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THE NOMINATION PROCESS
The Foreign & Commonwealth Office (FCO) honours nomination form should be used to nominate candidates for an honour on the Foreign Secretary’s Diplomatic Service and Overseas (DS&O) List. The DS&O List recognises exceptional service performed overseas, or service in the UK with a substantial international component. 
The DS&O List is made up of substantive awards for United Kingdom citizens or citizens of a Commonwealth country of which HM The Queen is Head of State.  Dual UK/foreign nationals are also eligible for substantive awards.   There are two DS&O Lists a year, published as part of the “New Year” and “Birthday” Honours Lists at New Year and on The Queen’s official birthday in June respectively.   Nominations may be submitted at any time, but the final deadline is usually mid-May for the next New Year’s Honours and mid November for the next Birthday Honours Lists.
Honorary awards can be made to citizens of other countries. They do not appear on the DS&O list, but are instead listed on the Gov.uk website as and when they have been formally approved by HM The Queen.  They are, however, considered at the same time as nominations for the DS&O List and are therefore subject to the deadlines set out above.  If the recipient lives outside the UK, you should use the FCO nomination form.   If they live in the UK you should use the Cabinet Office form and submit this to the Cabinet Office. 
However, you should never tell a nominee that you are considering nominating them for an honour.

Royal, Ceremonial and Honours Unit will acknowledge receipt of a completed form within 20 working days of receipt.  However, please note that we are unable to notify nominators of the outcome, or to give progress reports.  
GUIDANCE ON COMPLETING THE FORM
Please complete all boxes on the nomination form.  If you do not know the answer to a question, or cannot get the answer without great difficulty or alerting the nominee, please insert N/K. Please type your answers and submit your form and accompanying letters of support by e-mail if possible to the address given below.
Box 1
Please indicate whether your nominee is a non-State servant (a member of the public) or a State servant (a government official).  If your candidate is a State servant in a foreign government or works for an international organisation, he/she will not be eligible for a UK honour.  
Box 2

Please insert the level of award/Order you suggest the candidate might be considered for.  If you are not sure then leave this box blank

Box 3
Please insert the nominee’s surname in capital letters and if possible all given names in lower case, (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. Please also include the name the nominee is known by if different or if not the first forename. 
Box 4

If your candidate is a State servant, please also insert his/her grade, PF No and parent Department here.

Box 5
Please insert the nominee’s current citizenship(s) or nationality/ies.  If a dual national (ie holding more than one nationality or citizenship) please say which country/ies and if possible the date of acquiring the second nationality/ies. 

Box 6
Please insert the nominee’s date and place of birth, if possible. (This helps for identification and record-keeping purposes.)
Box 7
If the nominee is a non-State servant, please include their job title or position (for example, Managing Director, teacher, retired) and the organisation they work for and where that work was carried out. If the nominee is a UK State servant, please give details of his/her position.
Box 8
Please describe the services for which recommended, for example “improving education for disadvantaged children in …….”. 

Box 9
For non-State servants, please insert the total length of service in the position(s) to which your nomination refers. 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 service in one particular role, then insert the length of time in that job.  
Box 10
If the nominee is a non-State servant and is expected to leave the position within the next 2 years, please give the expected date of departure. If the candidate is a State servant, give the expected date of departure from their current job.  If there is a specific reason why a nomination should be included in a particular round, include this with the grounds for nomination in box 20.

Box 11
If you are aware of any previous nominations for the candidate, or any other award, please indicate the year and the List here. Any further nomination must include evidence of further exceptional work/service/achievement since the previous nomination to stand any chance of success. 
Box 12
Please give the details of any British or foreign honours already held by the candidate with the year of award (if known). Check Gov.uk , Who's Who, or The London Gazette if necessary.
Box 13 

Please insert the nominee’s home address, telephone number and e-mail address .  We need to contact successful candidates within a very tight timeframe, so this information can be crucial.
Box 14
Please include your relationship to the nominee eg line manager, friend, son here.  

Box 15

Please include your name, position and contact details here.
Box 16
Please insert the date of submitting the nomination form.

Box 17
Please summarise the main reason for your nomination here. This summary should consist of no more than four lines.

Boxes 18 and 19
Please follow the guidance on the nomination form. In addition, the honours committees like to see comments/support from a wide range of relevant sources such as experts in the field or professional bodies.  Letters of support from relevant organisations or individuals can strengthen the nomination. The committees like to know why someone supports a nomination, so do ask them to include this. Please send any letters of support (ideally a minimum of 2), taking into consideration that the maximum length of the nomination should be seven sides, together with the 
nomination form. If there are more than two letters of support Royal, Ceremonial and Honours Unit will select the two which seem to best support the nomination.
Box 20
Please include the group the candidate identifies with. This information is for monitoring purposes only.
Box 21
Please indicate which group you identify with. This information is for monitoring purposes only.

Box 22
Please indicate any disability relating to the candidate or yourself if you wish. This information is for monitoring purposes only.

SENDING IN YOUR COMPLETED FORM AND SUPPORTING DOCUMENTS
If you live overseas please send your completed form to your nearest British Diplomatic Mission who will forward this to us.  Or you can send the completed form direct to Royal, Ceremonial and Honours Unit by email or post to:

Royal, Ceremonial and Honours Unit
Foreign and Commonwealth Office

Room KG.02
King Charles Street
London 

SW1A 2AH
E-mail:  Honours.Secretariat@fco.gov.uk
Nominations from British Diplomatic Mission overseas should be sent to Honours Secretariat by internal e-mail.


