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Process for receiving a Branch Certificate of Merit
	When
	What

	Ongoing
	A request to nominate a person for a Branch Certificate of Merit award is received by the Chief Executive’s (CE) office from members via letter, email or phone.  Requests are received throughout the year.  Members are asked to write a supporting paragraph/letter to the Chief Executive explaining why they believe the candidate they are proposing deserves the award. 



	
	The Chief Executive reviews the letter and makes a decision after consulting with the regional manager.


	
	If successful the certificate is prepared and sent to the nominator who also organises the presentation arrangements. 



	
	Applicants who have been unsuccessful in achieving the HLM award are usually offered a Branch Certificate of Merit instead.










