OFFICIAL - SENSITIVE
                                  (when completed or partially completed)
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BUSINESS APPOINTMENTS APPLICATION FORM 
PART 1 To be completed by the applicant

Applicant Details


Q1.
	Name (including any titles, decorations)
	

	Reason for leaving the Civil Service (please tick below)

	Normal Age Retirement
	
	Early Retirement (state terms)
	
	End of Contract
	

	Resignation
	
	Other (give details)
	

	Address for Letters
	

	Daytime Telephone Number
	

	Email Address
	


Q2.
	Date of last day in the Civil Service
	

	Date of last day in post if different from above
	

	Proposed start date of outside appointment
	

	Have you made a previous application under the rules?
	Yes
	
	No
	

	If ‘yes’, when?
	


Q3.
Please state below posts held during your last 5 years in the Civil Service beginning with the most recent

	Unit, Division or Establishment
	Job Title
	Dates
	Pay Band
	Description of duties

	
	
	From
	To
	
	

	
	
	
	
	
	


PART 2 To be completed by the applicant

Full or Part-time Appointments Outside Government


If you are proposing to join a company or organisation (whether full-time, part-time or as a consultant) please complete question 4.
If you are proposing to set up an independent consultancy you should proceed to question 5.
All applicants should answer questions 6-9.
Q4. Appointment Details
	Job Title
	

	Name of new employer
	

	Nature of business
	

	Parent company or group (if applicable)
	

	Contact name and their position in company/organisation
	

	Telephone Number
	

	Please state whether the application is speculative or if a firm offer of employment has been made:
	Speculative
	
	Offer of employment
	

	The proposed appointment is: (please tick)
	Full-time
	
	Part-time
	
	Paid
	
	Unpaid
	

	If part-time, please state how much time is likely to be involved:
	[..........] days per week/month/year

	Details of your new role and responsibilities.  Please give as much information as possible


	Does the appointment include any contact or dealings with your former department or government more generally?
	Yes
	
	No
	

	If yes, please give full details, including any involvement you will have in business involving the department or government, in lobbying Ministers or officials, or advising on how to represent the interests of the new employer.

	

	Did you apply for an advertised post? (please tick)
	Yes
	
	No
	

	If ‘No’ please state when and how the offer of the post arose.

	


Please proceed to question 6.


Independent Consultancies


Note: General approval to set up as an independent consultant will be dependent on the detail and nature of any proposal. In order to enable your application to be processed with minimum delay, please ensure you include sufficient detail of the area/areas covered by the consultancy.   

Q5.
	Describe the nature of your proposed consultancy work.

	

	Do you already have a list of potential clients who may offer you a commission or who have already done so? (Please tick)
	Yes
	
	No
	

	If yes, please give the name of the companies/organisations whose commissions you wish to accept and the nature of the commissions, including any speculative commissions, in each case.  (If the commission is likely to involve representing the interests of the new employer or its clients to government please give details in the second column.) Then complete a separate answer for questions 6 (in respect of prospective clients only) and 7. 

If you have a firm offer of employment please state when and how it arose in each case.

	Company/organisation
	Nature of commission
	How and when did the offer of the commission come about?

	
	
	


Please proceed to question 6.


Dealings with prospective employer or clients


Please complete a separate entry for each employer/client.


Q6. 
	Employer/Client Name:


	(a)
	Please state if you have personally had any direct contractual dealings with your prospective employer (or its parent company) over your last two years of service, or any significant contractual dealings before that? (Please tick)

	
	Yes
	
	No
	

	(b)
	Please state if you have been responsible for people who have had contractual dealings with your prospective employer (or its parent company) over your last two years of service, or any significant contractual dealings before that. (please tick)

	
	Yes
	
	No
	

	If you answered ‘yes’ to both questions ensure you complete sections 6 (c) and 6 (d).

If you answered ‘yes’ to only one question of these only complete 6 (c) or 6 (d) as appropriate.

All applicants should answer 6 (e).
If you answered ‘no’ to both questions proceed to 6 (e).

	(c)
	If you answered ‘yes’ to 6 (a) please describe in each case the nature of your role. Please be as clear as possible, avoiding departmental jargon. You should include information describing your role in:

· Dealing with bids, the receipt of tenders or the awarding of contracts between your prospective employer (including, if applicable, its parent company or any subsidiary company) and the Department

· Administering or monitoring such contracts

· Advising on such contracts before or after they were awarded 

	
	Nature of contract/s
	Value*
	Date Awarded
	Name of the official immediately responsible for letting each contract and the nature of your role

	
	
	
	
	


* It is important to state the value of the contract/s.

	(d)
	If you have answered ‘yes’ to 6 (b) please describe the nature of your staff’s dealings with your prospective employer and your role in each case.  Please be as clear as possible.

For each contract show:

	
	Nature of contact/s
	Value*
	Date Awarded
	Name of the official immediately responsible for letting the contract and the nature of your role in each

	
	
	
	
	

	(e)
	Have you ever had any official contact with your prospective employer? (please tick)
	Yes
	
	No
	

	
	If you have answered ‘yes’, please state the nature and frequency of the contact. 
This should include:

· Any meetings with or speeches to your prospective employer, including contact at stakeholder events

· Any involvement in the development of departmental policy or in policy decisions that may have affected your prospective employer/client 

· Any involvement in the award of grants to your prospective employer/client

· Any involvement in regulatory work affecting your prospective employer/client

	
	


* It is important to state the value of the contract/s.

Dealings with competitors of your prospective employer/client and with the sector in which they operate 
Q7.

Note: Please complete a separate entry for each employer/client.

	Employer/Client Name:
	

	(a)
	During your last two years in service did you have any official dealings with competitors of your prospective employer/client, or with the sector in which they operate, including dealings with representatives of the sector (such as trade associations or industry groups)? (Please tick)

	
	Yes
	
	No
	

	
	If yes, please give details.

This should include:

· Any meetings with competitors or representatives of the sector, including contact at stakeholder events

· Any involvement in the development of departmental policy or in policy decisions that may have affected competitors of your prospective employer/client or the wider sector in which they operate 

· Any involvement in the award of grants or contracts in the sector

· Any involvement in regulatory work affecting competitors or the sector as a whole

	
	

	b)
	Through your official duties have you had access to commercially sensitive information about any competitors of your prospective employer? (please tick)

	
	Yes
	
	No
	

	
	If you have answered ‘yes’ please describe this information.

	
	

	c)
	If you had involvement with the sector or industry in which your prospective employer/client operates prior to your last civil service role, please provide details here.

	
	


Please proceed to question 8.
Q8.

	If there is any other information that you feel would assist the Committee in formulating their advice, including any factors which could affect the perception of your appointment, please set this out below.

	

	Signature of applicant:
	
	Date:
	


You should now pass this form to [address of Department’s HR division]:
PART 3  To be completed by the appropriate departmental officer

Countersigning Officer’s Assessment


PLEASE ANSWER THE FOLLOWING QUESTIONS AS FULLY AS POSSIBLE, AS INCOMPLETE ANSWERS CAN CAUSE A DELAY IN PROCESSING AND YOUR DEPARTMENT’S CONSIDERATION OF THE APPLICATION. PLEASE DEAL WITH THIS PROMPTLY AND CONTINUE ON SEPARATE SHEETS IF NECESSARY

The aim of the rules is to maintain public trust in the Civil Service and in the people who work in it.

The Department has to be satisfied that it could defend any appointment against criticism.

When completing this form you should consider whether there could be a justifiable perception that the applicant had been influenced in the conduct of his or her duties by the hope or offer of employment, or in the course of official duties had had access to sensitive information about the prospective employer’s competitors or about developing or unannounced government policy that could give the prospective employer an improper advantage.  Similarly, criticism could also arise if it appeared that he or she had privileged knowledge or contacts with Ministers or officials that could be used to lobby Government or improperly further the interests of the new employer. 

1.
	With the above factors in mind, are you able to confirm that the relevant particulars in Parts 1 and 2 are accurate and complete? (please tick)
	Yes
	
	No
	

	If ‘No’ please give your reasons below.

	

	What is the Department’s relationship with Company/Organisation? (please tick)

	Contractual
	
	Regulatory
	
	None
	
	Other (please describe below)
	

	[description of ‘Other’]


2.
	Please refer to the applicant’s answers to questions in Part 2.  If the applicant has had previous involvement in official dealings with the prospective employer, its competitors, or the sector in which they operate, please indicate how much influence he or she had in decisions affecting them.  Also, could the appointment be perceived as a reward? 

	


3.
	Please refer to the applicant’s answer at Part 2 (7).  Has the applicant had access to information relating to competitors of the new employer which could be regarded as being commercially valuable or sensitive? Note: if ‘yes’ competitors should normally be consulted about the application. 

What grounds, if any, would there be for countering objections that competitors might have to the appointment?

	


4.
	Please refer to the applicant’s answers at Part 2 (8).  Has the applicant had access to policy or other departmental information, knowledge of which could give the prospective employer an unfair advantage? If so, please explain how and to what extent this knowledge might benefit the prospective employer (for example if the applicant has knowledge of long-term strategic thinking or of any unannounced or impending change in government policy).  What steps, if any, could be taken to safeguard the appointment against criticism?

	


5.
	Please refer to the applicant’s answer at Part 2 (9). Given that the aim of the rules is ‘to maintain public trust in the Civil Service and in the people who work in it, could the proposed appointment be seen as improper? Have you any other reservations about the approval of this appointment? If so, please explain in full here if not covered by your previous answers.

	



PLEASE SIGN AND COMPLETE THE SECTION BELOW 

	Signature
	

	Name in Capitals
	

	Job Title
	

	Pay Band
	

	Unit/Division/Establishment
	

	Telephone Number
	

	Date
	


PART 4  To be completed by the Department’s HR Division 

Departmental Assessment


	1.
	The aim of the rules is to maintain public trust in the Civil Service and in the people who work in it. Please give your assessment of the application, including the countersigning officer’s comments, the outcome of any consultations with competitors, and regard for public perception. (You may include this with a covering letter if you prefer.)

	
	

	2.
	What is the Department’s proposed or recommended course of action?

	
	

	Signature
	

	Name in Capitals
	

	Job Title
	

	Telephone Number
	

	Date
	


For applicants who are at SCS3 level or above (and their equivalents) please send this form to:

The Secretary

Office of the Advisory Committee on Business Appointments

G/08, Ground Floor
1 Horse Guards Road
London SW1A 2HQ

Or email to: acoba@acoba.gov.uk


Page 1

