 Returning Officer (Name)
Election Office

	Letter to Sub-Election Agent
(If no Sub-Agent then Election Agent or Candidate/Party)
	Our ref:
	

	
	Your ref:
	

	
	If calling ask for:
	

	
	Phone:
	

	
	Date:
	


Dear 

Scottish Parliamentary Election – Thursday 5 May 2016
(Name) Constituency/(Name) Region
Information and Documentation 

As a Sub-Agent, I would ask you to please ensure that, as appropriate, the contents of this letter and enclosures are brought to the attention of your Candidate/Party.

To assist Sub-Agents, a briefing session will be held on (Day and Date) at (time) in the (venue).  This session will provide further information about the poll, the count and give you an opportunity to clarify any local issues.  It will be an important opportunity to answer many of the questions you may have about arrangements for the election. Please let (Name of Officer) know if you, your Candidate/Party or a representative will be attending on (add phone number and/or email address).

Following receipt of your Candidate’s/Party’s valid nomination papers, I enclose additional information regarding the Election arrangements as follows:

1	Notice of Election Agents (Appendix 1)
	I am now in a position to confirm the list of Election Agents for the above Region which is as contained in the attached Notice.

2	Appointment of Polling and Counting Agents (Appendix 2)
	If you wish to appoint Polling and Counting Agents you should complete the enclosed Notification of Appointment of Polling and Counting Agents form (Appendix 2),  and return it to the Election Office at the address below not later than 5.00 pm on (Day and Date).  Only one polling agent per Candidate/Party may be on duty in each polling station at any one time.

In addition to the Candidate, the Election Agent and Candidate’s Guest, X Counting Agents may attend the counting of the votes.

It is necessary that every person attending a polling station or the counting of votes receives from the Local Returning Officer a copy of the requirement for secrecy.  Copies will be provided with the passes issued and you should be distributed these to each Candidate, Election Agent, Polling Agent and Counting Agent.  Arrangements for delivery or uplift should be notified to the Election Office on Appendix 2 (or add local arrangements for collecting/posting.)

3 Arrangements In Force at the Poll (Appendix 3)
	For your information, and the information of your Agents, this note details the arrangements which will be in force at the poll.  This document should be read in conjunction with the Electoral Commission’s Guidance for Candidates and Agents which can be found at www.electoralcommission.org.uk

4	Notice of Poll (Appendix 4) (Note to administrator – if you publish this as one notice please amend No 4 and 5 to reflect this)
	This is the Notice (Appendix 4) as it will be published (state local arrangements).

5	Notice of Situation of Polling Places (Appendix 5)
	This document details the allocation of electors to polling stations in this local area and published as above.

6	Issue of Postal Voters’ Ballot Papers
	The issue of postal votes will commence on (Day and Date), only observers accredited by the Electoral Commission may attend the issue of postal votes.  Postal Votes will be dispatched 1st class on (Day and Date).

7	Opening of Postal Voters’ Ballot Boxes (Appendix 6)
	As required by statute I hereby give notice that the postal voters’ ballot boxes and the envelopes contained therein will be as detailed in Appendix 6.  

8	Arrangements for the Counting of Votes (Appendix 7)
The counting of the votes cast at the election will take place in (Venue) on (Day and Date) at (time).

Admission to the Count will be gained only by those in possession of admission passes issued against the Candidate’s/Party’s list of Agents, etc.  The production of this Notice will not enable you to obtain admission to the premises.

9 Any other Council/Local Information
· Guidance and display of Posters
I enclose for your attention this Council’s guidance on posting on street furniture.  
· Guidelines for Access to Council Facilities
	Please also find attached this Council’s guidelines for access to Council Facilities.

If you have any queries regarding these matters please contact (Name and contact number) direct.

I hope these documents are of assistance to you.  If you have any questions on the above, please do not hesitate to contact me.

Yours sincerely




(Name)
Returning Officer


Encs

Note for Administrators:
Appendix 1, 3, 4, 6 and 7 can be found in the FWG documents
Appendices 2 and 5 have been prepared by the EC and can be found on their website
Items under No 9 above are unique to each Local Authority and therefore no samples are provided
1 letter to ea with encs (c) sub agent
