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% Primary Duties and Responsibilities of
a Presiding Officer

1. Owerall, in charge of the Polling Station

2. Custodian of Electronic Voting Machines (EVMs) and
Voter Verifiable Paper Audit Trail (VVPAT).

The Presading Dffcers mast Be inctrected o take utmet oo of the salery sed seouibty of
the EVils and WYPAT:. It should e made Sess o them st they will be held personally
respoasible fou amy damage o the machines ceused an eocount of their negligence.

3. Custodian and signatory of all Polling papers.
4. Special executive maqgistrate for the Polling Station.
ﬂ 5 Toensure a free and fair election.




LEGAL PROVISIONS

» Under Sgction 26 of the Represantation of People At 1851, the District Election
Officer appoints tha Preoding Officer and staff for sach polling station in respact of
all Assembhby constiteencies comprised within that district.

s spytion 26 of the RBepresentation of the People Act, 1951 confers not only the power
to the DED to appoint snilaterally the Presiding and Polling Officers but alse to
impase an them all the oblizations of such office srrespective of their consear, an The
perd of prosecunion wnder Lection 134 of The £3id AT in dafault.

= This principle egually applies to any case of refusl to attend training casses, as itis
part of the obligation of such appointment as polling personnel.



% Composition of Polling Party

1. Polling Officer 1

{a} Shall identify the Voter with identity documents and the Electoral Roll.
1}:-} Shall mark the voter in the working copy of the Electoral Rodl.

) Shall mark the gender of voiers (kMale le/Others)

2. Polling Officer 2

{a) Shall enter the detaits of volers in the Register of Voters (Form 17 4)
{b) Shaill izsue Voler Slips to voters:

() Shall apply indelible ink on volers

3. Polling Dificer 3 5
{a) Shall receive the Voter Slip from the voler,
b} Shall issue ballot in the Confirol Unit of the EVM

4. Security Personnel
‘u.} Shall be responaible for the safety of the Polling Party.




6 \ Image 1:
7 Components of Electronic Voting Machine

* Controd LUinit: 15 used 1o issue Dallol

+ Ballot Undt: Iz used to cast Vioie by the Vioter

= WWPAT: Is us=d to print ships conlaining the Polled candidale's detail
‘ after the wole i cast




Image 2:
DI"&IEI’!I Parts of a Control Unit
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@ Image 3:
Different Parts of a Ballot Unit
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%
Poll-Eve Day (P-1)

Duties and Responsibilities

P



Q‘ Meeting the Polling Party at Dispatch
Centre before Collection of Polling Material

1. Reporting: Report to Dispatch Centre at the designated
time.

2. Presence of All Members: Prior to matenal collection,
venty the presence of all Polling Party members.

3. Collection of Material: Do not collect EVM/Polling
Materials alone; await amval of at least one member of
the Polling Party.

4. Sector Officer Contact: Meet Sector Officer. Acquire
contact details (phone numbers, etc.) of Sector Officer.




%

Issues to be Confirmed by Presiding Officer
before Collection of Malerials

. Polling Station Details: Confirn the assigned Polling

Station by name, number, and location.

. ldentity Papers: Ensure all Polling Party members

possess dentty cards and appointment orders.

. Personnel Replacement: Inform Sector Officer and

ensure immediate replacement from reserve pool if
arny Polling Party mamber(s) is absent or unavailable.

. Clarification: Raise any queres or doubts with Sactor

Officer or Master Trainers.




%
Colleting the EVM and VVPAT

On Poll-Eve (P-1)

4



Checking VVPAT

. Serial Number: Confirrn number on YWWPAT unit is for

the polling station, and the address tags are intact.

. Transportation Mode: Ensure VWVPAT knob remains
in horizontal [(transportation) position. Awvoid
vertical (operational) position until Mock Poll.

. Do not Connect: Do not connect or activaie
VVPAT.

. Environmental Protection: Prevent exposure of
VVPAT to direct sunlight or excessive ight sources.




3

Image 4: VVPAT knob must be
kept in horizontal position
during transportation




4 Checking Control Unit (CU)

1.
2.
3.

4,

Serial Mo: Confirn CU rumber maiches designated poling station and
the address tags are intact

Seal inmegrity: Ensure that the pink paper 32al on the CU seal is intad
Candidate Set Section Sealed: Venfy "Candidaie Set* section on CU is
goaled with address tags.

Do ot connect: Whils swilching on the CU fior verification, do not
connect to VWPAT under amy circumatances

Environmental Protection: Prevent exposure of CU to direct sunlight or
Etessive Bght sountes,




5 Image 5:
& Power Button and Connecting Socket of the Control Unit
{must remain switched off while not being in use)
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Checking Ballot Unit

Serial Mo Confirm B mumiber s for desigrated poling swanion and the address 18gs ame
it

Seal integrity: Ensure that |a pink pager seal i inact.

Ballot Faper Integrity: Enaung baliot papers are properly affimed and canddala
nesTves are aligned.

Thumbwhesl Seming: Verly BU thumbwhasd swich 5 581 1@ 01" for 16 oF kass
oanddates including MOTA, and 30 on. Repodt amy deviation.

Swritch Tampering Prohibition: Do not pewch the thumbwheasl svch . Fegcd sy
chsened magulastes wihout mmpaning.

Ma=ip=d Button Verification: Confirm snmasked blus butions on BLU maich the bl
numiber of candidates (inchuding NOTA); snsus remaning SUSonE &6 Masksd
Emsinonmental Protection: Prevent exposure of B to direct sunlight or exoeszive fight
SCaHES




ﬁ' Image 6: Unused Buttons are Masked
and Ballot Papers Properly Aligned
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Image 7;
Ensure BU thumbwheel iz 07" (16 candidaie Hmit).

Aeport any discrepancies, don't touch.
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%
Colleting the Polling Materials

On Poll-Eve (P-1)

y




¢ Particular Focus on the Following ltems Whille
Collecting Polling Materials

1. Tendered Ballot paper 10. ASD and CSV Voier Lists
2 Bradle Ballot Sheet 11. Black Envelop for Mock Poll
3 Vioting Compartments 12 Indelible Inkvials.

4. Register of Voters (Form 1TA) 13 Amow Cross Mark
0. Marked Copy of Bectoral Roil 14, Matal Saal

6. Account of Volers (Form 17C) 15 _Distinguishing Mark

7. Presiding Officer's Diary 16, Specimen signatures of
2. All Tags (Address, Special) Candidates
AS.MFEPHSEHE{&EEH.HFE} 17. Mock Poll Certificate
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Please Mote that il any envelop of a panicular colour missing
What will you do



Image 8: Specimen of Paper Seals
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@ Image 9: Specimen of Tags
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Image 10:
Specimen of Seals and Marks

- Arrow Mark o
Mok Poll Stamp
“ Distinguishing Mark
‘ ‘ Metal Seal




ﬁ' Image 11:
Specimen of Presiding Officer's Diary(P112)




Image 12: Spesimen of Accoum of Vores Recordad (Foem 170, F1135)




Checking Electoral Rolls

Consistency: Confirm all copies of the roll provided are idemtical.
Serial imiegrity - Verily 6l pages Bre Senialty nurmibernsd

Mearkings in he Roll: Ensure only auvihoriesd markings (PB. EDC.,
DELETED} ar= pressnt,

Official Signatures: ‘Wabdste theat the ol s signed by the Assstant
Eleciom! Registmation Officer (AERC) and an additonal official.

Attached Certifivate: Confirn the “Mareed Copy” includes a certrfioate
by e Returming Officarssistent Returning Offcer.




% Image 11: E— =
Mo markings (other than I

PE., EDC, DELETED) should
be im the Electoral Roll
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%
Moving to the Polling Station

On Poll-Eve (P-1)

p




Movement to the Polling Station

Assemble Personnel: AF Polling Party members and securily
personne] shall congregate prior o boarding the assigned vehicle
Designated Vehicle: Board only the GPStracking enabled
authorzed wehicle. Utmast caution while transpaorting EVIA, VWVEAT,
and polling malerials

Adherence 10 Route: Sinclly adhers (o fhe designated mouds
communicated by the Sector Officer.

Sector Officer Notification: Prior to departure, Presiding Officer shall
inform Sector Officer

Booth Level Officer Liaison: Presiding Officer should notify Booth
Level Cificer (SL0) of assigned polling station before departure.




%

After Reaching the Polling Station

. Sector Officer MNotification: Inform the Sector

Officer regarding arrival

Polling Agent Invitation: Instruct BLO to invite
Polling Agents.

Informing Polling Agents: Urge Foling Agents to
armva on designated time for Mock Poll.

100-metre Perimeter: Secure a 100-meter radius
around polling station and ensure removal of
campaign/canvassing materials.




Certain Set-Ups in the Polling Stations can be
¢ Completed on Poll-Eve (P-1)

1. Eniry and Exin: Separale eniry and exil poinis, If the buliding has only
one door, use parfition for sepambte Eniry and Exit points.

2. Waiting Area: Ensure sufficient space outside for volers to gqueue.

3. Imclusive Accessibility: Separmile queuss for malke, Temale, and
senior citizens/persons with disabilities.

4. Voting Secrecy: Prvacy and secrecy within woling compariments,
free from direct light exposure and away rom windows and doors

5 Compartment Provision: Erect two dedicated voling compartments,
one for EVM and one for tender ballots.

6 Material Security: Do nol lesve EVM, VVPAT, and poliing
materials unattended.




Image 13:
Polling Stations Layout with Different Exit and Entry Pointa




Image 14:
Polling Station Layout with Partitioned Entry and Exit
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o

o

Signs/Posters at Polling Station

. No Canvassing Matenals: Remove or cover any imagesymbaoal

within the polling station that are (or can be construed as)
CAMPEIGN Mmaterial

Directional Signage: Display clear "Entry* and *Exit* aigna.

Voler Assiztance: Posifion a “vVoter Assistanss Booth™ gn

Polling Area Details: Post a notice specifying the polling area.
Candidate List: Diaplay the official list of candidates (Forrn TA).
Voter Guidance: Display “Voler Faciltation Posters with voling
instructhons

Electronic Device Reswiction: Clearly ndicale the prohibition of
mobie phones'electronic devices within the polling stafion with a
noioe
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Things to be done in Advance to
Expedite the Polling Process

. Prepare Documents: Prepare documents that are

permissible o be prepared in advance (do not touch
mportant documents such as Register of Voters &
Electoral Rolls).

Moek Poll Materials: Acsemble all lems needed for the
Mock Poll together in advance.

Use Designated Envelopes: Organize documents in
their assigned envelopes and keep them there until
required.




Materials to be Kept Aside for Mock Poll
on the Previous Day to Expedite the Process

1. Mock Poll Certificate
2. Green Paper Seal

3. Address Tags

4. Pink Paper Seal

5. Thread

6. Special Tag

8. Distinguishing Mark
9.Metal Seal

10. Lac/Wax

11. Lighter/Matches and
candles

12, Folling Agents’
Passes




% Polling Party Conduct

1. Professionalism: Maintain objectivity, neutralty, and
professionaliem in all meractions with woters and other
stakeholders

2. Approachability: Be approachable and courtecus towards
everyone, while consistently adherning to established directives
and procadures

3. Criziz Management: In the event of an emergency or crifical
situation, maintain composure and act with reason. Seck ad
from Sector Officer or any olher designated authonties as
deemed necessany.




& Miscellaneous Issues

1. Prohibition of Hospitality: Refran from accepting
hospitality in any form from local residents, particularly
indnaduals affilated and associated with candidates or
political parbes

2. Model Code Adherence: Strictly abide by the Model Code
ol Conduct, ensuring impartiality and ethical conduct

3. Fire Safely: Prohibit the use of open flames or any form of
fire ignition within the polling station premises.

4. Adequate Rest: Ensure all Polling Party members recaive
sufficient rest on the night preceding the election.




%
Poll Day

Duties and Responsibilities

4




G.

Preparing the Polling Station
Seating Arrangements: Postion Presidng Officer's Seat stretegically to
enable chzervation of all activities within the Poliing Station.

Polling Officers” Seating: Arranges in a seguential manner fior voter Sow.
Frogression: 131 Polling Officer — 2nd Polling Officer — 3rd Polling
Ol e

Worng Companment Localon: Ensure woler Secrecy. awsy inom
winoows end drect suniight. Maintein wsiblie and sudbie distancs from
Poling parscnnad and Polimg Agants.

Polling Agents' Seating: Arrange aooonding o dinections. The seating
arrangement at the polling s@tion for the poling agerts are as the
following onder of priorities, mamely, () candidates of recognized National
paries (i) candidsies of recognired Siate paries (i) candidapes of
recgnized Stane partss of other Stales who have Deen permmed 10 use
Thar resenad Spmbols n e oonsteencyl (W) canddaie of regsierad
unrecognized partes, and (v) mdependant candidates.

Polling Agents’ Passes: Onoe the Agenis srmve, issue their passes by
A b e et e e e




& Issuing of Entry Passes

1. Verification of Appointment Letber:
= Poling Spents Must present Spponiment e
Compans CcancOals' s SReciman sgnaturs with s
Agart completes and =gns dedomton n Preadng Oficars
presence
2. Issuance of Entry Pass:
Issies Entry PESS 0 e8ch CRBMBJENE"S poiling Boeml.
Pecords Engry Pesses in format
2. Agent Limitations:
«  Ench candidate spocints one poling agent and heo relsving sgents
8t egch Polling SHETon.
Ondy ona poding agent alowed ncds &t & time
4. Movement Sheet Maintenance:

+  Poling Agenta/Felieving Agents Moverment Sheet' masntained.
d Agers sign infout indicating tirme




Image 16: Specimen of Appointmeant Lemer of
Polling Agents and Specimen Signatures
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Image 17: Specimen of Entry Pass for Polling Agents and
Account of Entry Passes issued to Polling Agents

Sy | o Bu vy Faers il e Spllny igie- ey

g w1 g Faam - - -
- e T =
st -
- ’ s




3

Image 18; Specimen of Polling Agent™s Movement Sheet
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Initiating the Mock Poll
¢ (90 Minutes Prior to Actual Poll)

1. Podling Agent Arreval
= Wil for ar leas ran poling egentts
= If less than two agenis |(of different candidases) mve, wail for 145
LT S
= Afarthal. proceed with the ock Fold
2. Prepare Voting Machines
= Carefully prepans the Ballot Lni (8L, Control Uini (CU), and WVWPAT
» Show tha senal numbers of tha B, CUL and WPAT to all Poling Agants.
3. Powening the Combrol Uined (U]
v Power onthe Conimgl Uinit, after connecong B, CU and WVVPAT
= [Bofore swbching on, move tha WWPAT knob fo varaoal (working posiions
» [Raocord tha syssam tme dsplayed on tha CL
. Demonstrating Zero Yotes
» [Presxs the foliowing butions in onder- CLOSE = RESULT = C1LEAR
J = Show tha Poling Agants that tha CU dspleys 2arm vobes.




& Image 19: Connecting BU, CU and VVPAT

i e

1. Connection Sequenoe:
BU — VWVPAT — CU.

2. Voting Compartment Setup: B
and WWPAT shall be posmoned
within the woling comipastment.

3. Control Unit Placemant: Thea CU
shall be placed on the bable
assigned to the 3rd Polling Officer.

4. VVPAT: Before swiching on, the
VVPAT kol shvould be mowed o
WRIRCE| poSITann




@ Image 20: Connecting BU, CU and VVPAT
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% Conducting the Mock Poll

1. Casting Vobes
Mirimurs 60 vobes: Caxt a e remars of 80 voese gurmg e Wosk Pl
O Vipae Enci: & ka5 ors voie i oo for each cendichie, mobadng WOTA,
Sty Poling persorral and Poling Agenis shall cast voies, i random orier
& Cloming #w Mock Poll

= Press OLODE- Prowe the CLOEE bution en s 0

= Mg sysiem fame: Sgoos the cosng e Sspiayss
2 Displaying Mook Poll Fesylis
Press RESUALT: Frass s BESULT buson to chesplay tha Mook Pl resuss
Shaw results: Proconi fs resuis o the Boling dgores
oo Ryl o e nueber & vt mosrved By sach cancickas:

£, Dlemrieg biock Poll Dasa
Press CLEAR- Praox tha CLEAR bumon 1o emss 3 Mook Poll dat tom tha T

Press TOTAL: Press the TOTAL Susor o confrm far Mock Poll vines hawe: besn rermowesis




ﬁ; Important Details for Mock Poll Certificate

1. Polling Agemt and Candidate Details:
Inciude names of Poling Agents and represented
candidaies {with party affiatons).
Oibtmin their signatures.
2. Mock Poll Process Camification:
Other Polling Officers witness moock poll.
= Will certfy that mock poll voles emsed from OU and
WVAWPAT ships rermoved befone sctusl poll.
3. Verification of Date and Time:
«  Displayed dabe and fime on Congrol Linit
»  Actual dete and Bime
Any discrepancies.




Image 21:
Specimen of Mock Poll Certificate (Pari-1 of Preziding
Oilicer's ReponSAnnexure-§, P100)

.o
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ﬁ EVM Replacement During Mock Poll

1. Repllace Only Morrhesetional Unies: B asy e o e BV s boncssaing dorng S Mosk Pall,
ooy the ren-fusctional part must b opiced

2 By Lo {BL) meffunceor Sopaacs g B0 any

3. Contrd Ut (OU) maBumston. Rz e TU anle

4 VWPAT Malunston: Reclecs the W FET arlg

E. Pepeat liock Pol: £ Mook Poll wax mot compisis bofors e mplacement, repeat e ook Poll

. Sacior Dffcer Invobsement Fapaoeman should be done #a e Samor Ofces. who shall ks e
Asrriunesenal BU, CLI, ar VWWFAT Jor safs o ey

7D datior: The rehe o [Prasding Offcers Report- Part V) must be fled up

. Achepre shckemy win rsorpien MOCK POLL AEPLACEDR shall be afhed on camying casi of

ek [EBUWCLNAVRET

“ﬁ.:.l ach of T3 bedone srre mort of eomcermer



FRESIDING OFFICER™S REPFORT

Fari-I (Zdock Poll Certificaie). To be flled aftsr completion of the mock poll on Poll Dy,
dince, Mook Poll Camificare has been included in Pare-1, there B B0 22sd 10 (2508 separans
“wlock Poll Comicans

Fart-I1 (Replacement of Power Pack of the Comirel Usnify: To ba filled whasenmr Poomar
Pack of the Control Unit is replaced

Fart-IIl {Fresing of Close Botton after completion of Foll Certificaie): To be fillled
afier completon af Pall

Fart-1V (EVMAVPAT replacemsent Report, if replaced during Aoack Poll}) @ To b=
fillad durizg Mook Poll, & any BU, CU or WWPAT raplaced

Fart-V (EVAIVVFEAT replecement Eeport, if replaced duonmg Acioal Pall} - To be
Hlled cherings Achual Poll, if EWVMNWUYFAT replaced.



Collection of Presiding Officer’s Report

(i} Pani-I, Pari-IT and Part-TT of the Presding Officer’s Faeport chall be kept in an
eovelope. Dietails to be printed oo Fnvelops:

Aemn ol shirier A1 s el
e T L] i b reami e

e omel Newrma " M . = in by porygrewiod

The Presiding Offcer shall daposs e mid sevalops aleng with VAL, WVPAT and ether slaction
maenal at Collection Cenge

{#) Pari-TV" amd Part-V of the Presidins Offirer’s Fepar skall be collarssd by dhe Zaoor Ofcer,
mﬂﬁﬂngisMMMmmmmﬂmuhxm'

Whae Fart-IV or Part-V of the report, Pressding Offcers shall be carefal to 6l proper
WTTer code, llr:r:-'mri‘-ﬁnlrmnd:hnmuglhupm:hﬂﬂgrnﬂ,
bacy lamp of CU kesps glowing sic. Non-complisace of the same shall lead to discplsary
BOTHIE RP&IEST Eherk



@ o
Image22: 777 3 _

EVM/VVPAT Replacement |1 ~== = | = e
Report During Mock Poll !

{P-104) |

4 = —
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Sealing the VVPAT Slips

Test Slips: Each time a VVPAT is swilched on, it prings 7 “Test

Slips".

Mock Poll Slips: Each e a vole is cast in the VWEAT, Rpanis a
slip containing the details of the candidale

Total Slips: f 50 voies are cast during the Mock Poll, the ships
foumnd in he WIRAT shallbe 50+ T =57

Shp Stamping: All skps will be slamped on ther back with a
rubber stamp inscribed with “Mock Poll Slip*.

Shp Storage in Envelope: These ships would then be kepl in a
Black Ervelope The Presiding Officer and Polling Agents wall
=ign on the ermeliope and the paper seal




%

Image 23:
What to Write on the Mock Poll Envelope?

VVPAT MOCK POLL SLIPs
Name of Election:
Mo, and Mame of AC/PC:
No. and Name of Polling Station:
VVPAT ID:
Date of Poll:




@
Sealing EVM and VVPAT

After Mock Poll

Thing keeping in mind by Pro:

If any seal gets damaged in the process, do not use it
Replace by anather

Do not throw the damaged paper seal as it is reguired to
be kept in an envelope, sealed and relumed o RO after
poll

Another important point i= that the pollimg agents should
be asked 1o note down the Seral No. of paper seal fo




& Sealing the CU (1)

S L Griien Papir Seal Applicatian:
» Sbsegry 4" and B am p kot grsin an the wheie pide of the Creen Pape San
s The seal & e adhasom
2, Signabisre Alixnsteom
3 EFw SQAate bolow s sonal numbar
» Signatures by canddanes ar their poling agess.
1, Flacement af Green Paper Sal;
» ngort the Green Paper Sasl imp the teme on e mer ede of the door B
= s
= Eraure the Green Color lark sligna with the Reaull buBor, and e Red
Coior Mark aligns with the Prir b bsa
4, Cliosisee of Imner Do
s Ciese the s door hoes tha msch Bunnas ahe Searkny e G Fapar
Saal
2 Bogh Geen and Fed Colos should eman visbis thosgh e e door's
WOZIDWE







-7 Sealing the CU (2)

5. nnet Compartment Sealing
d) Specal Tag: Seal tha inner compantmant door of tha mswlt saction usng the special
ag with wemiac. wiite the seral number of the Contnal Uil on the Special Tag and put his
sigraiurs on the BACK SIOE of the Speciel Tag and also ask the candidetas/poling
sgents
. Duser Cover Sealing
@) Close Cower: Close the msul secton outer cover, ensuring the loose ends of thea
Gresen Pager Seal protnude autsands from bofh sades
b) Thread and Address Tag: Pass & thresd through the hole on the e side of tha ower
door. Secure: w=ing an Addreas Tag.
c} Grean Faper Seal Adhesson:
= Farrowe wis aRr o AT s of S D Fisge S, paafing o S sl o of S Fasct Baesde,
= Forvouw sge raoer o B o Fopis Ton mo of Ta wnaerming “A° G SSLNT] TRE SO0 NRETinG

d T




Image 25: Final Sealing by Special Tag
ﬁ and Green Paper Seal




. Before sealing the Drop Box, ensure that all mock poll slips are

Image 26: Sealing the VVPAT

The lewver part of the VVPAT unit, the Drop Boe, s seaked with thiead and
an Addresa Tag.

removed from it
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Things to Keep in Mind Before
the Actual Poll Begins

Doubka-check CL data: Ervsure the CU is chear of ail Mock Poll data.
Empty YWPAT: Varily no shps remadning i e WVVPAT.

Obtain signatures: Confrm Pollng Agants have signed all necessany
forms

Track seals and tags: Momitmin a deteded kog of ol seals and tegs used.
Damsged items: D not use any tom or damaged seals or tags.
Compiete Mock Foll Certificate: Compleie ling up the certificate
belore saarting the actusl poll.

While placing the Ballor Unigs) and VVIPAT in the woting comparment i
must be ensured without fad thas Bechecy of voting is not viclated.

The Presiding Dfficer should keep comect account of the gresn paper
seals supplied 1o him for use &1 the poling stalion and the paper sesals
actualy used by him lor sealing BRd secuing e comral unit




Initiating the Actual Poll

Etarting at Scheduled Time: Ersure the poll starts st the scheduled tme.
Recording Delays: Aecord the reasoms for amy deldy in the Presiding
Officers Diary.

Becrecy: Inform Poling Agent= about their legal duty fo mairgain voting
SEorEcy

Daclaration Reading: Read tha Daclenation by tha Presiding Officar” aloud
before the poll starts.

Signing the Declaration: Sign he deglamtion and abten signamres fom
Poding Agents prasant.

Demonstration of Hegister of Volers: Displey Regater of Voters o be
wllhaut ey marks.

Demonstration of Eectoral Roll: Belone the ariual poll, show the mared
copy of the Electorl Rol to contesting canddatesPoling Agents.




Image 27;
ﬁ eclaration by Presiding Officer before the Actual Poll [P-10&)




%
Polling Begins

Duties and Responsibilities During the
Actual Polling Process

y




Vote

Start on time- Begin the poling process precisely at the designated
micming howr.

Onee voter at a tme: Adoel only one woler o the golling Station
at a time. Do not alow the et woIer bo enter unil T previous one hes
fmshed votng and aied

Presiding officer supervision: The presiding officer will move sround
thrmowghout the staton to monior operatons and snsure svwerything runs
smoathly.

Chssiie Management: A5e e first voler, maman a irst comea, first
Ferved” gueus Tor FUDSSqUSTT VoIS

Visit Shaet Sector Cffioers’ Magistrates shall make an entry in the WVisit
Sheet' 1o be lept with the Presiding Officer on the day of pall.




% Duties of First Polling Officer

i

2,
a4

=

Sagning in Register of Woters: Mobe in ink in Register of Vioters (Form 17A]) that the
“Total in the Conteol Link has baan varfied and found o be Zere”, bators tha poling
begee

initial Voter inferaction: Tha 1=t Polimg Officer & tha wober's fire? point of contact.
ebaritify Wotar: ldentily e voler using ther EPIC of an appeoved documen lised
bry the EC1.

Raad Dur Name- Resd the voesd's name aloud or Poling Agents

Ebectoral Aol Marking: Mark the woter's name in the working copy of the Bleotoral
Fadl

Gender Tally: Keen & count of male. female. and marsgends volers for eoond-
kmaiping . Drew disgonal ma wath red ink in tha mark cogy for male volor. Addmonally
roind oM the cangl murmiber for lemais | shav negr sanal nuembar o thind gendar




Marking
in the

Photo

Electoral
Roll




* Electors voting on the basis of the EPIC, just write ‘EP”
{dencting EFIC).

= Those who vote on the basis of any alternative documents, the
last four digits of the document shall have to be written and
the type of docoment produced should also be mentioned
theresn



¢= Accepted ldentity Documents
= EPIC or any of the other identification document az may be
specified in the Commission’s order
Lol TR
i, HNE Lok, abdap
i Frivns ool phii gl paee By Bk Teo il @i
b Conlhs barpme: St € s aomc cobin e om0 Moy o Dok Mvcabenan Sl Hoadth € ns
D iy, Lo
a4 PNl
AL e sad iaart b B wl ST
L1 B 3
o W S T vl po gt
Rinver bty Tua ol priagkh smol o oplrs by Dewa P Cee | T wPedi Dimie. T ome
il Tittann whaswihr “ainl amad 0 WP ST g et

ol U qpacs s Ly T LTI e i e A e ol P it e Evm oo, vt oF lacdi




Duties of Second Polling Officer

Ink Marking: Apply indelibls ink 1o the voler's left hand index finger 83 8 line from top
el of the il 1o the Domom of the Rirst joirg oF the ief ircke Tinger

Reqgister Entry: He wall icton carsfully the corial numbor read cut loudhy by
the First polling offioer and enter the sesial namber of the elector in oolumn-2
af Aegieter of Visers (Form TTAL

Viler's Signature: Obtain Signatum and thumb mpsession of each woar nad to
their name inthe Regster.

Ship Issuande- Praade the voler with 3 Woners Slip

Signaeture'Thumb mpresson should be  cbmined ater ndelible ink s apphed so thet
miars of indelible ink dres up




¢ Image 29:
Specimen ol Regizier of Volers (Form 17A) and Voier's Ship
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Duties of Third Polling Officer

Yoter Slip Collection: Collects woter slips from woters,
and keap theam n a senal manner.

Indelible Ink Verification: Immediately wverifies the
elector's left index finger for a clear indelible ink mark.
Voting Compartment Guidance: Dwects electors o the
Voling Compartment after the venfication

Ballot lssuance: |ssues the baliot by pressing the
required button on the Conirol Unit.




&G Voting Procedure

1. Actvmsion of Baliot Unt
= Prmss fhe BALLOT bufionon the CL o activebs the BLn e Yioing Compertrment.
= The Busy' Empon CL wms red, and the Ready’ lampon Ballot Uini giows green,
2. Wioling Procass:
» Baohrs press the Bius Buston' on tha Baliot Linil aganst Tear chosen candidma
= The chosen candidabe's iamp tums red, and $we Ballot Lint's.gneen light goes off.
= WWPAT prnts & paper slip dspisying the canditae’s GeEls for Seven Seconds
belore cutting and dropping o the saaied Wi PAT boc
= A beep sound from the Contral Uit signais. succe=siil voling, and lights on the
BafiotLint and Conrol Lini tuen off
3. Saquertal Voting:
= Fepeat e process for each elecion
o Eriguie ofe voler Bl B TE o T Vohrg S ompanrrent.
‘ = Prass this 'Balot button for ths nesd voter oniy eiior the prewviois woler aats.
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1.
2.

3.

~ ™

EVM Replacement During Actual Poll

BU Maliunction: Repiace BU CU and VVPAT. Conduct Mock
Poll wath cne vote to each candidate (inclwding BOTAY.

CU Maltunction: Beplace BU, CU and WWPAT Conduct Mock
Poll with cne vote 1o each candedate (including ROTA)

VYPAT Maltunction: Replace the WVWPAT only No Mook Pol
resedied

Low Banery of CL Replace the power pack. Seal the Ballery
Seclion of the CU with an Address Tag.

Documentation: The relevant forms moest be filled up.

Keep the non functional EVR with the Preaiding Officer

Fill up partV of Preaiding Officer's report




WHAT IS NEW
THIS TIME?







ECINET ,

Mobile App

FOR

Presiding
Officers

Cre—syey Ny i g Py




BAG TO KEEF MOBILE
PHOMNES OUTSIDE THE
POLLING STATION




B OF CANDIDATES g
IN BALLOTING UNIT




ﬁ EVM AVPAT NON-FUNCTIONING DURING ACTUAL POLL

=if CU shews =“Leaw Eattery™ for VWPAT, then replace pawer
paek af VUPAT.

I CU shows “Low Baltery™ far CU, then replace power pachk
al CLU.

= For this purpese, Presiding Officer shall replace the Power
pack of CU in presence of pelling agenls and Sector OfTicer

= Then the Prd will again seal the Batiery Seciion of QU with
BAddress Tag and sbitain their signatures.

= Presiding Offieer shall submit a repart in Format preseribed
format

=Part Il af Preciding Offiecr's Ropart.
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Image 30: Specimen of
Report to be Filled in

During Power Pack
replacement




Image= Ei-SEEIr-irru:rl of Regort and Declaration (o ke Filled in

uring BU, CU or VWPAT replacement
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lssues to be Monitored by Presiding Officer
outside the Polling Station

. Cammasaing Check No cammssing occurs within 100 meters of

the polling area.

Symbol Display: Confirm no elechon symbols are being
displayed.

Proximity to Election Booths: Confrm no election booth is
within 200 meters of the poling station.

Megal Voter Corweyance: Monitor and report the illegal
comveyance of volers

b. Gender Balance: Ensure two women volers enter for every one

e

6. Prioriby: Give precedence to women with babies in armes, semor

ciizens and voters with disabilthes .




lzsues to be Monitored by Presiding Officer
ingide the Polling Station

. Gender Tally: Ensure Poling Officer 1 is mamntaining reconds of male,
female, and tmnsgender volers

. CU Tallied with Form 17A: Pericdically check if the Controld Unit
(U total aligns with Register of Volers,

. Sequential Voting Slip storage: Ensure Poling Offcer 3 organizes
voling slips in senal order.

. Beep Monitoring: Verily that Polling Officer 3 and Polling Agents ans
k=stens aliertively to the beep signals.

. Movement Sheet: Ensure Polling Agents diligently sion the Movement
Shest

. VWisit Sheet: Venfy that authorired wvisiiors sign the Vit Sheet wih
diligence
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Image 32: Specimen of Visit Sheet

= @ [ gueen = fa i e | Fhriad iboecrpisos || M umber 6 b ] Mok s sl | “eipraimr
et F | ol el g prvmmis || vesbes plladl | groo Bl || #08 o 1 i
o prooeml il e e (=il B
T, o wopyil || ol o b

Sagrasary ol Pur Pies kg {07y wail el




4.

5.

Preparing for Closing the Poll

ﬂ‘-mure'l'lming: Close the poll at the designated houwr, ewen if it had
eomed lata.

All Eligible Voters: All pressnt eligbde sleciors Bl Chosing Bme must be
aflowed o vole, even if it extends beyond the closing hour.

Pre-Closure Announcement Minutes before closing, inform waiting
wotars they'l vote segquentaly lssue signed numibered guess slips
starling from the last in the guews lowands the froni.

Sequential Vobing: Continue the poll beyond dlosing e until all
gQueued voiers cast thair vobas.

Qusue Moniboring: Enswe no one joens the gueys aRer closing me.




Closing the Poll

Formal Declaration: Aher Bl volers have chST ther woles. deciare the poll
Closmn.

EVM Closure: Close the EVM by pressing the TLOSE bution in the
presanca of Poding Agents. Racord the 0iel votes displayed on the Conirol
Linit i Part | of Form 17C.

Poll Closure Recond: Record the poll end me on the CU the Presiding
Oitices s diary

Presiding (fficer's Aeport Prepare Poartlll of the Presding Offcer's
Fepart [Anneore-5) after closing the poll

Dranwing a Line: Draw & line in Form 17A &t the &nd of the poll, write “The
Sanal Number of Last Entry in Form 17A is.. ", sign undemmeath if and
also obtain Poliing Agents” signatures,

Ramove VWPAT Power Pack- Remowve the Power Pack from VVPAT in the
prasanos of Poling Agents and seal the carmying oesa




Image 33: §pecimen of Report and Declaration to be Filled in
at thie Close of Poll

= =T
= i .. [ Eimim 1
- s
vomme re -
] Nial
] ' 1 =
L i T
= — | g
T
ll
l
I
¥
!

= s




¢ Preparing Account of Voters (Form 17C)

4

Account of Votes Recorded:
* Preparation: After poll closurs, prepare an account of voles
recorded in Part | of Form 17C, ensuring accuracy
* Documentation: Keep one copy of the Form 17C in a separate
conver labeled "Account of Votes Hecorded.”

Supply of Copies to Polling Agents:
» Attested Copies: Fumish frue attested copies of the account to
Poling Agents preseant
* Document Original: Deposit the ongnal Form 17C at the
Collechon Centre along with the EVI.
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1.

2
3.
4.
5.
6.

Preparing Presiding Officer’s Diary

Mock Poll Details: Check and record Confrod Unit's displayed date
and teme alongaide the achual Sme. Any discrepancies must be noted in
Presiding Officers Diary.

Mention All Events: Document all refevant evenis promgily in the
Presiding Officers Diary.

Recording Poll Times: MNote stat and end Smes of the poll
Cocurment amy delays and reasons in the Presiding Officer’s Diary.
Vole Tallying: Regulaty tally voles every two hours. Record the
count in the Presiding Officer's Diary:.

Poll Qosure: Document the poll's end date and fime as displayed on
the Control Linit in the Presssing Officers Diary

Diary Completion: Enaune all sechions of the Presiding Officer's Diany
are filled. Any incidents during polling must be documented




Sealing EVM

Power swiich in the Cortrod Unit fumed “OFF

Dizoonnect BU, CL and WPAT,

Seal WPAT carmying cass aller refnoing the Power Pack

Place BLU, CU. and WPAT back in respeclive camying cases

Seal each camying case af both ends using thread fhrough provided
holes.

Aftach thiead seal with an addrness teg

Conlesiing candidales of Polling Agenis can afix sigralures an he
address lag

MNode names of confesling candidatesPolling Agents affixing seals on
camying cases in the declamtion s close of the poll.
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Image 34: Speciman of
Declaration to be Filled in ik ) )
After Sealing of EVM T R
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Sealing of Election Papers
In six (6 ) Packets

4



First packet: EVM Papers

Unsealed emvelope containing the account of
votes recorded (Form-17C),

Unsealed envelope containing the Presiding
Officer Report | (Mock-Poll Certificate), 118 1l
Pnnted VVPAT paper shps of Mock Poll should be
kept in Black Coloured Sealed Erwelope




A Second packet: Scrutiny Cover

1. Unsealed emvelope containing the Presiding Offcer’s
Dhary

2. Sealed emvelope containing the Begster of Voters
(1TA)

3. Unsealed envelope containing Visit Sheet

4. Unsealed emvelope contaming the bst of blind and
infirm electors in Form 14-A and the declarations of

d the companions




Third packet: Statutory Cover

Sealed envelope containing the marked copy of the
electoral roll and list of CSVs, f any;

Sealed envelope containing voters ships;

Sealed envelope contaming unused tendered ballot
papers:

Sealed emvelope containing the used tendered ballot
papers and the istin Form 17-B;

Sealed erwvelope containing the list of challenged voles in
Form 14.




¢  Fourth packet: Non-Statutory Cover

1. Unsesied emvelope conairing the copy or copies of electoral il [other than the
e sogyl
Unsesled emelops comaining he apoairmment lemers of Poling Sgems in Form 10 and
BsnUs oF EEpairemen of Dolling i
Unseslad emelops commainng e dection duty cenifcae n Form 12-8
Unsesied am@laps comaimng me declargions by he presiding oMosr
Unseiad anvsiopa conmining he recesr book and cesh. © avg i respect of
chalianoed voas;
(Ursagied arveiope sontaming (i) umussd and damaged paper caals and (il wused
and darmaged spacal tags
Unsesled amelspe of unused votes's slip
Formi of declerstions cbiened from electors: Bs o thesr age and the list of eleciors
whohave refumed to mase declamatons as o ther age

5. Foirn of declasmbon by sachon under Pule J9RLA[ Tt Vobe),

10 . Form of declamtion by eector whose neme = in ASD st
J 11 Lemer of cormplasrt 1o the 5. H O Polics;

BT T R ¥

po =




¢ Fifth packet: Handbook. Instructions and other

4

1. Hamd Book for Presiding Officer,
2. Instructions of Blecironic Violing Machine & WWJPAT,
* a) Posters on How to cast vole on EVM and VVPAT
= b)) Brochure fior Presiding Officer on use of EVIM and WVWPAT and
= g} Troubde shooting on use of EVM and WVWVEAT,
3. Sealed envelope confaming:
= a) Indelible ink sei with stopper having been secured on each phial
effectvely with molien candle or wax

= B) wsed Sell-inking pads)




& Sixth Packet: Other Materials

List of contesting candidates Form 7A
Photocopy of signature of candidates

Other unused forms.

Metal seal of the Presiding Officer;

Arrow cross-mark rubber stamp for marking
tendered ballot papers;

Cup for setting the indelible ink

R

@




& Additional Sealing Procedure

1. Also Pack Up:
+ Two stationery containers containing used
and remaiming stationery item
= Voting Compartments
+ Acquittance RHoll of T A_ to Polling Personnel if
any.
2. Fill up the Form M21 with due dilligence

before moving.




Image 35:Specimen of Form M21
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Appendix
Unusual Situations
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Absentee, Shifted, and Dead (ASD) Voters

Presiding Officer receives list of ASD voters.

Electors from this list must present EFIC or altemative
photo ID approved by the Commission to vote.

Presiding Qffhicer verifies identity personally.

Frst Poling Officer announces ASD electors to Polling
Agents.

Both Thumb impression and signature obtained.
Declarabion cbtamed from ASD electors.

Maintain record and prepare a certihicate for ASD volers
allowed to vole from these lists.




Image 36: Specimen AS Voter List and
Declaration by ASD Voters
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Refusal to Obey Voting Procedure

. Secrecy and Procedure: Ensure eleclors maintain

secracy and follow the voting procedure sincthy

Retusal to Follow Procedure: If an elecior refuses to
follow procedure despite warning, don't allow woling.
Withdraw and cancel issued voter shp.

Record in Register: Note in the ‘Register of Voters" with
remarks "Mool allowed o vole — woling procedure
violated,” signing below. Mo changes in senial numbers
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1.
2.

a.

Deciding not To Vote

Vaolumary Abstention: Voies can choose Aol 16 vobe

Rogister Remark- Record "Aefused to Vioie® alongside the woter's
entry in the Register of Vobters [Fomm 17A) with your full signatune

Vorer Confirmation: Dhtain the voler's signateses or thumb impresson
et bo e merTmr

Sanal Number Integrity; Mo need 1o aler the sanEl NEMDeE FequUence
in the Regster of Voters,

MNext Voter: F a voier nefuses o vobie after the Ballot allccaton in CL,
direct ihe next voler 1o tha Voong Companment

Final Vower Profocol: H the last vwoler refuses 1o woie ahler Balo
allocation, switch off the CU disconmect WWPAT, then switoh on mgein.




& Blind or Infirm Voters

melﬂhﬂ tﬁrdmmﬂ'lrﬁmdm;mtm:u;m
ﬂrrhuh-mml:l.lﬂ:lmj&mamm agerd] 18+ (with walid ID) o asmis n e

Yoring Compartment.
lﬁyﬂrhﬁmw&:n:umﬂzufmbmhxmﬂium
o the compartment should be acoormpanied by & ompanion only 1o the outside of e
voting oompartment.
3. Companion Limitation: Each companion can as=i=k only one efecior per day at a Staton,
4. Ink Protocol: Apphy indelitle ink o the companion's right index fimgen, Mo mared fingers
afowed,
5. Dedaration Reguirements Companions must declare in woiting their confidentialicy and
SnCle-tomparion sEks.
& Roooed Keaping: Maintin Form 144 for dlecos ssssed by companions, exchading cses
wihana companions onty led to the:
7. Docmaent Submisson: Subme fled Formm 148 @ "SCRUTINYOOVER™ anvalops afmr
tha poil doss
d&mw&mmmmmﬂwﬂuﬁgﬁhhmpunp&ph
P m =l
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Classified Service Voters (CSV)

C5W¥s: Some Sarace Volers can suthorize praxies for voling. C5Ws k=t
will be provided for your Polling Stabon, slong with marked copy of
the electoral rofl.

Proowy: Treat provies as if the actual Service Vioker is present.
Register of Vobters: For proxy wobers, ther serad numbsr from: the
CEV List should be enterad in the second columin of tha Regster of
viobars' (Form 17AL To diferentiate it from regular slactors. add B
inside brackets sfter the serial nurber. For exarmple, & prosy vober st
Serial Mo, 5 of the TSV List should be entered a5 "5 [PV

Ink Protoool: Ink wil be applied on middle finger of the left hand.




% 4. Tendered Votes

1..H-1tlin|=l:|nn: Ersum the parson’s identty matches the maroad nems on tha
hactomal rodl by thorough guastioning and werifying sUpPoing doCUMEnts.

2 Tender Ballot: F confident aboot the elecior's mentity, provide a ferder balict, not
through the EWVMERRT machne.

A Marking: Beiore handing the ballot, write “Tender Baliot Paper® on it i not siready
marioed].

4 Fecond Kesping: Marmain sccurse oS of Bswed and unused tender baliots in
Feem 17C.

A Recond of Volers: Kesp & napond of St msusd with [ender balals in Form 176

B Voting Process: Becors mars e choioe on The Delion wih an afoe-r0ss 5aal n
BEEpErEE VoONg CoMpanment

I, Collaction- Af%ar voling, alectors hand the folded wendar baliot to yow

& Erwelops Sealing: Piacs &l wnder ballots and Fom 178 n & desgreted emvalops
sno el i e e poll.

B Voter Register: Do not msse any antry 174 nesarding Tendened \iotes.




2. Challenged Votes

1. Challanging Voter's Identiy:
& Poling sgents can chafenge & voler's identity by depositing Hs 2
= A quick inguiry decides the chalienge"s walidity.
= Uinkass pompeling Svdencs sugQests oieraiss &85 me the Dearsom is
Lt
2. Challengs Fea:
= Pz 2 fee requered for a challenge; moeipt msued
& Wami the person sbout impersonation penalties.
A Bummany Inguiny:
= Challerger must prove Ther cass, T nol, Derson S&0 vole.
= Person can rebyt cheliengs; i suooasshal, they vois
r Othersise, chalienga stends; ik ooal polos authonty f needed.
4 Return or Fordesture of Fee:
& F orelenge feils, fee fordeied; nobed in form
& [ challenge stands, fee rebamed upon acknowledgment.




Image 38: Specimen of Receipt and Letter of Complaint for
Challenged Votes
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Voters Who Appear to be Below 18

1. Ensure parson’s age matches alectonal rod entry.

2 i dentty meiches but age seams below woing age, obimn
Anneswre - 15 declemabton.
indosm them of panaiies for false declamation

d  Mainten a st (Par | of Annaoere - 168) of vomers providing age
declarstions

5 Heep & sepaatwe kst (Part Il of Annewre - 16) for those who
rafuse 0 declane agpe &nd leave without wobng.

6. Afgr poling, store lists and dadomtons IoQether N @ SapanEts

DOAREET.




Image 39 Spacimen of Declaration about Voler's Age and List of Swuch Votars
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Test Vote

4_ 1. It an sdector elaims VWPAT showed a different candsdate:
7 & Cibmn written declamtion (Anneore - 17) after wamng of
false deClanstion ConSequUences.
¢ | declareton grven, make a second entry m Foem 17A.
& Allgw sacior 1o record A tesy vole, obesrve WVWPAT papes
slip wain candslaian’poling agents,
Z. If allegation true:
& Report i Returming Offer
o Stop further wotes, fofiow ther dineciion.
3.1 allegation false:
¢ FAecond remark in Form 174 mensoning mistchmg test woba.
& DAn eleciors signalurethemb mpression.
o Ascond test wois detals in Form 170




Image 40: Specimen of i sy
Declaration before Test e e e e S e e
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VVPAT Paper Slip Not Printed or Remains Uncut

Dot aftempt 1o remose or cut hanging sio from e paper roll.

Leawve it hanging as i indicales the vole wa=n't recorded in

thee Controd Unit and weon't be counted.

Fieoord ooouwmence detais in Pressding Officer's diany:

. Dwate snd time

- Voter's niame and serial number in electoral moll i vote cast
after VWPAT replacement.

=  Toisd votes cast before ooourmenoe.

Lest voter can cast vobe after WWPET meplacomant.




Valers Pledgs

Megiiter anlifne e
werify yeur deralls a1
T e clEim i bl h—ll.-—ql-l‘ voters.adl .gov.in
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. NEW INSTRUCTION FROM ECI

4

Llh:kﬂlﬂﬂﬂiwhmﬂzﬂh‘pﬁﬁr‘ﬁnrﬂﬁip:ﬂir‘h
Lrimyg EraEirg.

- hmwhmlmhmmmwmhmﬂ
clearly wndermsiond the promes

1. Phatogrmph of mndicsts in bailor paper will be colored wikh bald saral numigar of fors
e 30

4 In case of noe-daledon of mook poll data, noe remosal of pager sl From VeFST or raslt
Shore i CU doas ne tally with vomrs reonsed 170 thare Wil B mansoatany WWRET
paper alip eounitng

5. W prawiding officer commit such mistalm Sacofnery scsion ghel be sitisted agsirmt ke

. b CASE THE FOLL OONTIMIUES I & POLLMNG STATION] =) &FTER MIDMIGHT [2lamr]  The
erine et of e vl used o be epiaced
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Thank you

y




