about your nominee’s education or early life where it’s relevant to the nomination. You can talk about their earlier career or activities if this gives context or demonstrates a sustained contribution.
· Please don’t list job titles or roles without indicating your nominee’s contribution.

· Please don’t use unsubstantiated comments on the nominee’s performance
· Please don’t use valedictory comments at the end of the citation. The time you’ve taken to compose a nomination is evidence that you believe the nominee is worthy of an honour.
· Spell out acronyms and avoid using words or expression that a non-specialist wouldn’t understand. Where you need to use technical terms, you can. You should explain what they mean the first time you use them as simply as possible.

· Use ‘his/her’ and ‘he/she’ instead of the nominee’s name. This is a convention for honours citations and uses less characters than someone’s name
· Keep your sentences short - no more than 15 to 20 words.

· Don’t put in paragraph breaks or bullet points as this uses up character spaces
Voluntary and charitable contribution field
This should describe your candidate’s charitable or voluntary contribution – which may form the majority of the nomination or may be in addition to a contribution in a paid role, for example. Activity done in the nominee’s own time which is not paid for should go in this section. A wider contribution will make a strong story for your nominee even more compelling. If you don’t know whether the nominee carries out any voluntary/charitable work, please add N/K in the box.
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.

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 ‘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. Please stick to the limit – it helps save us a lot of time.
· ‘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
· ‘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.
Letters of support and validation of nominations
Letters of support

If you do not have enough information, letters of support can provide useful additional resources. Try to identify the right person to talk to and request specific information which will supplement the information you already have, so you don’t receive a letter stating how pleasant or deserving the candidate is but without useful, additional evidence. Letters of support are only seen by the internal Home Office Honours Panels. We cannot submit them to Cabinet Office so any useful information needs to be incorporated into the citation form.

Consider asking for letters of support from:

· A senior person in the organisation or community that your nominee works with

· Someone who regularly works with your nominee
Ask for letters that:

· Include significant, recent achievements your nominee has made (generally from the last five years, unless part of the story is about a long-term voluntary contribution or charity work)
· Describe the impact that the person has had on their organisation or community
· Confirm that the person is doing what they are being nominated for and that they are known to the organisation they are associated with (see ‘Validation’ below) 

Support from other departments

If you have supporting comments from other areas of government or partner organisations, list them in the ‘Support from other departments’ box. If you have copies of emails or letters offering support for your citation, please provide them to the Honours Liaison Officer when sending them your nominee’s citation, making sure that any key information is incorporated in the citation.
Validation

Cabinet Office requires departments to validate their candidates. This ensures that if a nominee is recommended for an honour, no negative information comes to light about them subsequently which may bring the honours system into disrepute.

We need assurance that the nominee is carrying out/has carried out the work in the citation. If you don’t have a letter/letters of support from organisations the nominee works closely with which confirms this, the Home Office honours team will need you to seek written verification, in the form of an e-mail (or letter) from the organisation(s) concerned. 

Nominators who contact an organisation for verification (or letters of support) should take care not to accidentally speak to the nominee when making enquiries.

Please ensure we have the following correct personal details of the nominee: full name; date of birth and home address. When Cabinet Office carries out checks or contacts the nominee, it is important the correct details have been provided (e.g. to avoid issues with duplicate/very similar names). A personal email address – one used solely by the nominee – is also very helpful.
Top Tips and other information
Top Tips

Do your research so you know what you want to say. If you have a clear idea about why you are nominating someone for an honour before you start to write the citation, it will be much easier to put it down on paper. A good nomination should vividly and precisely describe the difference your candidate’s contribution has made. Try to answer the following questions:
· What was the situation before they began?

· What is it now and why is it better?

· What makes your candidate different from others occupying the same role?

· When did they carry out their work?

· Why should they be recognised now? If the timing is a relevant factor - an anniversary, a

launch, completion of a project, closure of the organisation, a particular target reached or some other success - mention it in your nomination.

Discussing the nomination

You can (and should) contact people who know your candidate, such as people at their workplace or their previous managers – it is a myth that honours nominations cannot be discussed. As long as you stress that your conversation is confidential and that nothing can be guaranteed regarding an award, feel free to speak to whoever is required to get the relevant information to enable you to present the strongest possible case for the person you are nominating. The only person you shouldn’t talk to is the person that you are nominating.

Other Information

· If this is your nominee’s second honour: First, check that any previous honour was received at least 5 years ago, and that your new nomination is not covering the same achievements which have already been recognised.  There is a field on the form that enables you to state when they received their last honour (which also includes a list date). This information can be checked on line.
· Previous honours and dates (1994) CBE (2000). If you think they may have an honour but aren’t sure, or don’t know when it was received, please say so in your covering email and we will check the records we hold, or ask the Cabinet Office.  Please note that we will need an accurate date of birth (and ideally also their home address) to request this information.
Common Questions
Can I tell my nominee that they have been put forward for an honour?

No, please don’t – the competition for honours is extremely high and so a citation may not be successful, however good it is. The first time a nominee should know about a nomination is when they receive a letter telling them they have been recommended for an award and asking if they wish to accept it.
I want to nominate a colleague. Do I have to ask their line manager first?

Technically, no. However, we strongly recommend that you enlist their support as they may be a useful source of knowledge of an individual’s career history, to determine and summarise the nominee’s most significant achievements, and to get their home contact details for the forms. They may also have an informed view on whether it is a good time to put them forward.
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