ADVICE ON COMPLETING AN HONOURS NOMINATION FORM

Introduction

An Honour is a unique form of national recognition. It is a distinctive way of acknowledging

someone’s impact on their community. There is considerable competition for Honours: each
nomination faces rigorous evaluation and decisions are based on the information contained
in the nomination form. It is very important therefore that your nomination gives those who
make the final decisions the information they need to consider the case fully and in context.

Anyone can nominate a deserving individual within their community, whether they are a
colleague, friend, associate or someone who might have benefitted from an individual’s
work or activity. It is important not to let the person know they are being nominated and
then privately to ask others who may be willing to support the nomination. Each submission
should usually have a main nominator and then two or three letters of support, ideally not
from a close relative.

Remember, the nomination is the only evidence that people involved in the Honours
process will see about your candidate; so the key to success is the quality of the information
on the form. You may go to great lengths to identify a good candidate, who could then be
unsuccessful if the nomination is not well written. So, it is important that you tell an
interesting and compelling story.

The nomination must cover your candidate’s impact on their community or organisation and
should focus on his/her achievements and the difference they have made. Think about why
your candidate should receive an Honour and remain focused on that; going off on a
tangent will reduce the chances of success.

Practical Tips

e Start with a strong opening sentence that sets out why your nominee should receive an
Honour, making it clear in the first few lines why the nomination is being made.

e Prove the case with achievements and supporting facts and figures which provide
evidence to substantiate this.

¢ Highlight how your nominee’s contribution has affected the organisation or community
and the impact of their activity. What was the situation before and why is it better now?

e Focus on the nominee’s recent achievements by giving two or three most relevant
examples.

e Clarify whether the activities are part of the nominee’s paid job or additional to it; identify
what makes this person different from others in the same or a similar field; the nomination
should be about the individual and not a group effort.

e Be concise - a clear, well-expressed nomination form is much easier to read and judge.



e Keep sentences short; avoid acronyms or jargon unless obvious and explain what any
technical terms mean - in plain English- the first time you use them; don’t be afraid of using
superlatives (as long as they are accurate and borne out by evidence); and avoid submitting
extended CVs

e Ensure that letters of support are from those who have direct knowledge of the nominee
and the contribution they have made; each letter should address a different facet of that
contribution

e Say if there is a particular reason for the individual to be recognised now — an anniversary,
ill-health etc; ideally, nominations should be made when the person is still involved in the
activity they are being nominated for but, if not, they must be made within a year of the
nominee finishing that activity.

Useful nouns and adjectives to use in an Honours nomination
Below are useful terms to enhance the wording of a nomination:

Determination, commitment, respect, drive sustainability, recognition, innovation,
creativity, selflessness, impact, zeal, performance, ambassador.

Admired, exemplary, sympathetic, articulate, fair, tenacious, conscientious, inspirational,
trusted, dedicated, passionate, unstinting, diligent, peerless, unflustered, supportive,
persuasive, enthusiastic.

Cheshire Deputy Lieutenants available to act as mentors

Several Cheshire Deputy Lieutenants have offered to act as mentors for local submissions.
To access a mentor, please email the Lieutenancy Officer, Robin Roberts on
rorl6@supanet.com. The mentor cannot write your application but they can offer useful
advice.
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