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Poll Day – 10.01.16

1. Election material will be given on 09.01.2016 at the
block headquarter of Morni & Pinjore.

2. After obtaining election material, the quantity of
material may be checked as per election material list.

4. A mock poll may be conducted on-spot before leaving
for the concerned polling station.

5. Polling parties must reach at polling station by 3 P.M.

6. The polling party shall set up the polling station
immediately after reach the polling station.

Delivery of Election Material
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1.Specifying the polling area, voters of which are

entitled to vote.

2.Name of each candidate in -

a) Form No. 6 for Panch,

b) Form No. 7 for Sarpanch,

c) Form No. 8 for Member PS &

d) Form No. 9 for Member ZP

to be made available in election material is to be pasted

outside the polling booth.

Notice at Polling Station
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1. Form No. 22

2. One agent for each polling booth and one

relief agent. Entry to one person at a time.

3. Candidate shall give duplicate copy to the

Polling Agent, it would be given to Presiding

Officer before start of poll.

4. Entry Pass shall be issued to the Polling

Agent.

Appointment of Polling Agents
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Arrangement of Polling Station



1. Presiding Officer

2. Polling Officers

3. Public servant on duty.

4. Persons authorised by DEO or RO / Election

Commission.

5. Candidates or their polling agents.

6. A child in arms accompanying a voter.

7. A person accompanying a blind or infirm voter
who cannot move without help.

Admission to Polling Station
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1. In the list of material, serial no. of Control Units & Ballot Units have been

mentioned. You are to check the control unit and ballot unit of the EVM

given to you are of the same number which are meant to use at the polling

station.

2. There will be 2 sets of EVMs- One for Sarpanch and other for Panchayat

Samiti & Zila Parisad.

3. EVM for election of Sarpanch is single unit, EVM for Members of

Panchayat Samiti and Zila Parishad is Multi-Post EVM.

4. Check candidate sections of both the Control Unit, are duly sealed and

address tag is attached.

5. Check the ballot units are duly sealed and address tag is attached.

6. Check the battery installed in the Control Unit is fully operational.

7. A mock poll may be carried out immediately after taking the election

material from block headquarter.

8. After checking, the power unit must be put to off position.

9. Candidates section in the control unit have already been set up and sealed.
7

Electronic Voting Machine



1. Interlinking the control unit with the ballot unit.

2. Ballot Unit No. 1 is meant for Zila Parishad and Ballot Unit 2 is
meant for Panchayat Samiti and are to be connected accordingly by
Presiding Officer.

3. Switching the power to „ON‟ position.

4. Closing the rear compartment.

5. Conducting the mock poll.

6. Clearing the machine after the mock poll and setting all counts to
„Zero‟.

7. Switching the Power Switch to „OFF‟ position.

8. Fixing the paper seal to secure the inner compartment of the Result
Section.

8. Closing and sealing the inner door of the Result compartment by
fixing special tag.

9. Closing and sealing the outer cover of the Result Section with
Address Tag and Strip Seal.
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Preparations to be made on the control unit by the 
Presiding Officer



1. Commencement of Poll is 7:30 A.M., hence you have to conduct a

mock poll at 6:30 A.M. in the presence of candidate or their polling

agent.

2. Press “Clear” button provided in the result section of control unit. After

demonstrating that no votes are already recorded in the machine, you

should hold the mock poll by polling some votes for each of the

candidates.

3. While voting in mock poll, it may be kept in view as to how many votes

have been recorded in favour of particular candidate.

4. At the end of mock poll , Press “Close” button .

5. Then press the result button. The display panel shows the no. of votes

polled in favour of each candidate.

6. Press the “Clear” button to clear the account of votes polled during

mock poll.
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Mock Poll
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1. Before the green paper seal is fixed in the frame provided, the

Presiding Officer shall affix his signature on white side of the seal.

2. It shall also be signed by candidate or their polling agents.

3. Account of the paper seal is to be maintained. Polling agents may

note-down the serial number of paper seal.

4. Special tag shall be affixed in the “Close button” compartment in

such a manner that “Close button” must be visible so that button

can be reached to operate without disturbing the tag.

5. Before the special tag is used, write the serial no. of control unit on

it.

6. Presiding officer shall put his signature on the back side of the

special tag. Candidate or Polling Agent may also sign.

Contd...

Sealing of Control Unit



...Contd.

7. Tie the thread into a knob and seal the thread on special tag.

8. Before pressing outer cover, it should be ensured that the two open

end of paper seal projects outwards.

9. Cover should be sealed by passing a thread through the two holes

and attach an address tag.

10. Candidate/agents may be permitted to affix their seal on the address
tag.

11. Thereafter, a strip seal shall be affixed .

12. Strip seal shall be affixed in a manner that a close button is left clear.

13. Now the EVM is ready for vote.

14. You may check the total votes polled in between the polling process
by pressing “Total button”.

14. After completion of poll, “Close” button may be pressed.

15. Pack the control unit in its carrying case and seal the carrying case
with address tag.
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Sealing of Control Unit



1. Ballot Box shall be allowed to be inspected before the
commencement of poll by the candidate or their polling
agents that it is empty.

2. The Presiding Officer shall secure and seal the box in such
a manner that slit in the box for insertion of ballot papers
remains open.

3. Candidate or their polling agent shall be allowed to affix
their own seal on the space in the box meant thereof, if
they so desire.

4. The seal shall be affixed in such a manner that it shall not
be possible to open the box again without breaking such
seal.

Ballot box to be sealed
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Roles of Presiding Officers
Presiding Officer

1. Read out the declaration before the commencement of poll and sign the declaration

and obtain the signature of the polling agents present.

2. Ensure that the polling starts at 7:30 A.M. Sharp. Even if, some formalities have

not been completed, admits some voters in the polling station at the appointed time.

3. He will prepare the Ballot paper for the election of Panch by affixing distinguishing

mark stamp at the back side of the ballot paper and write the booth no. and ward

no. in the given spaces.

4. Collect statistical information for compilation of PO diary .

5. Close the poll at the appointed hour. Give slips with your signatures to those

persons who are in queue at this hour. First slip be given to the last person standing

in the queue and second to the person standing before him and so on.

6. After the completion of poll, close and seal the voting machine & all election

papers.

7. Prepare separate packets of Statutory and Non-Statutory and other items.

8. Deposit the sealed voting machine, packets of election papers at the block head

quarter and obtain a receipt.
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Roles of Polling Officers
Polling Officer - I

1. As each voter enters the polling station, the PO-I shall check the voter‟s

name and other particulars with the relevant entry in the voter list and then

call out loudly the serial number, name and other particulars of the voters.

2. Clerical or printing errors in an entry in the voters list, if he is satisfied that

such person is identical with the voter, shall be overlooked.

In case of female voter, a tick (√) shall be marked and

in case of male, it shall be underlined ( _ ).

This officer shall also see the Epic Card/Id Proof of the voter.

3. He will also issue the voter slip.

Polling Officer– II

1. This officer will maintain a list of voters and obtain signature/thumb

impression in a register (Annexure -I). Voter list number is also to be

maintained.

2. He will also apply indelible ink on the forefinger of left hand.
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Roles of Polling Officers
Polling Officer –III

1. This officer will see the voter slip and issue a ballot paper for election of

Panch after obtaining Sign / Thumb impression on the counterfoil.

2. The control unit of EVM for election of Sarpanch will be with this officer

and he will release the vote on C.U. for casting vote for Sarpanch.

Polling Officer –IV

1. This officer shall keep the control unit of multi ballot unit for the election

of member Panchayat Samiti & Zila Parishad.

2. After taking voter slip he will release vote on the control unit for casting

vote for the post of member Panchayat Samiti and Zila Parishad.

3. This officer will ensure that the voter has pressed buttons on both the

ballot units, as the beep sound will emit only after casting of vote on both

the ballot units.
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Recording of vote by Blind or Infirm voter

1. If a voter is unable to recognize the symbol on the ballot or
unable to record his vote, any person of such voter‟s
choice may be allowed to enter the polling compartment
with such voter.

2. No person shall be permitted to act as a companion for
more than once.

3. Smoking is prohibited inside polling station.

4. Mobile is prohibited - Polling agents and voters are not
allowed to use mobile phones inside the polling station.

5. No person except the polling party may be allowed to take
mobile phone at the time of counting.

6. Press representatives & photographers may not be allowed
to take photographs inside the polling stations.
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1. Any candidate or polling agent may challenge the identity of a person claiming to be a

particular voter by first depositing a sum of five rupees in cash.

2. On such deposit, the Presiding Officer shall-

a) Warn the person challenged of the penalty for impersonation;

b) Read the relevant entry in the voter list in full and ask him whether he is the person

referred to in that entry

c) Enter his name and address in the list of challenged voters in Form 11; and

d) Require him to affix his signature in the said list.

3. The Presiding Officer shall thereafter hold a summary inquiry in the challenge and may for

that purpose-

a) require the challenger and the person challenged to adduce evidence.

b) put to the person challenged any questions necessary for the purpose of establishing

his identity.

c) administer an oath to the person challenged and other person offering to give

evidence.

4. On enquiry, if challenge has not been established, the person challenged shall be allowed to

vote and the security amount shall be forfeited. If challenge has been established, the person

shall be debarred from voting.

Challenging of Identity/Challenged Vote
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Tendered votes

1. If a person representing himself to be a particular voter
named in the voter list applies for voting has already voted
as such voter, the applicant shall be entitled to receive a
ballot paper (tendered).

2. A tendered ballot paper shall be handed over to the
Presiding Officer which shall be kept in a separate packet.

3. Details of the voter shall be entered in a list in Form12 –
„Tendered Voter List‟. The person shall sign against entry.

4. Form12 shall be prepared separately concerning the
election of Panch, Sarpach, Member Panchayat Samiti and
Member Zila Parishad separately.

5. Such tendered ballot papers shall be sealed and shall not be
counted by RO/PO.
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Spoiled and Returned ballot paper

1. A voter, who has inadvertently dealt with his ballot
paper in such way that it cannot be used, may obtain
another ballot paper in place of the spoiled paper and
later shall be marked as spoiled/cancelled.

2. If a voter after obtaining a ballot paper decides not to
use it, he shall return it to the Presiding Officer and
ballot shall be marked returned-cancelled.

3. If any ballot paper which has been issued but is
found anywhere in and near the polling station, it
shall be deemed to have been returned.

4. All such ballot papers shall be kept in separate
packet.
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1. At the close of poll, a ballot account in Form 13 shall be
prepared and enclosed in a separate cover with the words
“Ballot Paper Account”.

2. Two ballot account (sealed) shall be prepared-

a) One for Sarpanch & Panch.

b) Another for member Panchayat Samiti and Zila Parishad.

3. The ballot account prepared for Panchayat Samiti and Zila
Parisad shall be sealed separately and deposited with the
EVM for member Panchayat Samiti and Zila Parishad.

4. EVM for Panchayat Samiti and Zila Parishad be sealed
before start of counting of votes of Panch and Sarpanch.
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Account of Ballot Paper
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1. Before any ballot box is opened at a counting table, the counting agents present at

the table shall be allowed to inspect the paper seal or such other seal as might

have been affixed.

2. The ballot paper contained in a ballot box shall be rejected if-

a) It bears any mark or writing by which the voter can be identified

b) It is spurious/not genuine ballot paper;

c) It has been so damaged or mutilated that its identity as a genuine ballot

paper cannot be established;

d) It bears a serial number or is of a design, different from the ballot paper

authorized for use.

e) It does not bear any mark which it should have distinguished mark.

f) It has not been marked

g) It has been marked in the column of more than one candidates;

h) It has been marked by an equipment and in the manner other than the

equipment prescribed for that purpose.

3. The rejected ballot paper shall be marked with letter R and grounds of rejection in

abbreviated form. Contd…

Counting of Votes – Panch
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…Contd.

4. All ballot papers rejected shall be bundled together.

5. No tendered ballot papers shall be opened and counted.

6. After counting of all ballot papers, entries shall be made in result

sheet in Form 14 for a Panch.

7. Valid ballot papers shall be bundled together and kept alongwith the

bundle of rejected ballot papers in a separate packet which shall be

sealed and on which the following particulars shall be recorded:-

a) The number of the ward and name of the village in case of

election of Panch.

b) The particulars of the polling station.

c) The date of counting.
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Counting of Votes – Panch
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1. Counting of votes for the election of sarpanch shall be made
after closing of poll.

2. Before tearing paper seal, the candidate or counting agent
may be shown all seals.

3. Pierce the paper seal over the result button.

4. Press the result button. It will show candidate wise votes.

5. The Presiding Officer will not open the cover of the result
compartment.

6. A result sheet shall be prepared in Form 15.

7. Switch off the EVM and battery may be removed from
control unit. EVM box be sealed with address tag.
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Counting of Votes – Sarpanch
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Declaration of results
1. Presiding Officer of the concerned polling station is the Returning Officer for the

purpose of declaration of result of a panch.

2. If there is more than one polling station in a Sabha area, the Presiding Officer of

the 1st polling station shall be the Returning Officer for the purpose of declaration

of result of Sarpanch.

3. Result in Form No. 15 shall be delivered to the Presiding Officer of the 1st polling

station.

4. The PO shall declare to be elected the candidate for the office of Panch who has

secured the largest number of valid votes and certify the return of election in

Form No.18.

5. The result of Sarpanch shall also be declared forthwith and certify the return of

election in Form No.19 .

6. If, after counting of votes of panch equality of votes is found to exist, the

Presiding Officer shall forthwith decide between those candidates by lot and

proceed as if the candidates on whom the lot falls has received an additional vote.

7. In case of Sarpanch, if equality of votes is found to exist, the proceedings of draw

of lot shall be conducted in the presence of RO Panchayat Samiti. 31

http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/55_SARPANCH_RESULT_FORM_15.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/50_FORM_18_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/50_FORM_18_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/50_FORM_18_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/50_FORM_18_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/50_FORM_18_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/51_FORM_19_3.1.16.PDF


Deposit 

of 

Election Material
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1. Presiding Officer Diary (Unsealed).

a) All the columns of the diary should be duly filled-in.

b) Information in the diary should be clear and
correct.

2. Result sheet for Panch 14 & 18 (Unsealed)

3. Result Sheet for Sarpanch 15 & 19 (Unsealed)

4. Sealed Ballot Paper Account (Form 13) for member 

of PS & ZP along with sealed EVM.
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Presiding Officer Diary  (Open)
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1. Marked copy of voter list.

2. Register of  Voters.

3. Voter‟s Slip

4. Unused tendered ballot paper.

5. Used tendered ballot papers and list of tendered votes (Form- 12).

6. Unused ballot papers (Panch) but signed by Presiding Officer.

7. Used Ballot Papers for Panch.

8. Counterfoil of used ballot paper.

9. Cancelled & returned ballot papers.

10.Ballot paper account for Sarpanch & Panch. (Form 13)

11.List of Challenged votes.

All the above eleven packets shall be sealed with the seal of the Presiding 

Officer and of those candidates election agent who may desire to affix 

their seal.

Statutory Covers
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http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/52_NIVIDIT_VOTES_FORM12.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/52_NIVIDIT_VOTES_FORM12.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/52_NIVIDIT_VOTES_FORM12.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/52_NIVIDIT_VOTES_FORM12.PDF
http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/44_ACCOUNT_BALLOT_FORM_13.PDF


1. Copy of Electoral roll(Other than marked copy)

2. Appointment of Polling Agent.

3. List of Blind and infirm electors and the declaration 
of companions.

4. Receipts book in respect of challenged votes.

5. Unused and damaged paper seal

6. Unused voter‟s slip.

7. Unused and damaged special tags.

8. Unused and damaged strip seal.

9. Report regarding Day of Poll to be submitted to 
SEC.

Non-Statutory Covers
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http://panchkula.nic.in/wp-content/uploads/bsk-pdf-manager/61_PROFORMA_FOR_SUBMISSIONER_OF_THE_REPORT_TO_THE_SEC_ON_THE_DAY_OF_POLLING.PDF


1. Metal seals, Distinguishing Mark and Arrow cross marks

2. Indelible Ink Set and a cup for setting it.

3. Self inking pads

4. Manual of EVM.

5. Kit Bag

6. Pusher

7. Ballot Box

8. Metal rule

9. Screen-2

10. Rope

11. Hand book for Presiding Officer.

12. Sealed EVM for sarpanch after removal of battery.

13. Battery 29

Other Material



Thanks
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