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Quick Guide 

 

The Lobbying Register Team review all Information Returns, 
prior to publication on the Register. 

 

This experience has helped us to develop the attached 
document, providing ‘model examples’ you can draw upon when 
preparing your returns, in a variety of different scenarios.  

 

By making use of this new document, we hope you’ll find it 
helpfully instructive and time-saving.  

 

You will find these examples in the following pages. 

 

Page 

 

3. Meeting  
 

5. Speech  
 

7. Photo-op  
 

9. Q&A/Roundtable  
 

11.  Meeting only partly covered by Communications made 
on request 

 
13.  Exhibition Stand 

 
15. Consultant lobbying on behalf of client 

17. Inquorate Cross-Party Group 
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Meeting 
 

The correct address when 
lobbying instances take place 
at the Scottish Parliament. 

This box requires to be ticked 
otherwise you will not be able 
to submit the information 
return. 
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Correct style for description box 
– Meeting with followed by the 
name of the Member(s) and 
their constituency or region. 

These can be found at: 
http://www.parliament.scot/msps
/current-msps.aspx 

This box is really the key area for all readers of 
the Register to understand what actual regulated 
lobbying was undertaken by your organisation, 
with the MSPs/Minister, and what that lobbying 
was seeking to achieve (where possible). 

 

Full Bill titles are required. 
These can be found at: 
https://www.parliament.scot/pa
rliamentarybusiness/bills.aspx 

http://www.parliament.scot/msps/current-msps.aspx
http://www.parliament.scot/msps/current-msps.aspx
https://www.parliament.scot/parliamentarybusiness/bills.aspx
https://www.parliament.scot/parliamentarybusiness/bills.aspx
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Speech 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
To add more than one lobbied 
person, if they were lobbied in 
the same instance. 
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Whether a speech, or a part of a speech, amounts to regulated 
lobbying will depend on individual circumstances. One factor is whether 
anything in the speech is targeted at (say) an MSP in the audience; this 
would point towards that part being registrable. 
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Photo-op 

 

 

 

 

 

 

 

 

 

 

 

 

When lobbying two Members 
simultaneously. 
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Explain how the photo was 
regulated lobbying i.e. “using 
the opportunity to inform or 
influence decisions on behalf 
of your organisation”. 
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Q&A/Roundtable 

 

 
 

 

 

 

Ministerial title and brief 
description of the meeting 
circumstances. Titles can 
be found here: 
https://www.gov.scot/abou
t/who-runs-
government/cabinet-and-
ministers/ 

The correct address 
when lobbying instances 
take place at St. 
Andrew’s House. 

 

https://urldefense.proofpoint.com/v2/url?u=https-3A__www.gov.scot_about_who-2Druns-2Dgovernment_cabinet-2Dand-2Dministers_&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=JZMREcVwRT0kfHQ-xjOzKudi4JcByqH0lWyuclRikY6Pjb8MUZeUCjh_eJWF_GZd&m=yIlX26_-troFDr4WtabQCaB-eyHAGH1evu0jzHTPUI4&s=3wATEOO-sgo99bLjL0_W050KhZzvny09Y_MYginCTpk&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.gov.scot_about_who-2Druns-2Dgovernment_cabinet-2Dand-2Dministers_&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=JZMREcVwRT0kfHQ-xjOzKudi4JcByqH0lWyuclRikY6Pjb8MUZeUCjh_eJWF_GZd&m=yIlX26_-troFDr4WtabQCaB-eyHAGH1evu0jzHTPUI4&s=3wATEOO-sgo99bLjL0_W050KhZzvny09Y_MYginCTpk&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.gov.scot_about_who-2Druns-2Dgovernment_cabinet-2Dand-2Dministers_&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=JZMREcVwRT0kfHQ-xjOzKudi4JcByqH0lWyuclRikY6Pjb8MUZeUCjh_eJWF_GZd&m=yIlX26_-troFDr4WtabQCaB-eyHAGH1evu0jzHTPUI4&s=3wATEOO-sgo99bLjL0_W050KhZzvny09Y_MYginCTpk&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.gov.scot_about_who-2Druns-2Dgovernment_cabinet-2Dand-2Dministers_&d=DwMFAg&c=euGZstcaTDllvimEN8b7jXrwqOf-v5A_CdpgnVfiiMM&r=JZMREcVwRT0kfHQ-xjOzKudi4JcByqH0lWyuclRikY6Pjb8MUZeUCjh_eJWF_GZd&m=yIlX26_-troFDr4WtabQCaB-eyHAGH1evu0jzHTPUI4&s=3wATEOO-sgo99bLjL0_W050KhZzvny09Y_MYginCTpk&e=
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The Purpose box should only detail the 
lobbying directly carried out by your 
organisation. It may just require a change 
to the wording (We raised, we discussed, 
we highlighted, etc…). 
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Meeting only partly covered by Communications 
made on request 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

Description 
box format 
when 
lobbying 
Special 
Advisers. 
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“In addition to the original request” – This 
makes it clear that this additional topic was 
outwith the scope of the original meeting 
request, you instigated this topic, and why 
the exemption would not apply to this part 
of the meeting. 
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Exhibition Stand 
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Use the ‘Create copy’ function when lobbying 
many Members individually during an event 
or exhibition. 

An information return should be submitted of 
each instance of regulated lobbying. 

The create copy function would only require 
changing the ‘Name of lobbied’ person and 
the details in the description if the script was 
the same when lobbying each Member. 

Submit one return to us as a 
test before creating all the 
copies. 
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Consultant lobbying on behalf of client 
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Lobbying on the registrants 
own behalf (remember this is 
an organisational account). 

If lobbying on behalf of 
another organisation e.g. a 
third-party organisation on 
behalf of a client. 
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Inquorate Cross-Party Group 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Be sure to highlight 
the Cross-Party 
Group (CPG) is 
inquorate.  

Quorate CPGs are 
exempt. More about 
this on page 20 of 
our Guidance. 

http://www.parliament.scot/LobbyingRegister/2018.02.22ParliamentaryGuidance1stEdition.pdf
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