HANDBOOK
FOR

RETURNING OFFICER
2014

ELECTION COMMISSION OF INDIA



CONTENTS

Chapter No.

Particulars

Page Nos.

INTRODUCTION

14 - 20

11

General

1.2

Territorial Extent

13

The Handbook and other References

1.4

Duties and Responsibilities

15

Present Scenario

1.6

Chapter scheme of the Hand Book

POLLING STATIONS

21 -36

2.1

General

2.2

Fresh List of Polling Stationg Underlying principles

2.3

Setting upof Polling Stations for voters suffering from
Leprosy

2.4

Special provisions for Vulnerable Sections

2.5

Prevention of intimidation to the voters of vulnerable
sections of electoratemapping of vulnerability (Annexure-
7)

2.6

Auxiliary Polling Stations

2.7

Procedure for listing of Polling Stations

2.8

Publication of the list of Polling Stations in draft

2.9

Final publication of the list of Polling Stations

2.10

Modifications in the List

2.11

Change in the nomenclature of the buildingf a Polling
Station

2.12

Supply of copies of the List

2.13

List of Polling Stations for future General Elections and
Bye-elections

2.14

Security and Law & Order Sensitive Analysis

2.15

Critical Polling Stations

POLLING PERSONNEL

37255

3.1

Legal Provisions

3.2

General Guidelines

3.3

Exempted Categories

3.4

Women Officials




3.5

Judicial Officers

3.6

Physically Handicapped persons

3.7

Proper mixing of Polling personnel drawn from different
offices

3.8

Randomization ofPolling Party

3.9

Form for appointment

3.10

Photo Identity Card to the Polling Personnel

3.11

Training of Polling personnel

3.12

Composition of each Polling party

3.13

Presiding Officer

3.14

Unavoidable absence of Presiding Officer

3.15

Reserve Polling personnel

3.16

Movement of Polling parties to the Polling Station

3.17

Transport for Polling parties

3.18

Police personnel to accompany Polling parties

3.19

Accommodation and food for Polling parties

3.20

Micro Observers andother officials

3.21

Sector Officers

3.22

Polling personnel, Management, Human Resource issues
A Quick Recap

ELECTION MATERIALS

56 758

4.1

General

4.2

Electronic Voting Machines

4.3

Forms

4.4

Statutory and NonStatutory covers

4.5

Other Materials

NOMINATIONS

59-91

5.1

Introductory

5.2

Notifications for General Elections to the House of the
People and State Legislative Assemblies

5.3

Notifications for Bye-Elections

5.4

Issue of Public Notice by the Returning Officer

5.5

Public Holidayz Effect on Election Programme

5.6

Assistant Returning Officers

5.7

Form of Nomination Papers

5.8

Number of proposers for Nomination

5.9

Presentation of Nomination Papers

5.10

Time and place of filing Nomination Papers

5.11

Restriction on number of vehicles and people at the time of
Nominations




5.12

Who can file Nomination Papers

5.13

Number of Nomination Papers

5.14

Serial Number of Nomination Papers

5.15

Preliminary Examination of Nomination Papers

5.16

CheckList of documents in connection with Filing of
Nomination

5.17

Discrepancies and errors in Electoral Rolls

5.18

Signatures of candidates and proposers in Nomination
Papers

5.19

Receipt and Notice of scrutiny and allotment of Symbols

5.20

Affidavit to the submitted by Candidates

5.21

Oath of affirmation by Candidates

5.22 | Nomination by Overseas Electors

5.23 Notice of Nominations

5.24  Display of copies of Nomination Papers and Affidavits
525|0 OAl EOEEI C EIl Al Ol SORIOG | 1

5.26

Deposits

5.27

Deposit by Scheduled Caste and Scheduled Tribe Candida

5.28

Transmission of Nomination Papers by specified Assistant
Returning Officer

5.29

Intimation by Political Parties about their authorised
candidates

5.30

Preparation of consolidated list of Nominated Candidates

5.31

Appointment of Election Agents

5.32

Revocation of appointment of Election Agent

5.33

Specimen Signature of candidate and his Election Agent

5.34

Maintenance of accounts of ElectioExpenses by
Candidates from date of the nhomination

5.35

Separate Bank Account to be opened by each candidate fo
election expenditure

5.36

Intimation to contesting candidates regarding restrictions
on the printing of Pamphlets or Posters, etc.

VI

SCRUTINY

92 -102

6.1

Scrutiny of Nominations by Returning Officer

6.2

Scrutiny - A Quastjudicial duty

6.3

Persons to be admitted

6.4

Examination of Nomination Papers by candidate, etc.

6.5

All Nomination papers to be scrutinised

6.6

Objections and Summary inquiryz reasons to be recorded
in every case of objection or rejection

6.7

Presumption of validity

6.8

Crucial date for determining qualification and

4




disqualification

6.9

Grounds, which are insufficient for rejection oNomination
Papers

6.10

Grounds for rejection of Nomination Papers

6.11

Adjournment of hearing of objection

6.12

List of validly nominated Candidates Form 4

6.13

Correction in the names of candidates

6.14

Arrangement of names in the list of validly nominated
candidates, etc.

Vi

WITHDRAWAL OF CANDIDATURES

103 - 106

7.1

Notice of withdrawal

7.2

Receipt for withdrawal

7.3

Valid Withdrawal not to be cancelled

7.4

Publication of Notices ofwithdrawal

7.5

List of Contesting Candidates

7.6

Notification of the list of Contesting Candidates

7.7

Safe deposit of papers relating to nominations, scrutiny and
withdrawal of candidatures with the District Election
Officer

7.8

Issue of Identity Cards to Contesting Candidates

7.9

Attention of candidates to Law relating to corrupt practices
and Electoral offences.

VIII

ALLOTMENT OF SYMBOLS

107 -114

8.1

Approved Election Symbols

8.2

Choice of Symbols by Candidates

8.3

When aCandidate files more than one Nomination Paper

8.4

Allotment of Symbols to Candidates

8.5

Incorrect allotment of Symbols

8.6

Revision of Symbols

8.7

Supply of copy of Electoral Roll

UNCONTESTED ELECTION

115 -116

9.1

Unopposed Returns

9.2

Form of Declaration

9.3

Return of Election

9.4

Report of Result of uncontested Election

9.5

Cetrtificate of Election

ARRANGEMENTS FOR POLL

117 -127

10.1

Poll arrangements to be made final

10.2

Cooperation for law and order

5




10.3

Model Code of Conduct and its observance

10.4

Standing Committees

10.5

Implementation of Mode Code

10.6

Preparation of working copies of Electoral Rolls

10.7

Training of Polling Staff

10.8

Training of Polling Parties on EVM

10.9

Dummy Ballot Papers

10.10

Dummy Ballot Units

10.11

Unofficial Identity Slips

10.12

61 OAOOG6 31 EPO j.10 OF AA Al
during poll)

10.13

Regulation plying of vehicles on the Poll Day

Xl

POSTAL BALLOT PAPERS AND BALLOT PAPEF
FOR VOTINGVACHINES

128 - 158

111

Introductory

11.2

Postal Ballot Papers

11.3

Assessment of requirement of Postal Ballot Papers

114

Postal Ballot Papers- Form and Language

115

Colour of Postal Ballot Papers

11.6

Printing and dispatch of Postal BalloPapers

11.7

Account

11.8

Mode of dispatch

11.9

Difficulties faced by Service Electors

11.10

Classified Service Voters Proxy Voting

11.11

Issue of Postal Ballot Papers to Polling Staff and other
Categories

11.12

Postal Ballots forsimultaneous elections

11.13

Postal Ballot Papers for electors under preventive detentior
and special voter

11.14

Issue of EDC to Voters on Election Duty

11.15

Record of Postal Ballot Papers

11.16

Sealing marked copy of Electoral Roll

11.17

Supply of second set of Postal Ballot Papers, etc. in exchar
for first set

11.18

Attestation of Declaration of Voter casting Postal Ballot
Papers

11.19

Return of Postal Ballot Papers

11.20

Postal Ballot Papers returned in time

11.21

Postal BallotPaper returned late

11.22

Delivery of Postal Ballot Papers

11.23

Ballot Papers for Electronic Voting Machine

11.24

Operational details




11.25

Designing Ballot Papers for Voting Machines

11.26

Precautions for printing Ballot Papers

11.27

Tendered Ballot Papers

11.28

Assessment of requirement of Ballot Papers

11.29

Arrangements for printing of Ballot Papers

11.30

Verification of Ballot Papers

11.31

Safe custody of undistributed Ballot Papers

Xl

PREPARATION FOR THE POLLE
COMMISSIONING OF ELECTRONIC VOTING
MACHINES

159 - 183

12.1

Preliminary

12.2

Assessment of the requirement of Voting Machines

12.3

First level checking and randomization of Machines

12.4

EVMs used for Repoll

12.5

Commissioning of Machines

12.6

Notice to the candidates about date and time of preparatior
of Voting Machines

12.7

Preparation of the Ballot Unit

12.8

Fixing the Ballot Paper

12.9

- ACGEET Cc 1T &£ #A1 AEAAOABO " OO

12.10

Setting of Slide Switch

12.11

Sealing of the Ballot Unit

12.12

Inter -linking of Ballot Units and Control Unit

12.13

Preparation of Control Unit

12.14

Battery Installation

12.15

Setting the Number of Contesting Candidates

12.16

Clearing the Machine

12.17

SealingtheO# AT AEAAOA 3AO0 3AAOQEII

12.18

Setting up of VVPAT

12.19

Safe preservation of prepared Voting Machines

12.20

Maintenance of records of Voting Machines

12.21

Supply of Voting Machines to Polling Parties

12.22

Polling materials required for VotingMachines

12.23

Register of Voters (Form 17 A)

12.24

61 OAO8O 31 ED

12.25

Address Tags

12.26

Special Tag

Xl

THE POLL

184 7 227

13.1

General

13.2

Legal Provisions




13.3

Polling Stations

13.4

Polling Parties

135

Polling Materials

13.6

Law & Order and Free & Fair Elections

13.7

Arrival of Polling Parties at Polling Stations

13.8

Duties of Presiding Officers and Polling Officers

13.9

Seating arrangements for Presiding Officer & Polling
Officers

13.10

Arrival of Polling Agents

13.11

Seating arrangements for Polling Agents

13.12

Preparations on the Voting Machine by the Presiding Office
before commencement of Poll

13.13

Preparations on Ballot Unit

13.14

Preparations on the Control Unit

13.15

Setting up of VVPAT

13.16

Voting Compartment

13.17

Account of Paper Seals

13.18

Placing the Ballot Unit in the Voting Compartment

13.19

Demonstration of Marked Copy of Electoral Roll and
Register of Voters

13.20

Declaration by the Presiding Officer before Commencemen
of the Poll

13.21

Warning about secrecy of Voting

13.22 Commencement of the Poll

13.23 | Persons to be admitted inside the Polling Station
13.24 Regqulation of Entry of Voters

13.25 Facilities to Press Representatives and Photographers
13.26  Identification of Electors

13.27 Sequence of Events inside the Polling Station

13.28

Challenged Votes

13.29

Application of Indelible Ink

13.30

Record of Electoral Roll Number of Elector in Register of
Voters and obtaining Signature of Voter

13.31

Meaning of Signature

13.32

Meaning of Thumb Impression

13.33

) OOOA 1T &£ 61 OAOOS 31 EDPO

13.34

Recording of Vote by Elector in the Voting Compartment

13.35

Procedure in case of complaint about particulars printed on
paper trail

13.36

Tallying of number of votes polled periodically

13.37

Maintenance of secrecy of voting

13.38

Voting by Blind and infirm voters and proxy voters

8




13.39

Voting by Proxy voters

13.40

Electors deciding not to vote

13.41

Tendered Votes

13.42

Presiding/ £AFEAAO0O6 0O AT OOU EIT OEA
Poll

13.43

Maintenance of diary by Presiding Officer

13.44

Micro-Observers

13.45

Close of Poll

13.46

Preparation of Account of Votes recorded

13.47

Supply of attested copies of account of votescorded to
Polling Agents

13.48

Declaration to be made at the close of Poll

13.49

Sealing of the Voting Machine after the close of Poll

13.50

Sealing of Election Papers

13.51

Transmission of Voting Machine and Elect ion Papers to the
Returning Officer

13.52

Safe Custody of Voting Machines after Poll

13.53

Safe Custody of Metal Seals, Rubber Stamps, etc.

13.54

Allegation against Polling Staff

13.55

Returning Officer to be in Headquarters on Poll Day

13.56

Death of a candidate befor@oll

13.57

Adjournment of Poll

13.58

Procedure for completing the adjourned Poll

13.59

Procedure for holding Fresh Poll

13.60

Procedure for holding Fresh Poll in case of Booth capturing

13.61

Closing of Voting Machine in the case of Bootlpturing

13.62

Reports to the Commission about Polling

XV

SIMULTANEOUS ELECTIONS

228 - 239

14.1

General

14.2

Two Sets of EVMs for simultaneous Poll

14.3

EVMgz Identification Stickers

14.4

Ballot Units

14.5

Action by the Returning Officer

14.6

Preparation of EVMs

14.7

Preparation of EVM at different places

14.8

Fixing identification Stickers & Address Tags

14.9

Storage of Units prepared for Lok Sabha Election

14.10

Storage of Units prepared for Assembly Election

14.11

Registerfor allocation of EVMs

14.12

Training to Polling personnel

14.13

Election Materials for Polling Station

9




14.14

61 OAOOS6 2ACEOOAO

14.15

Voters Slips

14.16

Marked Copy of Electoral Roll

14.17

Composition of Polling Parties

14.18

Duties of PollingParty

14.19

Layout of Polling Station

14.20

Voting Compartment

14.21

Voting Procedure

14.22

Voting for Lok Sabha

14.23

Voting for Assembly Election

14.24

Important duties of Fourth and Fifth Polling Officers

14.25

Presiding Officer

14.26

Closing the Poll

14.27

Accounts of Votes recorded

14.28

Storage Place

XV

COUNTING OF VOTES

240 - 289

15.1

General

15.2

Legal Provisions

15.3

Preparation for Counting of Votes

153.1

Date, Place and Time for Counting

15.4

Selection of Place of Counting

15.5

Lay out of Counting Hall

15.6

Other arrangements to be made in the Counting Centre

15.7

Security arrangements in and around Counting Centres

15.8

Counting Staff

15.9

Randomization of Counting Officials

15.10

Reserve Pool

15.11

Micro-observers

15.12

Counting Agents of candidates

15.12.1

Appointment

15.12.2

Photo ldentity Cards and Badges

15.13

Persons allowed in the Counting Hall

15.14

Maintenance of discipline and decorum at Counting Centre

15.14.1

Seatingarrangement in the Counting Hall

15.15

Counting Process

15.15.1

Commencement of Counting

15.15.2

3OAIPEI C T &£/ #A1 AEAAOAGO TA

15.15.3

Counting of Votes received by Post

15.15.4

Counting of Votes received by Post fdParliamentary
Constituency

15.15.5

Mandatory Recount of Postal Vote in certain cases

10




15.16

Counting of Votes recorded in Voting Machines, scrutiny
and inspection of Control Units

15.17

Opening of Carrying Cases of Control Units

15.18

Checking Sealsn Control Unit

15.19

Checking of Seals and ldentity marks on the Control Unit

15.20

Comparison of the Serial Number of the Paper Seal

15.21

Checking of Serial Number of Control Unit

15.22

Control Units to be kept apart if found tampered with

15.23

Ascertaining the Result

15.24

Completion of Part llz Result of Counting of Form 17C

15.25

Preparation/compilation of final result sheetz Form 20

15.25.1

Preparation

15.26

Cross Checking

15.27

Compilation

15.28

Action to be taken incase of malfunctioning of Electronic
Voting Machines (EVM) during Counting of Votes

15.29

Action to be taken during Counting of Votes in case
Presiding Officer does not press Close Button of CU at the
end of Poll

15.30

Recount

15.31

Adjournment of Counting

15.32

Role of Observers

15.33

Power of Observers to Stop Counting

15.34

Procedures to be followed in case of destruction, loss, etc.,
of Voting Machines before completion of counting

15.35

Procedures to be followed in the case @ooth-Capturing at
the Counting Centre

15.36

Counting after repoll directed after commencement of
Counting

15.37

Resealing of Voting Machines after Counting

15.38

Safe custody of Voting Machines

15.39

Sealing of other election papers for ensuringafe custody

15.40

Drawing up of proceedings

1541

Safe custody of Election Records by District Election Office

15.42

Return of Secret Seal of the Commission

XVI

DECLARATION AND PUBLICATION OF RESULT
OF ELECTION

290 - 295

16.1

General

16.2

Result Sheet Form 20

16.3

Equality of Votes

16.4

Formal declaration of Resulz Form 21C or 21D

16.5

Authorities to whom copies of Declaration should be sent

11







