	
Scottish Parliamentary Election – Thursday 5 May 2016

Guide for Issue of Nomination Pack

(Name) Constituency/(Name) Region





Background Information
To ensure we have a consistent approach, the following note has been prepared to assist staff involved in issuing nomination papers.

A nomination pack contains all the forms and information that a person needs to complete and return to stand as a candidate for this election.  Packs are available for issue from (Day and Date) until close of nominations at 4pm on Friday 1 April 2016.

Anyone can uplift a pack and you may issue more than one pack if requested.  

If the person has any questions or needs assistance with completion of the forms advise them to contact the election office on (phone no).

Go through with the candidate/election agent/representative each of the items on the checklist at the front of the nomination pack advising them of the following:

	No
	Document
	Tick Box

	1
	List of Contents and Checklist for Nomination Pack
This document details the paperwork contained in the Nomination Pack.
	

	2
	Information and Checklist for Return of Nomination Papers
· Please retain a copy of this form with at least the name and contact details of the person who collected the pack.
· Ask if the full form could be completed.  If unable to complete, ask if they could scan, email or telephone the details to the election office as soon as possible.
· Explain this is for initial preparation only and details for official documents will be taken from the Nomination Paper.
	

	3
	Letter to Prospective Candidates
· Advise person to contact the election office to make an appointment to lodge their nomination.  Available Monday to Friday between 10.00am and 4.00pm
· Advise that election staff can check the nomination paper before formally lodging if they so wish.
	

	3
	Election Timetable/Main Dates
Lists all important dates - Highlight last date and time for lodging nomination papers.
	

	4
	Notes for Candidates on local arrangements (where applicable)
Local information provides useful information to assist prospective candidates.
	

	5
	Nomination Paper
Duplicate copy provided in case of error.  Only one original requires to be returned to the Election Office by the deadline for nominations.
	

	6
	Consent to Nomination 
For completion by the candidate
	

	7
	Request for Emblem
For prospective candidates who wish to use the emblem of a registered political party.
	

	8
	Notice of Appointment of Election Agent
Duplicate copy provided in case of error.  To be returned to the Election Office. 
	

	9
	Certificate in relation to Nomination Paper
Relevant only for candidates whose description associates them with a Registered Political Party (including official candidates).  To be returned to the Election Office.
	

	10
	Request for Register of Electors (Voters Roll)
Copies of the register may be requested from the Electoral Registration Office (ERO) (Address) or (add local arrangements).
	

	11
	Guidelines for display of posters
The (Name) Department within the Council is responsible for information regarding posting on street furniture and contains contact details.
	

	12
	Statutory provision for use of Schools and Rooms
Extract from legislation on use of schools and rooms
	

	13
	Limit on Candidate’s Expenses
Details formula to be used for calculating the limit on candidate’s expenses.
	

	14
	Notice of Situation of Polling Places
This extract from the polling scheme which details the polling places and stations used in the election. (Note: Administrators may include this as part of their Notice of Poll as per the EC template document.)
	

	15
	Authorisation for return of Deposit 
The deposit varies depending on the election (£500). This form allows arrangements to be put in place to ensure the deposit is returned to the correct person/party.
	

	16
	Notice of withdrawal
In the event of a candidate wishing to withdraw this must be done in writing and this form details the required information.
	

	17
	Map
Please stress that maps are for guidance only indicating the boundaries.  These maps do not necessarily contain the present streets for the area.  Provide information about copyright as third party copying is not allowed in some cases or refer to Boundary Commission for Scotland
	

	18
	Previous Results
Includes details of any by-election for the Constituency.
	

	19
	Electoral Commission Guidance for Candidates and Agents (Parliamentary elections only) Information provided by the Electoral Commission.
	

	20
	Royal Mail – Information for Candidate Mailing (Parliamentary elections only)
Contains useful information and contact details for Royal Mail
	



If there are any further questions please do not hesitate to contact the Election Team.
















Election Office
(Add address)
Election Helpline: (Add number)
Election Office: (Add number)
Email: (add email)

(date)
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