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The Scottish Parliament
Parlamaid na h-Alba





Event Request Form
This form should be completed and returned by email to: eventsandexhibitions@parliament.scot  We will allocate your event on the information supplied.  Changes to your event during the planning stages may result in your event being moved to another time in the Parliament calendar.  We will not be able to accept the form if any section is incomplete.


Contact Information Details:
	Sponsoring MSP: 
	

	Is MSP sponsoring as a Government Minister? 
	

	Event Title: 

(max of 50 characters)
	Maximum of 50 characters including spaces

	Contact Name: 
	

	Organisation Name: 
	

	Contact Number: 
	

	Work Mobile Number: 
	Do not provide personal mobile number

	Email: 
	

	Contact Address: 
	Where possible do not provide personal home address

	Postcode: 
	Where possible do not provide personal home address


We handle any personal information you give us when making an enquiry or requesting a booking in line with Data Protection law (GDPR from May 2018).  Privacy Notices which provide more information are here or contact us for more information.


Date(s) and Time

	Preferred Date: 
	

	Alternative Date: 
	

	Second Alternative Date: 
	

	Start Time: 
	
	Finish time:
	




Event Objectives

The primary aim of Member-sponsored events is to engage with and support Members in their parliamentary role.  Please give details on the aims and objectives of your event as well as the audience profile.  Please tell us how your event supports the work of Members of the Scottish Parliament:
	




Please complete the following so we can fully consider your request and allocate the appropriate venue.  Failure to do so may delay our decision on agreeing your event:
	Is your event a…
	Mark an X below

	Standing Reception
	

	Round Table Discussion
	

	Presentation, Conference or Lecture
	

	Photocall with Members
	

	Showcase / display event with stalls
	

	Dinner with Members
	

	Film Screening for Members
	

	Other
	


If other, please provide further details here:
	




	Estimated Attendees Numbers: 
	




	
	Yes
	No

	Will catering be required?
	
	

	Audio visual services required? 
	
	


	
	If you have selected yes, please provide further details of what will be required:

	
	




		Yes

	No


	Will you require alteration of the room setup?
		

	
	


	If you have selected yes, please provide further details of what will be required for the room setup:

	




Special Access Requirements:
	
	Yes
	No

	Special Access Required? 

	
	


Please provide special access details so we can fully consider your request and allocate the appropriate venue.  Failure to do so may delay our decision on agreeing your event:
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