Returning Officer  (Name)
Election Office
[bookmark: ext][bookmark: fext][bookmark: em]<ext> <ext><fname.sname>
	
To: Prospective Candidates for the
(Council Name) Elections
	Our ref:
	

	
	Your ref:
	<your ref>

	
	If calling ask for:
	

	
	Phone:
	[bookmark: telno]<your phone no>

	
	Date:
	


Dear Sir/Madam
[bookmark: Addressee3]<recipient name>
Scottish Local Government Elections – (Name) Council - Thursday 4 May 2017
Ward (No and Name)

I enclose nomination papers, including relevant supporting documentation, for the Scottish Local Government Election – (Name) Council for Ward (No and Name) to be held on Thursday 4 May 2017.

For the convenience of Candidates and Election Agents, I have made arrangements for the staff in the Election Office to accept nomination papers between 10.00am and 4.00pm from Tuesday 14 March 2017 at the Election Office, (address and access arrangements).  If you require specific access arrangements to attend (insert details).

To ensure that an appropriate member of staff is on hand to receive nominations, Candidates or their Election Agent should contact a member of the Election Team on (Phone No) to arrange a mutually convenient date and time for firstly checking, and secondly lodging the nomination paper.  A pre-checking service is available to Candidates if they wish to have their nomination papers checked in advance of lodging.

Your completed nomination papers must be lodged not later than 4pm on Wednesday 29 March 2017 at the Election Office at the above address.  I strongly advise that Candidates do not wait until the deadline to submit nomination papers in case any issues arise during lodging which then have to be addressed prior to the deadline.

Candidates are advised to read the (Council Name) Local Information and the Electoral Commission’s Guidance to Candidates and Agents (including the Code of Conduct) which contains all the relevant information of this Election.

To assist Candidates and Agents the following Pre-Nomination Awareness Sessions will be held:-

	Date
	Time
	Venue
	Additional Info

	
	
	
	

	
	
	
	



It would be helpful if you could complete the attached pro forma advising which session you wish to attend for the Pre-Nomination Session and similarly for the Post Nomination Sessions and Poll and Count Awareness Sessions.  This will ensure we can make appropriate arrangements on each occasion.

In the meantime, if you have any questions or require clarification on the above or any part of the Nomination Pack, please do not hesitate to contact the Election Office.

Yours faithfully

[bookmark: sender]<Your name>
<Your title>(Name)

Returning Officer

Enc

Note to Administrator add information on:
Any notes to candidates on local arrangements eg Further information on standing at this election and what you need to know about the nomination process can be found at (Council’s website link)

Also Note
Date to accept a nomination is based on the day after the publication of the Notice of Election on Monday 13 March 2017


South Lanarkshire Council Elections – Thursday 4 May 2017

Pro-forma – Attendance at Candidates’ and Election Agents’ Awareness Sessions


	
Name of Candidate
	


	
Name of Election Agent
	

	
Description
	



Please insert the names of those attending in the ‘Details of Attendance’ boxes

	No
	Session
	Date
	Time
	Venue
	Details of Attendance

	1
	Pre Nominations Session

	Add Day and Date
	
	
	

	2
	Pre Nominations Session

	
	
	
	

	3
	Post Nomination Session

	
	
	
	

	4
	Post Nomination Session

	
	
	
	

	5
	Poll and Count Session


	
	
	
	

	6
	Poll and Count Session


	
	
	
	



Please return this to the Election Office as soon as possible.
3 Letter to Prospective Candidate (c) LG
