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10. Declaration of elector about his age10.1 But in the case of a person whom you consider much below the qualifyingage, you must be clearly satisfied about his claim of being an elector withreference to the entry in the electoral roll relating to him.10.2 If you are prima facie satisfied about his identity and the fact of inclusion of hisname in the electoral roll but consider him to be below the minimum votingage, you should obtain a declaration as in Annexure X from that elector about hisage on the 1st day of January of the year with reference to which the existingelectoral roll of the constituency has been prepared/revised. Before obtaining thedeclaration from such elector, you should inform him of the penal provisionin Section 31 of the Representation of the People Act, 1950, for  making  falsedeclaration  (Extract of  Section  31 has  been  given  in Annexure I).10.3 You should also prepare a list of voters from whom you have obtained suchdeclarations in Part I of Annexure XI.. You should also maintain a list in Part II ofthe said Annexure XI of those voters who refuse to give the aforesaid declarationand go away without casting their votes. After the close of the poll, theabovementioned list and the declarations should be kept together in a separatecover.
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2 0CHAPTER XIX

APPLICATION OF INDELIBLE INK AND OBTAINING SIGNATURE/
THUMB IMPRESSION OF ELECTOR BEFORE PERMITTING HIM TO

RECORD HIS VOTE

1. Inspection of voter’s left forefinger and application of indelible ink:1.1 As soon as may be, after the identity of an elector has been verified by thefirst Polling Officer, and if there is no challenge as to the elector’s identity, his lefthand forefinger will be inspected by the second Polling Officer for any indelibleink mark thereon. If no mark is seen on the finger, the second PollingOfficer shall mark the elector’s left hand forefinger with indelible ink in themanner described in para 3.1 in Chapter VIII in such a way that a clear markis left. If any elector refuses to allow his left forefinger to be inspected or markedin accordance with the instruction or has already such a mark on his leftforefinger or does any act with a view to removing the ink, he shall not beallowed to vote.1.2 In case it is noticed that an elector has applied any oily or greasy substance onhis finger in order to neutralise the indelible ink mark to be put on hisfinger, such oily or greasy substance should be removed by the Polling Officerwith the help of a piece of cloth or rug before putting indelible ink mark on thefinger of that elector. Piece of cloth or rug will be supplied in the PresidingOfficer’s kit.1.3 Marking of the indelible ink is required to be made before obtaining thesignature/thumb impression of the elector in the register of voters in Form17A, so that by the time the elector leaves the polling station after casting hisvote, there is sufficient time gap for the indelible ink to dry up and develop adistinct indelible mark on the left hand forefinger.
2. Application of indelible ink at Fresh Poll (Re-poll)/Countermanded Poll. It is clarified that at the time of fresh poll (re-poll)/countermanded poll, themarking with indelible ink made during original poll should be ignored andfresh marking with indelible ink should be put on the voter’s left hand middlefinger in such a way that a clear mark is left.
3. Application of indelible ink when elector has no left forefingerIt is clarified that if an elector has no left hand forefinger, then indelible inkshould be applied on any such finger which he has on his left hand. Further, if hedoes not have any fingers on his left hand, the ink should be applied on his righthand forefinger and if he has no right hand forefinger, on any other finger whichhe has on his right hand starting with his forefinger. If he has no fingers on eitherhand, ink should be applied on such extremity (stump) of his left or right hand ashe possesses.
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4. Record of electoral roll number of elector in Register of voters4.1 After the left hand forefinger of the elector has been marked first time by thesecond Polling Officer in the manner explained in the preceding paragraph, heshould maintain the record of such elector in the 'Register of Voters' (Form17A)  and  obtain  the  signature/thumb-impression  of  the  elector  on  thatregister.4.2 Such record shall be maintained by the second Polling Officer in the Register ofVoters in the following manner:-(i) In column (1) of the register of voters, the second Polling Officer willwrite down the serial numbers of electors in consecutive order, startingwith serial number 1. (Generally the serial numbers of electors inconsecutive order are already printed in the register.) Each page of theregister contains 10 serial numbers. If the serial numbers are not alreadyprinted in column (1), he can write such serial numbers manually inadvance on a few pages at the commencement of poll.(ii) In column (2) of the said register, the second Polling Officer will writedown the electoral roll number (i.e., the serial number) of the elector asentered in the marked copy of the electoral roll. For example, if the nameof the first elector who comes to vote at the polling station at thecommencement of poll is entered at serial number 756 in the marked copyof the electoral roll, the Second Polling Officer will write down serialnumber 756 in the second column against serial No. 1 in the first columnof the register of voters. Likewise, if the second voter's name is entered atserial number 138 in the electoral roll, the second Polling Officer will writeserial number 138 in column 2 against serial number 2 in column 1 of theregister, and so on.4.3 After columns (1) and (2) of the register have been filled in respect of anelector in the manner described above, his signature/thumb-impression shall beobtained by the second Polling Officer in column (3) of that register.
5. Definition of Signature of electorA  signature  may  be  described  as  the  writing  of  a  person’s name on adocument with the intention of authenticating that document. A literate person,while signing on the register of voters, will be required to write his name, i.e. bothhis name or names and his surnames in full or in any case his surname in full ornames either in full or by means of initials of that name or names. Thepreferable course in the case of a literate voter will be to request him to sign hisname, i.e., both his name or names and his surname in full. If a literateperson puts simply a mark and insists that, that mark should be taken as asignature, while claiming to be a literate person, then, that mark cannot betaken to be his signature because as stated above, signature means, in the caseof a literate person, the writing of the name of that person by himself inauthentication of a document on which he writes his name. In such a case, if herefuses to sign his name in full as indicated above, then his thumb impressionshould be taken. If he refuses to give his thumb impression also, then he shouldnot be allowed to vote under the foregoing paragraph 4.
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6. Thumb impression of elector6.1 If an elector is unable to sign his name, the impression of his left hand thumbshould be obtained on the register of voters. It should be noted that it is notnecessary for you or any Polling Officer to attest such thumb impression on theregister.6.2 In conformity with R ule 37(4) of the Conduct of Elections Rules, 1961regarding application of indelible ink, if the left hand thumb of the elector ismissing, then the impression of right hand thumb should be taken. If thumbs onboth hands are missing, the impression of one of the fingers of the left handstarting from the forefinger should be taken. If there are no fingers on the lefthand, the impression of the fingers of the right hand should be taken. If no fingersare available, the voter will naturally be unable to record his vote himself  andwill,  therefore,  necessarily have  to  seek  assistance  of  a companion under rule49N of the said rules. In that case, the signature or thumb impression of thecompanion should be taken on the register of voters.6.3 It is necessary that the thumb impression on the register of voters should be aclear thumb impression. The thumb of the voter should not be inked so lightlyfrom the stamping pad that it gives only a faint or undecipherable impression. Norshould the thumb be inked so heavily that it gives a smudged impression insteadof a clear thumb impression on the register.6.4 After taking the thumb impression, the ink on the elector’s thumb should bewiped off with the help of wet piece of cloth.7.1 Signature/Thumb impression on the ‘Register of Voters’ by blind or infirm orleper electors:Thumb  impression  of  a  blind  or  inform elector  or  a  voter suffering fromleprosy, who are illiterate but can use their hands, should be obtained on theregister of voters. In case any such voter is literate, he may be allowed to put hissignature in place of thumb impression. In case of infirm voter, who cannot useeither of his hands, his companion shall put his signature or thumb impression onthe register. A note may be made against such entry in the register that signatureor thumb impression is that of the companion.7.2 Last four digits of the EPIC/Identity documents produced by the elector should beentered in the ‘Remarks’ column (Col. 4) of the Register of Voters (Form 17-A)7.3 Procedure in case of Complaint about the particulars printed on Paper Slip:Where printer for paper trail is used, if an elector after having recorded his voteunder Rule 49M alleges that the paper slip generated by the printer has shown thename or symbol of a candidate other than the one he voted for, under Rule 49MA, thePresiding Officer shall obtain a written declaration from the elector as to theallegation, after warning the elector about the consequence of making a falsedeclaration. If the elector gives the written declaration, the Presiding officer shall
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make a second entry related to that elector in form 17A, and permit the elector torecord a test vote in the voting machine in his presence and in the presence of thecandidates or polling agents who may be present in the polling station and observethe paper slip generated by the printer. If the allegation is found true, the PresidingOfficer shall report the facts immediately to the RO, stop further recording of votes inthat voting machine and act as per the direction that may be given by the RO. If,however the allegation is found to be false and the paper slip so generated matcheswith the test vote recorded by the elector, then, the Presiding Officer shall make aremark to that effect against the second entry related to that elector in for 17Amentioning the serial No. and name of the candidate for whom such test vote hasbeen recorded and obtain the signature or thumb impression of the elector againstsuch remarks.
8. Issue of voter's slip to elector8.1 After an elector's left hand forefinger has been marked with indelible ink, theentry relating to him made in the register of voters and his signature/thumb-impression obtained on that register, the second Polling Officer shall prepare avoter's slip for that elector in the following form:

Voter's Slip

Serial No. of elector as per Col. (1) of the Register of voters ............ SerialNo. of elector as entered in the electoral roll .....................…… Initials ofPolling Officer ......................................................................
8.2 These Voter's Slips will be got printed by the Returning Officer in a paper of halfthe dimension of a post-card and will be supplied to you, as one of theitems of polling materials, in stitched bundles of hundred slips and/or fifty slipseach, having regard to the number of electors assigned to your polling station.8.3 The voter's slips prepared by the second Polling Officer in respect of eachelector under paragraph 8.1 above shall be delivered by him to that electorand the elector shall be directed to proceed to you or, as the case may be, the thirdPolling Officer whoever is in-charge of the control unit of the voting machine.8.4 These voter’s slips collected from the voters should be tagged serially and afterthe completion of the poll the same should be kept in a separate envelopeprovided for the purpose



110

CHAPTER XX
RECORDING OF VOTES AND VOTING PROCEDURE

1.1 After the second Polling Officer has issued the Voter’s Slip to the elector theelector will come to you or, as the case may be, the third polling officer in- chargeof the control unit of the voting machine with the voter's slip.   The elector willbe allowed to vote only on the basis of such voter's slip.1.2 It is absolutely essential that the electors go to the voting compartment torecord their votes in the voting machine in exactly the same sequence inwhich they have been entered in the register of voters. You or the polling officerin-charge of control unit should, therefore, allow a voter to proceed to the votingcompartment strictly according to the serial number mentioned in the voter'sslip.1.3 If it has not been possible to follow such exact serial order in respect of anyelector, due to any exceptional circumstance or unforeseen or unavoidable reason,a suitable entry showing the exact serial number at which he has votedshould be recorded in the remarks column of the register of voters against theperson concerned. Similar entries should also be made in respect of thesubsequent voters whose serial order has been disturbed thereby.
2. Permitting elector to record vote2.1 When the elector comes with the voter's slip to you or, as the case may be, theThird polling officer in-charge of control unit, the voter's slip will be taken fromhim and he will be allowed to vote.2.2 All voter’s slips collected from electors shall be carefully preserved and kept in aseparate cover at the end of poll. The Returning Officer will provide aspecial cover for the purpose, which will be sealed and secured in the mannerdirected in Chapter XXXII.2.3 Immediately after the voter slip has been collected from the elector, his leftforefinger shall be checked by you/third polling officer in-charge of the controlunit. If the indelible ink mark made thereon is indistinct or has been removed, thesame shall be marked again, so as to leave a clear indelible mark.2.4 The elector shall then be directed to proceed to the voting compartment torecord his vote.
3. Voting procedure3.1 To enable the elector to record his vote, the ballot unit(s) kept in the votingcompartment has to be activated. For this purpose the 'Ballot' button on thecontrol unit shall be pressed by you/third polling officer in-charge of that unit. Onthe 'Ballot' button being pressed, the 'Busy' lamp in the control unit will glowred and simultaneously the 'Ready' lamp on each ballot unit in the voting
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compartment will start glowing green. This will indicate that the ballot unit of theElectronic Voting Machine is now ready to record the vote according to the choiceof the elector.3.2 The elector will record his vote in the voting compartment by pressing the'Blue Button' provided on the ballot unit against the name and symbol of thecontesting candidate of his choice. When he presses that button, the lampprovided on the ballot unit against the name and symbol of that contestingcandidate will start glowing red and green light on the ballot unit will go off. Also,a beep sound will be heard emitting out from the control unit. After a few seconds,the beep sound and the red light in the candidate's lamp on the ballot unitand the red light in the 'Busy' lamp on the control unit will also go off.3.3 If there is a complaint with respect to candidate lamp of the ballot unit at the timeof voting ,the EVM should be replaced immediately and the matter reported to thecommission.3.4 These visual and audio signs are indicative of the fact that the voter inside thevoting compartment has recorded his vote. The voter should forthwith comeout of the voting compartment and leave the polling station.3.5 The above procedure will be repeated in respect of all electors. It should beensured that only one voter at a time goes inside the voting compartment to vote.It should also be ensured that after an elector records his/her votes, the'Ballot' button on the control unit is pressed for the next voter only when theearlier voter has come out of the voting compartment.3.6 Where the printer for paper trail is used, if an electorate having recorded his voteunder Rule 49M alleges that the paper slip generated by the printer has shown thename or symbol of candidate other than the one he voted for, the presiding officershall obtain a written declaration  from the elector as to the allegation, after warningthe elector about the consequence of making a false declaration. If the elector givesthe written declaration referred to in sub –rule(1), the presiding officer shall makesecond entry related to that elector in Form 17A,and permit the elector to record atest vote in the voting machine in his presence of the candidates or polling agentswho may be present in the polling station, and observe the paper slip generated bythe printer.  If the allegation found to be true, the presiding officer shall report thefacts immediately to the returning officer stop further recording of votes in thevoting machine and act as per the direction that may be given by the returningofficer.
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If, however, the allegation is found to be false and the paper slip so generated undersub rule (1) matches with the test votes recorded by the elector under subrule(2),then, the presiding officer shall  make a remark to that effect against thesecond entry, relating to that elector in Form 17A mentioning the serial number andname of the candidate for whom such test vote has been recorded; and obtain thesignature or thumb impression of that elector against such remarks; and makenecessary entries regarding such test vote in item 5 in part1 of Form 17C.
4. Tallying of number of votes polled periodically4.1 At any time, if the total number of votes polled upto that time has to beascertained, the 'Total' button on the control unit should be pressed. The displaypanel on the control unit will then show the total number of votes polled bythat time. This should be periodically done and tallied with the number of electorsallowed to vote upto that time as reflected in the register of voters.4.2 In any event, you must ascertain and tally the number of votes polled duringevery two hours interval and record the number of votes polled in the relevantcolumns in the Presiding Officer's diary. The 'Total' button should be pressed onlywhen the busy lamp is not on, i.e. only after the elector allowed to vote hasrecorded his vote, and before the next elector is allowed to vote by pressing theBallot button. Otherwise the figure showing the total number of votes polled bythat time will not appear on the Display Panel.
5. Presiding Officer's right to enter the voting compartment during poll5.1 It may happen sometimes that you may have a suspicion or reason to suspect thatthe ballot unit kept in the screened voting compartment is not functioningproperly or that an elector who has entered the voting compartment is tamperingwith or otherwise interfering with the ballot unit or has committed anymischief by pasting any paper, tapes etc., on the symbol/names/ballot button orhas remained inside the voting compartment for unduly long period. You have aright under rule 49 to enter the voting compartment for making an inspection ofballot unit (BU) in such cases and to take such steps as may be considerednecessary by you to ensure that the ballot unit is not tampered with orinterfered with in any way and that the poll progresses smoothly and orderly. Butyou have to be careful that whenever you enter the voting compartment,you should make it a point to do so in the immediate presence of the pollingagents.
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5.2 However, you must not enter the voting compartment at the time of polling toexplain to the illiterate voters about how to use EVM.   The District ElectionOfficers have been instructed to supply a printed sample of EVM ballot unit pastedon a cardboard (real size) to all the Presiding Officers along with other pollingmaterials at the time of dispatch. While printing such model ballot unit, he willtake care to ensure that only dummy name and dummy symbols that are not inuse, are used and not any real names or symbols. It will be printed in colour sothat “blue button, “green light” and “red light” etc are clearly represented.Whenever any voter asks for help or expressed inability to vote using EVM, youcan explain to him the voting process using the cardboard model of the EVM ballotunit in such a manner that the voter is able to understand.   This will be doneoutside the voting compartment only in the present of polling agents and neverinside the voting compartment.    You or your other polling staff shall not frequentthe voting compartment, as that may give scope for complaints.
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CHAPTER XXI

MAINTENANCE OF SECRECY OF VOTING BY ELECTORS

1. Voting Procedure to be strictly observedEvery elector who is permitted to vote is expected to and shall maintain absolutesecrecy of voting within the polling station. He should strictly observe the votingprocedure mentioned in Chapter XX.
2. Refusal to observe Voting Procedure

2.1 If any elector refuses to observe the voting procedure, even after a warninggiven by you, such an elector shall not be allowed to vote by you or a pollingofficer under your direction under Rule 49M of the Conduct of Elections Rules,1961. If the elector had already been issued the voter's slip, such slip should bewithdrawn from him and cancelled.
2.2 Where an elector is not allowed to vote for violating voting procedure, aremark to the effect that voting procedure has been violated – “Not allowed to vote –Voting procedure violated”- shall be made in the remarks column in the Register ofVoters (Form 17A) against the entry relating to that elector in that register by you.You shall also put your full signature below that entry. It shall, however, not benecessary to make any change in the serial number of that elector or of anysucceeding elector in column
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CHAPTER XXII
VOTING BY BLINDAND INFIRMVOTERS

1.1 If you are satisfied that an elector is unable to recognise the symbol on the ballotpaper affixed on the ballot unit due to blindness or is unable to record his vote bypressing the appropriate button thereon without assistance due to some physicalinfirmity, you shall permit that elector under Rule 49N to take with him acompanion of not less than 18 years of age to the voting compartment for recordingthe vote on his behalf and in accordance with his wishes.
1.2 No person shall be permitted to act as a companion of more than one elector at anypolling station on the same day.
1.3 Before any person is permitted to act as a companion of the elector, he shall berequired to declare that he will keep the vote recorded by him on behalf of the electora closely guarded secret and that he has not already acted as the companion of anyother elector at any other polling station on that day. The declaration  shall  beobtained  by you  from the companion  in  the  form prescribed by the Commissionfor the purposes vide Annexure XII.
1.4 You shall also keep a record of all such cases in Form 14A. This record of blind andinfirm voters in Form 14A will be kept in a packet superscribed as “NON-STATUTORYCOVERS” and deposited at the Collection Centre after close of the poll.1.5 You shall also ensure that none of your polling staff acts as a companion to theblind elector to record vote on his behalf.
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CHAPTER XXIII

ELECTORS DECIDING NOT TO VOTE

1.1 If an elector, after his electoral roll number has been duly entered in theRegister of Voters (Form 17A) and he has put his signature/thumb impression onthat register, decides not to record his vote, he shall not be forced or compelled torecord his vote.
1.2 A remark to the effect that he has decided not to record his vote – “Refused toVote”- shall be made by you in the remarks column against the entry relating tohim in the register of voters. You shall put your full signature below that remark. Inpart I of the Form 17C, in place of Under Rule 49-O in item 3, Left without voting

or Refused to vote will be inserted for those electors who after signing in form17A wish to leave without voting.1.3 The signature or thumb impression of the elector shall also be obtainedagainst such remark under rule 49Q.
1.4 It shall, however, not be necessary to make any change in the serial number ofthe elector or of any succeeding electors in column (1) of the Register of Voters.
1.5 If the “Ballot” button on the control unit has been pressed to make the ballotunit ready for recording a vote by an elector but he refuses to vote, eitheryou/third Polling Officer, whoever is in-charge of the control unit, should directthe next voter straightaway to proceed to the voting compartment to record hisvote. If the “Ballot” button on the control unit has been pressed to releasevoting on the ballot unit for the last elector but he refuses to vote, in that case as afirst step, you/third Polling Officer, whoever is in-charge of the control unit shallput the ‘Power’ switch in the rear compartment of the control unit to ‘OFF’position and disconnect the ballot unit(s) from the control unit. In the secondstep, after disconnecting the ballot unit(s) from the control unit the‘Power’switch should again be put ‘ON’. Now the ‘Busy’ lamp will go off and the ‘Close’button will become functional to close the poll.   If this whole process is notfollowed in such a case, the ‘Close’’ button will not be functional and withoutclosing the control unit, it will not give the result, because the ‘Result’ buttonwill also become functional only after the ‘Close’ button is pressed.
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CHAPTER XXIV
VOTING BY PUBLIC SERVANTS ON ELECTION DUTY

1. As a policy, the Commission has decided that no person will be assigned pollingduties in an assembly constituency in which he is posted or in which he residesor the constituency, which is his home constituency.   All other public servantsappointed on election duty have the option of casting their votes through postalballot system. For this purpose, they will have to apply to the Returning Officerin Form 12.2. The District Election Officer/Returning Officer will Issue the order ofappointment appointing you as Presiding Officer in duplicate and alongwiththis order the District Election Officer/Returning Officer will send you sufficientnumber of Forms 12 to enable you and the Polling Officers to apply for PostalBallot Papers.3. You have to send the application form (Form 12) filled up immediately alongwith the duplicate copy of  the order of appointment  and submit it to theReturning Officer. Form 12 can also be submitted at the training classes forPolling Staff. After postal ballot is issued to the Polling Staff, the Returning Officerwill make arrangement to facilitate their voting and depositing the ballotpaper and the connected papers at the training centres itself, so that you  donot  have  to  post  the  ballot  paper  in  post  offices. Necessary instructions forvoting at the facilitation centre at the training classes will be given at the time oftraining. However, there may be a few cases of female polling officials posted intheir home constituencies (i.e. where they are enrolled as electors). In that eventthey may have been granted EDC (Election Duty Certificate). In their cases theywill vote personally at the polling station where they are/would be posted onelection duty. If for any reason, their posting on election duty/reserve duty iscancelled/not made after the entry EDC is made against their names in themarked copy of electoral roll, they should not be deprived of the right to exercisetheir vote.   Such persons whether an election official or any other public servanton election duty, to whom an EDC has been issued, should be allowed to casthis/her vote at any polling station other than the one in which but for the issue ofsuch election duty certificate he/should have been entitled to vote, including thepolling station where he/she was originally posted for duty.4. Similarly, there may not be sufficient time left for you to record your vote andreturn it to the Returning Office well in time before counting. Applications fromvoters on election duty to vote by postal ballot are required by law to be made atleast seven days or such shorter period as the Returning Officer may allow beforethe day of poll or the first day of the poll in the constituency.
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CHAPTER XXV
ISSUE OF POSTAL BALLOT PAPERS

SERVICE VOTERS1.1 As soon as the list of contesting candidates is drawn up after the period forwithdrawal of candidature is over, postal ballot papers will be printed at the levelof DEOs under proper security cover and under direct supervision of a responsibleofficer. As soon as the postal ballot papers are ready, the postal ballot papers forthe service electors will be centrally dispatched from the District Head Quartersitself. For this purpose each Returning Officer shall depute a team of officersincluding an ARO with details of Service Electors along with envelops alreadyprepared for this purpose on the basis of the last part of the electoral roll.1.2 The District Electoral Officer will appoint a suitable officer as the nodal officer tosupervise  the entire process of dispatching  postal  ballots  to  service electors.The DEO will co-ordinate with the senior officials of the Postal Department andshall ensure that a team of postal department officials receive covers containing thepostal ballot papers and in turn will ensure the ballots are sent to the rightaddress without any delay. The details of postal ballots sent AC wise shall bemaintained in the form of a register giving the details and the signature of thepostal authorities shall be obtained in the register.1.3 One  of  the  observers  available  in  the  district  head  quarters  shall personallymonitor the entire process of dispatch and send a detailed report to theCommission as soon as the dispatch of postal ballots meant for service voters. Theprocess indicated above shall be video graphed. When the Returning Officers startreceiving the polled ballot papers from the service voters, he shall give a dailyreport to the observer concerned indicating the number of such polled ballotsreceived during the day and also indicating the cumulative figure. When theobservers leave the constituency after the poll is over they shall indicate thenumber of postal ballots received till the date of departure in their report to theCommission.
POLLING OFFICIALS

1.4 The ROs shall follow the following procedures for receiving of applications,issue of postal ballot papers and receiving back the polled postal ballot papersfrom government officials other than police and security personnel appointed onpolling duty.
Polling officials –1.4.1. The data base on the government staff to be used as polling personnel shallcontain the AC No and Name, Part No and Serial No details of each staff where he or
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she is registered as an elector. This information can be collected through thesponsoring authorities of such staff or through any other method convenient to theDEO. Enough  scope  shall  be provided  to the  government  staff/ sponsoringauthorities to locate such electoral registration details through variousmeasures such as helpline, availability of electoral roll data in pdf format invarious government offices etc., The letter of appointment sent to the pollingpersonnel asking them to attend the training shall contain AC/Part/Serial No detailof each staff.1.4.2. All the polling officials shall, without exception, be provided Form 12 forapplying for postal ballot paper along with their appointment letter. They shouldbe asked to submit duly filled Form 12 on the first day of training. Adequatenumber of Form 12 shall also be kept at the training venue so that any pollingpersonnel who are in need of Form 12 can access it. It should be clarified to theappointed polling officials that in view of the fact that the postal ballot paper will beissued to them personally at the training venue itself they need not mention anyaddress in Form 12 for sending the ballot papers for that would be infructuous.At the training center there will be a separate arrangement to receive theForm 12 from the persons drafted for polling duty. At the time of submittingForm 12 the person concerned along with his appointment letter shall alsoproduce the EPIC issued to him or a copy of any ID including service ID if anyissued to him. The applications (Form 12) received form the polling officials shallbe processed immediately by the concerned Returning Officer/Assistant ReturningOfficer before the second round of training. Hence, it is imperative that the secondround of training is held after the postal ballot papers are printed and ready forissue.1.4.3 On the day of second round of training there shall be separate and properarrangements for issuing the postal ballot to the persons concerned. As the traineeson election duty may belong to different ACs it becomes imperative that allR.Os/A.R.Os along with their staff remain present at the training venue for theabove purpose. The cover containing the postal ballot paper should be handed overto the respective polling officials only after verifying their identification throughEPIC or any other photo ID as well as appointment order. Simultaneous entry (PB)shall be made using red ink in the marked copy of the electoral roll which shall beused in the poling station by the presiding officer on the poll day. The record ofissuance of PBs should be separately maintained  in  Format  XXIVB  of  HandBook  for  Returning Officer with one more column indicating place of posting (inwhich Assembly Constituency the person is serving). Concerned RO/ARO shouldsign the above Register. Once a PB is issued to a polling personnel called fortraining he shall after that cast his vote only through postal ballot even if he isexempted from election duty subsequently or kept on reserve.1.4.4 Considering  the postal delays and inconvenience  caused  to the electors  indispatching  the  PB, the  Commission  has  decided to  encourage  the system in
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which the voters on receiving the PB from R.O/A.R.O record their preference on thePB paper then and there. Necessary arrangements for attestation of Form 13 Aand collection of polled postal ballots shall be made in the form of a ‘postalballot facilitation center.’ The polling officials should be advised to cast their voteon postal ballot paper and polled ballot paper should be dropped personally in asealed  box  to  be  kept  there  for  the  purpose  under  direct  supervision  of  theconcerned Returning Officer / Assistant Returning Officer. ECI observers will bepresent and supervise the entire process. The D.E.O / SP / SDM shall personallyinspect the training venue cum postal ballot facilitation center in advance in orderto ensure adequate security measures are in place. As the electors will be castingtheir vote at the training venue proper arrangements shall be ensured to restrictentry to the venue only to the appointed polling staff and other authorizedgovernment servants and no other person. When the voters mark the ballot withtheir preference the secrecy of ballot shall be enforced without compromise. Theentire process including the arrangements made for this purpose shall be recordedin video.
1.4.5 If the authorized  representatives  of  contesting  candidates remain present atthe facilitation center proper seating arrangement shall be made for them. Thepresence of such representatives shall be registered by obtaining their signature ina register.1.4.6 The above system of issuing PB and enabling the polling personnel to mark theirpreference at the facilitation centre shall be equally applicable to other civilstaff to be engaged in election duty on the poll day as micro observers, sector orzonal officers, liaison officers of observers and so on.( The supplementary Guidelines issued in ECI lr No 52/2012/SDR dt13.08.2012 to be inserted)
Security persons1.4.7 It is relevant to note that the police personnel who will be engaged in electionrelated duties on the day of poll shall only be eligible for obtaining PB.Hence, it becomes imperative to obtain the list of such police personnel well inadvance. District wise nodal officers shall be identified by the SPs for preparingdata on such police personnel. The data shall indicate the names of each such policepersonnel, service ID no, details of AC No, Part No, serial no etc. Similar nodalofficers shall be identified for State Armed Police Forces, Battalion HQ wise.1.4.8 While preparing such list care shall be taken to ensure that names of policepersonnel who are not connected with the election related duties and names ofsuch persons who will be in a position to exercise their voting right by going totheir respective polling stations as a general voter are not included in the list. SPs
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shall take proper care about this aspect and the list of such persons shall beultimately submitted by the SP to the DEO concerned and on being accepted by theDEO that list will become an approved list of police personnel on election duty.1.4.9 As the police personnel are posted in various locations and bringing all of them toone or two locations in the district on the same day will not be feasible it has beendecided to enable the police personnel to exercise their voting right by issuing theirPB using postal services and receive back the same by Post or through drop boxkept in the office of R.O For this purpose an efficient coordination shall be ensuredbetween the election authorities and postal authorities. Unlike in the past, it hasbeen decided to send the PB by Registered Post and the police personnel will alsosend their marked PB through registered post and the stamp will be paid by theaddressee i.e the Returning Officer and necessary arrangement in this regardshall be worked out for the whole state by the CEO in coordination with the seniorpostal authorities. In order to cut down on the delay in this process, identificationof police personnel who would be on election related duty and who will not be ableto got their polling station and their AC No/ Part No/ Serial No details, makingForm 12 available to them easily; receipt of duly filled in Form 12 from them etcshall be efficiently ensured in advance through a network of nodal officerarrangements. The initial task of the nodal officer is to arrange to disburse blankapplications in Form 12 for issue of postal ballot papers to the security personnelto be deployed on election duty. Along with Form 12 a guideline for filling up thesaid Form shall also be given to the relevant electors. The electors shall beinformed that while filling up the Form 12, in the  space  provided  for  indicating
the  address  for  the  dispatch  of  they  should invariably mention only the fullpostal address of their present place of posting. In addition to this they shouldalso mention the address where they are registered as an elector in the vacantspace available in the Form. The elector shall mention the serial no and part no aswell as the name of the constituency where he is registered as an elector. In case heis not in a position to mention the serial no Part no etc he shall mention thecomplete address where he is registered as stated above so that attempt will bemade to locate his name and fill up the details. The said Nodal Officers shallalso arrange to collect duly filled Form 12 from the security personnel without anydelay.1.4.10 All the applications received in Form 12 shall be sorted out district wise asthere is possibility of a polling personnel having been registered in a district to beposted in another district. Hence, these Form 12 applications shall be sortedAC wise/ district wise. The 12 A applications pertaining to the ACs within thesame district shall be dealt with at the district HQrs itself without physicallysending the same to the R.O’s HQrs located outside the district HQrs. For thispurpose an authorized A.R.O of each AC shall come to the district HQrs and dispatch



122

the PB to the respective voter (police personnel) on election duty by RegisteredPost with A.D while simultaneously marking ‘PB’ in red ink in the marked copy ofthe relevant Part and maintaining a register indicating such names with serialnumber, Part wise. Postal authorities may be clearly instructed that the PB sent byRegistered Post shall not be handed over only to the person concerned andunder no circumstances to any other person.1.4.11 While dealing with the 12A applications pertaining to the home district in theabove manner the nodal officer shall without any delay make a district wise parcelcontaining AC wise envelops having 12 A applications and send the parcel to theother districts through special messengers. The special messenger shall meet thenodal officer of the relevant district and obtain acknowledgement in token of suchreceipt. On receiving such envelops from various districts the nodal officer shalltake the follow up action in the same manner in which he dealt with the 12Aapplications received from within the district as mentioned earlier.
1.4.12 The elector on receiving the PB may mark his preference and send the same tothe Returning Officer by Registered Post or he may put the marked PB inthe ‘drop-box’ kept in the office of the Returning Officer. The voter whilerecording his vote has to follow the instructions contained in Form 13D.(The supplementary Guidelines issued in ECI lr No 52/2012/SDR dt 13.08.2012 tobe inserted)

Drivers, Cleaners and Helpers1.4.13 The system of receiving applications for the issue of postal ballot papers to thevoters on election duty (other than the polling personnel or security personnel)like drivers, cleaners and helpers, who will be performing duties in connectionwith the election, needs to be streamlined and closely tracked. There has to bea time limit up to which the duly filled in Form 12 can be received from suchvoters. For this purpose the D.E.O shall make an advance plan to assess therequirements for vehicles to be requisitioned. At the time of requisitioning thevehicles all relevant details  about the drivers and cleaners shall be collected ina proforma to be approved for this purpose by the C.E.O and to be followeduniformly throughout the state. The Returning officer shall prepare a documentindicating the details of such persons and give a copy to the observer. The C.E.Oshall fix up a time table for appointment of such drivers and cleaners and fix up aclear deadline up to which the applications for PB can be received. It shall be madeclear to such voters that the address to be mentioned in Form 12 for dispatch ofpostal ballot shall be the address at which he is registered as an elector and not anyother address. The postal ballot paper will be issued to them by the R.O only by theregistered post with A/D. In case, any such voter instead of opting to receive his PBby post and chooses to collect the PB personally he may do so within the deadlineto be specified by R.O (CEO shall ensure uniformity in this matter throughout thestate). After that he may follow the procedure contained in Form 13D and exercise
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his voting right within stipulated time.(The supplementary Guidelines issued in ECI lr No 52/2012/SDR dt13.08.2012 to be inserted)1.4.14 For the benefit of such voters who may belong to any of the category ofvoters to whom PB has been issued each R.O shall have a special box with securedlock duly sealed so that any such voters can come and drop their marked PB in thesealed cover (provided to each voter along with PB). Necessary arrangements forattestation  of  Form  13A  of  such  persons  who  wish  to  record  their  votes  aftercollecting their PB personally shall be made.
1.4.15 Apart from marking ‘PB’ against the name of each and every elector in whose favorpostal ballot had been  issued in the relevant part of the electoral roll anadditional information sheet (AIS) polling station wise shall be prepared indicatingthe serial number, name, relation name, age and sex. This part wise additionalinformation sheet shall by signed by R.O or by an authorized ARO and a copyof such information sheet shall be handed over to the presiding officer of therelevant polling station at the time of dispatch. Apart from one ink -signed copyadequate number of photo copies of the AIS shall also be handed over to thepresiding officer. On the poll day, before starting the mock poll in the presence ofthe polling agents, the presiding officers shall verify the marked copy of theelectoral roll in comparison with the additional information sheet on ‘PB’ votersand confirm whether the entry ‘PB’ has been made against each and every namethat is mentioned in the additional information  sheet.  No elector  whose  namehas  been  marked  as  ‘PB’  can  be permitted to vote in person at the polling stationunder any circumstances..
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CHAPTER XXVI

VOTING BY PROXY

1. Some categories of service voters have been given the facility of voting throughproxies appointed by them.   The service voters who have appointed proxy arecategorized as “Classified Service Voters” (CSVs). The Returning Officer will supplyyou with a list of the CSVs, if any, for your polling station for whom the proxiesappointed by them will vote in your polling station. This list of CSVs is to be treatedas part of the marked copy of the electoral roll for your polling station.
2. The proxy will record the vote on behalf of the CSV at the polling in the samemanner as any other elector assigned to the polling station. The procedure ofidentification, etc. will be applicable in the case of proxy also just as in the case ofother ordinary election. However, it may be noted that in the case of proxy, markingof indelible ink will be done on the middle finger of the left hand. The proxy will beentitled to vote on behalf of the CSV in addition to the vote that he may cast in his ownname if he is registered elector in the constituency, at the polling station to which hehas been normally assigned.3. In the case of proxy voters, the serial number of elector to be entered in the secondcolumn  of  the  Register  of  Electors  (Form  17A)  will  be  the  serial number relatingto the proxy voter as given in the sub-list of CSVs for your polling station. However,for distinguishing the serial number from the serial numbers of electors in the mainmarked copy of the electoral roll, the letters ‘PV’ (for ‘Proxy Voter’) should besuffixed in bracket.  For example, in the case of the proxy voter shown against serialnumber 1 of the sub-list of CSVs, the serial number to be entered in column 2 of Form17A will be ‘1 (PV)’, for the proxy voter at Sl. No.5 of the sub-list of CSVs, it will be ‘5(PV)’ and so on.
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CHAPTER XXVII
TENDERED VOTES

1. It may happen that a person presents himself at the polling station and seeks tovote  representing  himself  to  be  a  particular  elector  and  you  find thatanother person has already voted as such elector. In such a case you shall satisfyyourself about the identity of that person to be the elector concerned. If you  aresatisfied  about the identity  of the elector  on his satisfactorily answering suchquestions relating to his identity as you may ask and presenting the documentsproving his identity, you shall allow the elector concerned to vote by means of atendered ballot paper, but not through the voting machine. Such vote is called‘tendered vote’.
2. Design of tendered ballot paper2.1 The Election Commission has specified under that rule that the tenderedballot paper shall be of the same design as the ballot paper, which shall be usedfor display on the ballot unit of the voting machine at the polling station.2.2 The Returning Officer will, therefore, provide to each polling station twentyadditional ballot papers, which he has got printed for use in the ballot units ofvoting machines, to be used as tendered ballot papers. In case it becomesnecessary to supply any additional ballot papers to any polling station for theabove purpose (i.e. if the number of tendered votes exceeds 20), the same willbe arranged by the Returning Officer to be supplied to the Presiding Officerof the polling station concerned on demand through the zonal officer in-chargeof that polling station.2.3 Before handing over the tendered ballot paper to the elector, who haspresented himself as the genuine elector at your polling station, you will writethe words "Tendered Ballot Paper" on the back of these ballot papers in your ownhand, if these words are not already stamped there, and issue them, if necessary,as tendered ballot papers.
3. Account of tendered ballot papersYou shall keep a correct account of all ballot papers (i) received for use astendered ballot papers, (ii) issued as such to electors, and (iii) not used andreturned, in Item 8 of Part I of Form 17C.
4. Record of Voters to whom tendered ballot papers issuedYou shall also maintain complete record of the electors who have been issuedwith tendered ballot papers, in Form 17B. You shall also obtain the signature orthumb impression  of the elector in Column (5) of that Form beforedelivering a tendered ballot paper to him.
5. Recording of vote on tendered ballot paper5.1 While delivering a tendered ballot paper to the elector, you shall also supply aninked arrow cross mark rubber stamp to him. This stamp is the same which wasused for marking ballot papers in the conventional system of voting using ballotpapers and ballot boxes for the purpose. This stamp will be supplied as one ofthe items of polling materials for use at the polling station.
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5.2 On receiving the tendered ballot paper, the elector concerned will go into thevoting compartment and will mark his vote on the ballot paper by putting thecross mark on or near the symbol of the contesting candidate of his choice bymeans of the arrow cross mark rubber stamp.5.3 The elector will then fold the tendered ballot paper and after coming out of thevoting compartment hand it over to you.5.4 You shall keep all the tendered ballot papers and the list of such tenderedballot papers prepared in Form 17B in a cover specially provided for the purposeand seal the cover at the close of the poll.5.5 If a blind or an infirm elector is unable to record his vote without assistance,you shall permit him to take with him a companion in accordance with theprocedure mentioned in Chapter XXII.



127

CHAPTER XXVIII

ADJOURNMENT/STOPPAGE OF POLL DUE TO
RIOT, BOOTH CAPTURING, ETC.

1. Adjournment of Poll due to Riot, etc.1. Under section 57(1) of the Representation of People Act, 1951, the PresidingOfficer of a polling station is empowered to adjourn the poll on account of—(i) a natural calamity like flood, heavy snowfall, a severe storm and thelike, or(ii) non-receipt or loss or damage to essential polling materials like votingmachine, authentic copy of electoral roll and the like, or(iii) disturbance of peace at the polling station making it impossible to takethe poll, or(iv) non-arrival of the polling party at the polling station due to obstructionon the way or any other serious difficulty, or(v) any other sufficient cause.
2.1 If there is a riot or any attempt of open violence, use police force to control thesame. If, however, it cannot be controlled and it is impossible to continue the poll,you should adjourn the poll. As stated above, the poll should also be adjourned ifthe conduct of the poll is rendered impossible on account of any natural calamityor other sufficient cause.  A passing shower of rain or strong wind would notnormally be a sufficient cause for adjournment of poll. The discretion given to youto adjourn the poll should be exercised most sparingly and only in cases where ithas become physically impossible to conduct the poll. The Commission  has,however, decided  that an adjourned poll may be ordered at all those pollingstations where polling fails to start within two hours of the time scheduled for thecommencement of poll.2.2 In every case of adjournment of poll, you must report immediately the full facts tothe Returning Officer. Wherever a poll is adjourned, announce formally to all,who are present at the polling station, that the poll will be taken on a day to benotified subsequently by the Election Commission.2.3 Both the units of the voting machine and all election papers should be sealed andsecured in the presence of the polling agents as if the poll has come to a close inthe normal way.
3. Completion of adjourned poll.

3.1 Where the poll has been adjourned at a polling station [under the provisions of
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sub-section (1) of Section 571 of the R.P.Act 1951, the adjourned poll willrecommence on the date and time fixed by the Election Commission from thestage at which it was left immediately before the adjournment, i.e. the electors,who have not already voted before the poll was adjourned, will alone be permittedto vote at the adjourned poll. The Returning Officer will provide the PresidingOfficer of the polling station, where such adjourned poll is taken, with the sealedpackets containing the same marked copy of the electoral roll and theregister of voters in Form 17A, which were earlier used at that polling station,and a new voting machine.3.2 Before the recommencement of the adjourned poll, the sealed packetcontaining the marked copy of the electoral roll and the register of voters shouldbe reopened by you in the presence of the contesting candidates or their agents,who may be present at the polling station, and this very same marked copy of theelectoral roll and the register of voters should be used for completion ofadjourned poll.3.3 The provisions of Rules 28 and 49A to 49B will apply to the conduct of anadjourned poll also as they apply to the poll before it was so adjourned.3.4 Where the poll could not be commenced due to non-arrival of the polling party orother reasons, the provisions of abovementioned rules will apply to every suchadjourned poll as they apply to the original poll.
4. Stoppage of poll for failure of voting machine booth capturing etc.,4.1 Under Sections 58 and 58A of the Representation of the People Act, 1951, theElection Commission has been given power to declare the poll at a polling stationto be void and direct a fresh poll, if at that polling station -(i) any voting machine has been unlawfully taken away by anyunauthorised person, or(ii) any voting machine has been accidentally or intentionally destroyed orlost or damaged or tampered and the result of the poll at that pollingstation cannot be ascertained for that reason, or(iii) any voting machine develops a mechanical failure during the course of therecording of votes, or(iv) any error or irregularity in procedure, which may vitiate the poll, hasbeen committed, or(v) there has been booth capturing (as defined in Section 135A of the saidAct.).4.2 If any such thing happens at your polling station, you should report full factsforthwith to the Returning Officer, who will, in turn, report the matter to theElection Commission for its directions.4.3 After considering all material circumstances, if the Commission directs freshpoll to be taken at a polling station, such fresh poll shall be taken in the same
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manner as the original poll.4.4 All electors entitled to vote at the polling station in question will be entitled tovote again at the fresh poll. The marks of the indelible ink made at the original pollshould be ignored at the fresh poll. The Commission has directed that the mark ofthe indelible ink, in case of a fresh poll, should be put on the voter’s left handmiddle finger to distinguish the marks to be made at the fresh poll from thosealready made at the original poll.
5. Closing of voting machine in the case of booth capturing5.1 Rule 49X of the Conduct of Elections Rules, 1961 provides that where thePresiding Officer of a polling station is of the opinion that booth capturing istaking place at the polling station, he shall immediately close the control unit ofthe voting machine to ensure that no further votes can be recorded and shalldetach the ballot unit(s) from the control unit.5.2 You should resort to closing the voting machine as mentioned above onlywhen you are certain that the booth capturing is taking place and not on amere apprehension or suspicion about the possibility of booth capturing. This isso because once the control unit is closed by pressing the close button, the votingmachine will not record any further votes and the poll will have to be necessarilyadjourned either for the day or temporarily till the new voting machine isprovided to you for the conduct of further poll at the polling station.5.3 As soon as possible after you have closed the voting machine under Rule 49X ofthe Conduct of Elections Rules, 1961, you should immediately report the matterwith full facts to the Returning Officer. The Returning Officer shall, in turn, reportthe full facts of such case to the Election Commission through the fastest means ofcommunication available.5.4 The Election Commission, on receipt of the report from the Returning Officerand after taking into account all material circumstances, may —(i) either decide to have the adjourned poll completed from the stage itwas adjourned by providing a new voting machine, if it is satisfied that thepoll upto that stage was not vitiated, or(ii) declare the poll at the polling station as void, if it is satisfied that thepoll was vitiated, and direct a fresh poll at that polling station.5.5 Where the poll is adjourned/stopped for the day by the closure of the votingmachine under para 5.1 above, the voting machine and all election papershall be sealed and secured in the same manner as on the close of poll.5.6 Further steps to complete the adjourned poll or conduct a fresh poll, as thecase may be, as directed by the Commission, shall be taken in accordance with theprocedure already mentioned above.
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CHAPTER XXIX

CLOSE OF POLL

1. Voting by Persons present at the Polling Station at the Closing Hour1.1 The poll should be closed at the hour fixed for the purpose, even if it hadcommenced  somewhat  later  than  the  hour appointed for the commencement ofpoll owing to some unavoidable reason. This will not however, mean that afterthe hour fixed for closing the poll, no elector will be allowed to cast his vote. Youhave to keep in mind that all electors, who are present at the polling station at thehour appointed for the close of poll, should be permitted to cast their votes even ifthe poll has to be continued for  sometime beyond the appointed closinghour.1.2 A few minutes before the hour appointed for closing the poll, announce to allthose within the limits of the polling station who are waiting to vote that theywill be allowed to record their votes in turn. Distribute to all such electors, slipssigned by you in full, which should be serially numbered from serial No. 1 onwardsaccording to the number of electors standing in the queue at that hour. Continuethe poll even beyond the closing hour until all these electors have cast their votes.Depute police or other staff to watch that no one is allowed to join the queue afterthe appointed closing hour. This can be effectively ensured if the distribution ofslips to all such electors is commenced from the last elector standing in the queueand proceeded backwards towards its head. You will be supplied Pre-PrintedSerial Numbered Slips (about 200 slips for each polling station) as per sample(ANNEXURE XIX) alongwith the other material.
2. Closing of poll2.1 After  all the  electors  who may  be  present  at  the  polling station at theappointed hour for closing the poll have voted as provided in the preceding para,you should formally declare the poll as closed and should not permit any person tovote thereafter under any circumstances.2.2 All Presiding officers shall close the EVM by pressing ‘CLOSE BUTTON’ at the end ofpoll in the presence of polling agents as may be present.2.3 The presiding Officer shall draw a line at the end of Poll after the last entry in Form17A and shall record the signed statement thereafter ‘the serial number of last entryin form 17A is ……….”and obtain the signatures of all polling agents as may bepresent, below this statement.
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3. Closing the Control Unit of Voting Machine3.1 For closing the poll after the last voter has recorded his vote, the votingmachine has to be closed so that no further recording of votes in the machine ispossible. For that purpose, you should press the 'Close' button on thecontrol unit. When the 'Close' button is pressed the display panels on the controlunit will show the total number of votes recorded in the voting machine till theend of the poll (but not the candidate-wise tally). The total number of votesrecorded in the machine should be immediately noted in Item 5 of Part I of Form17C. You should thereafter disconnect the ballot unit from the control unit andput the power switch to ‘OFF’ position in the rear compartment of the control unit.3.2 The 'Close' button is provided in a compartment in the result section below theblue  coloured rubber cap  on  the  left  side  of its  outer cover  and  can  bereached by simply pulling out the rubber cap. The rubber cap should be replacedafter the 'Close' button has been pressed and the poll closed.3.3. Once the 'Close' button is pressed, the voting machine will not accept anyfurther votes. Therefore, before pressing the 'Close' button, you should beextremely cautious and absolutely certain that no elector, who was present at thehour fixed for the close of poll, remains to vote.3.4 You should also note that the 'Close' button will function only when the 'Busy'lamp on the control unit is not on, i.e., only after the last elector allowed tovote has recorded his vote (by pressing the blue button on the Ballot unit). If the'Busy' lamp is on by reason of the 'Ballot' button having been pressed by mistakeafter  the  last  elector  has  recorded  his  vote  or  such  last  elector refusing torecord his vote after the 'Ballot' button has been pressed for him, the 'Busy' lampcan be put off by switching off the 'Power' switch in the rear compartment of thecontrol unit and disconnecting the ballot unit(s) from the control unit. Afterdisconnecting the ballot unit(s) from the control unit, the 'Power' shouldagain be s e t  t o 'ON'. Now the 'Busy' lamp will go off and the 'Close' buttonwill become functional.
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CHAPTER XXX
ACCOUNT OF VOTES RECORDED

1. Preparation of account of votes recorded1.1 After the close of poll, you are required to prepare in duplicate, under Rule49S of the Conduct of Elections Rules, 1961, an account of votes recorded in thevoting machine. Such account shall be prepared by you in Part I of Form 17C.1.2 As already explained in the preceding chapter, the total number of votesrecorded in the voting machine at the close of poll shall be ascertained by pressingthe 'Close' button. If necessary, that button can again be pressed to get therequired information.1.3 You must not forget that the total number of votes recorded in the votingmachine must be equal to the total number of voters registered as per column (I)of the Register of Voters (Form 17A) minus the number of voters who decided notto vote (as per the remarks column of that register) and also minus thenumber of voters not allowed by you to vote for violating  the secrecy ofvoting/procedure of voting (as per the remarks column of the said Register). Incase of polling stations where VVPAT is used, the test votes recorded under rule49MA(D) are required to be mentioned at sl. No. 5 of part-I of form 17-C.1.4 A sample account of votes recorded as prepared in Part I of Form 17C isgiven for your guidance at Annexure XIII.1.5 The account of votes recorded in Form 17C should be kept by you in aseparate cover with the words ‘Account of Votes Recorded’  superscribedtherein.
2. Supply of attested copies of account of votes recorded to Polling Agents2.1 Under the said Rule 49S, you are also required to furnish to every pollingagent, who is present at the close of the poll, a true attested copy of the account of

votes recorded as prepared by you in Form 17C, after obtaining a receipt fromthose polling agents. Copies of the accounts should be furnished to every pollingagent present even without his asking for it. The original Form 17C has to bedeposited at the Collection Centre (Strong Room) alongwith the voting machine.The duplicate copy of Form 17C will also be deposited at the Collection Centre.2.2 To enable you to make the required number of copies of the account of votesrecorded in Form 17C you will be supplied with as many copies of the printedform (Form 17C) as the number of contesting candidates plus one or twomore for the original account. If possible, you should prepare the required numberof copies with the help of carbon paper, while filling in the entries in theoriginal account itself, so that all such copies, supplied to polling agents and theoriginal account are identical in every respect.
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2.3 In simultaneous elections to the Parliament (Lok Sabha) and State LegislativeAssembly (Vidhan Sabha), it should be noted that account of votes recorded inForm 17C should be prepared separately for the Parliamentary (Lok Sabha) andState Assembly (Vidhan Sabha) elections. Copies of Form 17C for the assemblyelection should be given only to the agents of the contesting candidatescontesting the assembly election and copies of Form 17C for the parliamentaryelection should be given only to the agents of contesting candidates forparliamentary election.
3. Declaration to be made at the close of poll3.1 In order to ensure that above mentioned requirements of Rule 49S regardingfurnishing of copies of account of votes recorded to the polling agents are fulfilledby you, the Commission has devised a declaration (Part III, Annexure VII) whichshould be made and completed by you at the close of poll
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CHAPTER XXXI

SEALING OF THE VOTING MACHINE AFTER CLOSE OF POLL1.1 After the poll has been closed and the ‘account of votes recorded’ in thevoting machine has been prepared in Form 17C and copies thereof furnished tothe polling agents present, the voting machine should be sealed and secured fortransportation to the counting/collection centre.1.2 For sealing and securing the voting machine, the power switch in the controlunit should first be switched 'OFF' and then the ballot unit(s) and, the controlunit and the Printer if nused should be disconnected. It should be ensured thatthe paper slip contained in the drop box of the printer shall be intact. Theballot unit(s) and the control unit should now be put back in their respectivecarrying cases.1.3 Each carrying case should then be sealed at both ends by passing a threadthrough the two holes provided for the purpose on both sides of the carryingcase and putting thread seal with an address tag showing the particulars ofthe election, the polling station and the unit contained therein and carrying thePresiding Officer's dated signatures and seal on it.1.4 The particulars on the address tag on the control unit and ballot unit shall be thesame as mentioned in para 2(1) of chapter III. The contesting candidates or theirpolling agents, who are present at the polling station and desirous of putting theirseals on the address tag, should also be allowed to do so.1.5 The names of the contesting candidates/polling agents who have affixed theirseals on the address tags on the carrying cases of the ballot unit(s) andcontrol unit should also be noted by you in the declaration which you have tomake at the close of the poll vide Part IV of Annexure VII.
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CHAPTER XXXII
SEALING OF ELECTION PAPERS

1. Sealing of election papers in packets1.1 After the close of poll, all election papers relating to the poll shall be sealed inseparate packets as required by Rule 49U of the Conduct of Elections Rules,1961 (See Annexure-II).1.2 All the packets so sealed, except the packets containing (i) the account of votesrecorded and paper seal (in Form 17C), (ii) the declarations by the PresidingOfficer before the commencement of poll, during the poll and after close of poll(Annexure VII), (iii) the Presiding Officer's Diary, (iv) Visit Sheet and the 16-PointObserver’s Report should be put in four large packets as explained in paragraph 3below and sent to the Returning Officer.1.3 The covers containing (i) the account of votes recorded and paper sealaccount, (ii) the declarations by the Presiding Officer, and (iii) the PresidingOfficer's Diary, (iv) Visit Sheet and the 16-Point Observer’s Report should be sentseparately alongwith the voting machine to the receiving centre.2. You should allow each contesting candidate or his election agent or his pollingagent, who may be present at the polling station, to affix his seals on the envelopesand packets containing the following documents:-(i) the marked copy of electoral roll;(ii) the register of voters;(iii) Voter's slips;(iv) the used tendered ballot papers and the list of tendered votes in Form17B;(v) the unused tendered ballot papers;(vi) the list of challenged votes;(vii) the unused and damaged paper seals, if any;(viii) appointment letters of polling agents; and(ix) any other papers that the Returning Officer has directed to be kept in asealed packet.
3. Packing of  'statutory covers' and 'non-statutory covers' and election

materials:In order to avoid delay and the inconvenience  of waiting at the place fordepositing sealed voting machine, election papers and all other materials, you areadvised to pack the covers and other materials in four separate large packets, asexplained below, and hand them over at the place appointed for receipt thereof.
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A. The first packet (colored GREEN) should contain the sealed coversmentioned below and should be superscribed as "STATUTORY COVERS":(i) the sealed cover containing the marked copy of the electoral roll;(ii) the sealed cover containing the register of voters;(iii) the sealed cover containing voter's slips;(iv) the sealed cover containing unused tendered ballot papers;(v) the sealed cover containing the used tendered ballot papers andthe list in Form 17B.Even if a statement or record to be put in any cover mentioned above is ‘Nil’, a slipnoting on it that the statement or record is ‘Nil’ may be put in the cover and thetotal number of five covers made ready so that no necessity arises for the receivingofficial at the receiving centre to enquire about the non- production of any of thesealed covers to be received by him.B. The second packet (colored YELLOW) should contain the following coversand should be superscripted as "NON-STATUTORY COVERS":(i) the cover containing the copy or copies of electoral roll (other thanthe marked copy);(ii) the cover containing the appointment letters of polling agents inForm 10;(iii) the cover containing the election duty certificate in Form 12- B;(iv) the sealed cover containing the list of challenged votes in Form14;(v) the cover containing the list of blind and infirm electors in Form14-A and the declarations of the companions;(vi) the cover containing the declarations obtained from electors as totheir age and the list of such electors - (Annexure-XI);(vii) cover containing the receipt book and cash, if any, in respect ofchallenged votes;(ix) cover containing unused and damaged paper seals;(x) cover containing unused voter's slips ;(xi) cover containing unused and damaged special tags; and(xii) cover containing unused and damaged strip seals.
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C. The third packet (colored BROWN) should contain the following items:(i) the Handbook for Presiding Officer;(ii) Manual of Electronic Voting Machine;(iii) indelible ink set (with stopper having been secured on each phialeffectively with molten candle or wax applied thereon to preventleakage or evaporation);(iv) self-inking pads;(v) the metal seal of the Presiding Officer;(vi) the arrow cross-mark rubber stamp for marking tendered ballotpapers;(vii) Cup for setting the indelible ink.D. All the other items, if any, should be packed into the Fourth packet (coloredBlue).
4. Sealing of Covers:Each of the five smaller covers/packets to be included in the first packet marked“STATUTORY COVERS” should be sealed. The other smaller covers/packetscontaining various non-statutory papers and items of election materials to beincluded in the second, third and fourth packets marked "NON- STATUTORYCOVERS" may be prepared separately, but need not be sealed (except the covercontaining the list of challenged votes in Form 14) in order to save time. All theseunsealed covers and the sealed cover, containing list of challenged votes in Form14, should simply be placed in the respective bigger covers along with a checkmemo signed by you. These three bigger packets need not be sealed; but may beproperly secured by means of pins or thread so that the contents may be checked atthe collection centres. The first packet marked "Statutory Covers" should, however,be sealed by you after checking of the contents at the collection centre.
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CHAPTER XXXIII

PREPARATION OF THE DIARY AND DELIVERY OF VOTING MACHINES
AND ELECTION PAPERS AT THE COLLECTION CENTRES

1. Preparation of the diary1.1 You should record the proceedings connected with the conduct of poll in thepolling station in the diary to be maintained for the purpose. The proforma ofdiary is reproduced at Annexure XIV. However you will be furnished with aduly serially numbered proforma of the diary and should use only thatproforma.1.2 You must go on recording the relevant events as and when they occur. Youshould mention all important events therein.   You should be careful whilerecording the events in the diary.   If any incident takes place at the pollingstation, which is not reported by you, but is reported by any other source, theElection Commission shall certainly take necessary action in the matter. This willcreate a very embarrassing and serious situation for you.   The ElectionCommission may even contemplate taking disciplinary action against you.1.3 Keep on making necessary entries in the relevant columns of the diary atregular intervals or from time to time as envisaged. It has been observed in manycases that the Presiding Officers do not make the entries in the relevant columnsof the diary at regular intervals or from time to time as envisaged, and fill inall entries and complete the diary at the end of the poll. This is highlyobjectionable. It should be noted that any lapse on your part in the propermaintenance of diary at all points of time during the process of poll will be veryseriously viewed by the Commission.
2. Transmission of Voting machine and election papers to the Returning

Officer2.1 After the voting machine and all election papers have been sealed andsecured by you after the close of poll in the manner explained in Chapters XXXIand XXXIII, you have to deliver them or cause them to be delivered at such place(collection centres) as the Returning Officer may direct and in accordance withsuch arrangements as the Returning Officer may make.2.2 The voting machine and the election papers should be delivered or caused to bedelivered at the collection centre with zero delay. Any delay in this behalf will beviewed by the Commission with utmost concern and will invite severedisciplinary action against all concerned.3. You will hand over to the Official-in-charge of the collection centre thefollowing twelve items of election records and materials and obtain a receipt:-(i) the control unit and, ballot unit(s) and printer with drop box of the votingmachine duly sealed in their respective carrying cases;(ii) the cover containing the account of votes recorded and paper sealaccount (Form 17C);(iii) the cover containing the declarations of the Presiding Officer;(iv) the cover containing the Presiding Officer's diary;
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(v) Visit Sheet(vi) 16-Point Observer’s Report(vii) the first packet superscribed “STATUTORY COVERS “ (containing 5 covers);(viii) the second packet superscribed “NON-STATUTORY COVERS” (containing11 covers);(ix) the third packet containing 7 items of election materials;(x) material for voting compartment;(xi) lantern, if supplied;(xii) waste paper basket;(xiii) polythene bag/gunny bag to carry polling materials; and(xiv) fourth packet containing all other items, if any.Items i,ii,iii and iv should be handed over along with item no (i) at the counterarranged specifically for collecting these items.All the above items will be cleared  by the  receiving  official(s) at the  collectingcentre  in  your presence and there after you will be relieved.
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CHAPTER XXXIV

BRIEF GUIDELINES FOR
THE PRESIDING OFFICERS/ POLLING OFFICERS

1. This chapter gives a summary of the handbook, which enables you to recapitulateyour duties as a Presiding Officer. Maintain close relation with members of yourpolling party. Team work, makes your task easier and more enjoyable.
2.1 Ensure that —(a) you have been supplied with the control unit and the requisite number ofballot units of the voting machine and the same are allotted to and meantto be used at your polling station; you will also get the VVPAT machine if itis deployed at your polling station.(b) appropriate ballot paper has been duly affixed and properly aligned oneach ballot unit;(c) slide switch on each ballot unit has been set to appropriate position;(d) the candidate set section of the control unit and each ballot unit areduly sealed and address tags  firmly attached to each of them.(e) Both the control unit and the ballot unit are duly sealed with the PinkPaper Seal(PPS) having the signature of representatives of politicalparties/candidates and engineers of manufacturing units.(f) All the polling materials have been given to you.
2.2 Check particularly the Register of voters, voter's slips, ballot papers to beused for tendered votes, arrow cross mark rubber stamp for marking tenderedVotes, green paper seals, sealing wax, indelible ink, etc.2.3 Compare marked copies of electoral roll with other copies and see that allcopies are identical and that marked copy of electoral roll contains no mark otherthan 'PB'. AND ‘EDC’



141

Annexure

Account of EDC issuedName of PC ………………………………………………I  Name of Assembly Segment …………………………………………………………Sl. No. of polling station Name of polling personnel Signature1. 1.2.3.2. 1.2.3.…………..
Total no. of polling personnel In the Assembly Segmentissuedwith EDCII. Name of Assembly Segment ……………………………………………………..……………………..……………………..……………………..
Total no. of polling personnel In the Assembly Segment

III. …………………………             …………………………………..issued with EDC……………………………            ……………………………………
Grand total  of polling personnel  in the P.C.

issued with EDC

2.4 See that(i) deletions of names and corrections as per supplement have beenincorporated in all copies of electoral roll;(ii) all pages of working copy of roll are serially numbered in manuscript;(iii) printed serial numbers of voters are not corrected in ink and no new
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number substituted manually.
3.1 Set up polling station as per model lay out as far as practicable.3.2 Ensure separate entrance and exit for voters at polling station.4. On the day of Poll, display outside your polling station–A notice specifying the polling area, copy of the list of contesting candidates.5. Appoint a Polling Officer locally if any Polling Officer is absent.6. Start preparation of voting machine including conduct of mock poll at leastone hour before the hour fixed for the commencement of poll.7.1 Interlink ballot units and control unit7.2 Put the power switch to 'ON' position in the rear compartment of control unit.7.3 Secure the rear compartment of the control unit by tying a thin wire and giving ita few twists or with the help of a twine thread and tying a knot.7.4 Show to all the polling agents, who are present at the polling station that thevoting machine is clear and no vote is already recorded therein.7.5 Conduct a mock poll with the help of Polling Officers/contestingcandidates/polling agents to record a few votes for each of the candidates.7.6 Clear the data in the machine after conducting the mock poll and showing theresult of such mock poll to all present.8.1 Fix green paper seal(s) in the frame on the door of the inner compartment ofresult section of control unit.8.2 Close the door of the inner compartment of result section in such a way that thetwo open ends of the paper seal project outwards from the sides of the innercompartment.8.3 Put your full signature on the white surface of the green paper seal below theprinted serial number.8.4 Obtain the signatures of polling agents, who are present at the polling stationand are desirous of putting the their signatures on the paper seal. Allow them tonote the serial number of paper seal.8.5 Seal the door of the inner compartment of result section of control unit withspecial tag.9.1 Close the outer cover of result section of control unit and seal it. Thereafterattach an address tag thereto firmly.9.2 Secure and seal the Control Unit from outside completely with the stripseal.9.3 Allow the polling agents also to affix their seals on the outer cover of result
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section of control unit.
10.1 Place the ballot unit(s) in the voting compartment. Place the control unit onyour table or on the table of Third Polling Officer, whosoever is given the charge ofcontrol unit, as the case may be.10.2 The interconnecting cable should be so routed that it does not obstruct themovement for voters inside the polling station and they have not to tread ortrip over it, but the entire length of the cable should be visible and under nocircumstances be concealed under the cloth or under the table.11.1 Demonstrate to the polling agents present that the marked copy of theelectoral roll does not contain any entries other than PB.11.2 Demonstrate also that the Register of Voters (Form 17A) does not contain anyentry before hand.12. Read out the declaration and sign it before the commencement of poll.13.1 Commence the poll at the appointed hour positively.13.2 Warn every one, who is present at the polling station, to maintain absolutesecrecy of voting by reading out aloud section 128 of the Representation of thePeople Act, 1951.14. Allow only one polling agent of a contesting candidate inside the pollingstation at any given time.15. Ensure free and fair poll.16. Show due courtesy and regard to the observer appointed by the Commission andfurnish all the information required by him.   Show the same courtesy and regardto the micro-observer present at your polling station.17. Canvassing within one hundred meters of the polling station is an offence. Use ofmobile phone within the polling station is prohibited. You, as Presiding Officer oryour first polling officer can use it only for sending reports through SMS.18. Smoking inside polling station is prohibited. S e e that neither you nor yourPolling Officers nor anybody else in the polling station including the pollingagents smoke inside the polling station.19. Do not give any special treatment to any VIP or celebrity coming to cast vote.
20.1 The duties of Polling Officers, where there are one Presiding Officer and threePolling Officers, are as under –The first Polling Officer will have the marked copy of the electoral roll and will beresponsible for identifying the electors. The printing and clerical mistakes in the



144

roll will be overlooked by him.
The second Polling Officer will have the indelible ink and the register of voters withhim. He will apply indelible ink on the forefinger of the elector, enter the partnumber and serial number of the elector on the register of voters in Column (2) ofthe register and write down the name of the identification document like EPIC orthe alternate document produced by the elector in the 4th i.e. remarks column ofthe Register alongwith the last four digits of the serial number of such document.He will then and obtain the signature/thumb impression of the voter before issuingthe voter's slip to the elector.The third Polling Officer will be in-charge of the control unit. He will take thevoter's slip from the elector, check the indelible ink mark on his left hand forefingerand finally press the 'Ballot' button on control unit to make the Ballot unit keptinside the voting compartment ready and direct the elector to go inside the votingcompartment and cast his vote by pressing the blue button of his choice on theBallot unit.

20.3 Duties of Polling Officers at simultaneous election, when the polling partyconsists of one Presiding Officer and five Polling Officers, are as under:-The first Polling Officer will be responsible for identifying the electors andwill be in-charge of marked copy of the electoral roll.The second Polling Officer will be in-charge of the indelible ink and registerof voters.The third Polling Officer will be in-charge of the Voter’s SlipThe fourth Polling Officer will be in-charge of the Control Unit for LokSabha Election.The fifth Polling Officer will be in-charge of the Control Unit for StateAssembly election.20.3 Allow the electors to record their votes exactly in the same order in which theyhave been entered in the register of voters. Do not allow them to vote unless theyhave signed/affixed their thumb impression on the register of voters.21.1 Do not entertain any challenge to the identity of an elector unless thechallenger pays challenge fee of two rupees in cash. Maintain record of suchchallenged votes in Form 14.21.2 If the challenge is established, hand over the personator to the police with acomplaint in writing.22. In the cases of blind and infirm electors, obtain the required declaration from thecompanion of such blind and infirm electors. Also maintain a record of such votersin Form 14A.
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23. If you consider an elector to be much below the voting age, i.e., 18 years but areotherwise satisfied about his identity, obtain a declaration from him about his age.Do not question his eligibility.
24.1 Do not press or compel an elector to vote if he decides not to vote after hisparticulars have been noted in the register of voters. Make an entry to that effectin the 'Remarks' column against the entry relating to that elector in the Register24.2 Do not change any serial number in column 1 of the register because of anyelector who decides not to vote.25.1 Allow an elector to vote only by means of tendered ballot paper if he turns up atthe polling station after some one else has already voted in his name and you aresatisfied about his identity. Do not allow him to record his vote in the votingmachine.25.2 Maintain a record of such electors to whom tendered ballot papers have beenissued. Such record shall be maintained in Form 17B. Keep the tenderedballot papers and list in Form 17B in a separate cover.26.1 Do not allow an elector to vote if he refuses to follow the prescribed votingprocedure to maintain secrecy of voting after being warned by you.26.2 Make an entry to that effect in the 'Remarks' column against the entry relating tohim in the register of voters. Do not change any serial numbers in column 1 of thatregister because of such elector.27.1 In order to ensure that all the electors, who are standing in queue at the hourappointed for closing the poll, are able to cast their vote, distribute seriallynumbered slips duly signed by you to all electors standing in queue a few minutesbefore closing hour of poll, starting the operation from the end of the queue.27.2 Allow all persons, to whom such slips have been issued, to vote even if the pollhas to be continued for some time beyond the appointed closing hour.28.1 Formally announce the close of poll after the last such elector has voted.28.2 Close the voting  machine  by  removing the  blue  rubber  cap  covering  the'Close' button and pressing the 'Close' button on the control unit. Replace theblue coloured rubber cap over the 'Close' button after it has been so pressed.29.1 Prepare the account of votes recorded in Form 17C.29.2 Give the attested copies of the account of votes recorded to each of thecontesting candidates/polling agents. Make declaration to that effect in theprescribed declaration Form.30.1 After the close of poll, disconnect the ballot unit(s) and control unit.30.2 Put the power switch 'Off' in the rear compartment of control unit.31.1 Keep the control unit and ballot unit(s) in their respective carrying cases.
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31.2 Seal the carrying cases on both ends, by firmly attaching address tags toeach carrying case.31.3 Allow all contesting candidates/polling agents, who are present at the pollingstation and willing to do so, to affix their seals on these carrying cases.32.1 Seal all election papers and materials in separate packets.32.2 Affix your seal on the covers containing (1) marked copy of electoral roll, (2)register of voters, (3) voter's slips, (4) used tendered ballot papers and list inForm 17B, and (5) unused tendered ballot papers.32.3 Allow all contesting candidates/polling agents to affix their seals on thesecovers also, if they so desire.33.1 Keep all packets of election papers and materials in four bigger packets.33.2 The first sealed packet superscripted "STATUTORY COVERS"(Colored Green)should contain five sealed covers.33.3 The second packet of "NON-STATUTORY COVERS"(colored yellow) shouldcontain eleven covers.33.4 The third packet(colored brown) should contain seven items.33.5 All other items should be packed into the fourth packet (colored blue).34. Keep the (1) account of votes recorded (Form 17C), (2) declarations made by youbefore the commencement of poll and end of poll, and (3) Presiding Officer's diaryin three separate packets, which should not be put in any of the four biggerpackets mentioned above, (4) 16-Point Observer’s Report and (5) Visit Sheet. Becareful about the delivery of the 16-Point Observer’s Report at the collectioncentre. Unless this report is delivered at the collection centre, you will not berelieved of your duties on that day.35. Deliver the voting machine, the three packets mentioned in item 34, the 16-Point Observer’s Report and Visit Sheet and four bigger packets mentioned in item33 at the collection centre promptly after the poll, without any delay.36. In order to keep complete and accurate account of events at the pollingstation, maintain the Presiding Officer’s diary properly in all respects. Completethe entries therein as and when any event takes place and not at the end ofpoll.37. If open violence or riot takes place at the polling station, adjourn the poll.Report the full facts to the Returning Officer forthwith.38. If there is booth capturing or any voting machine or election materials likeRegister of Voters, marked copy of the electoral roll, etc., are unauthorisedly takenaway from your custody or damaged or tampered with, close the poll. Report fullfacts to the Returning Officer forthwith.




