GOVERNMENT OF ANDHRA PRADESH
GENERAL ADMINISTRATION (ELECTIONS.D) DEPARTMENT

Memo. No. 2146 /Elecs.D/A2/2014-1 Dated: 10-03-2014.

Sub:- General Elections to the HOP/APLA, 2014 -
Revised guidelines for issue of EDC and Postal
Ballot to voters on election duty — Regarding.

Ref:- From ECI, New Delhi, Lr.No. 52/2014-SDR/
dated. 07-03-2014.

@e@

The attention of all the Collectors & DEOs and Spl
Commissioner, GHMC and DEO, Hyderabad/ Returning Officers/ DGP, AP/
MD, APSRTC is invited to the reference cited. (copy enclosed) The ECI has
issued revised guidelines for issue of Election Duty Certificate and Postal
Ballot to voters on election duty, for the General Elections to the HOP/APLA,
2014,

2. Therefore all the District Elections Officers/ Returning Officers/ Director
General of Police, AP/ MD, APSRTC are requested to follow the instructions
of the ECI scrupulously for issue of Election Duty Certificate and Postal Ballot
for voters on election duty, for the General Elections to the HOP/APLA, 2014.

V. VENKATESWARA RAO,
ADDL. CHIEF ELECTORAL OFFICER &
JOINT SECRETARY TO GOVERNMENT

To:

All the Collectors & D.E.Os. (except Collector,Hyderabad) (w.es.)
The Spl. Commissioner, GHMC and DEO, Hyderabad. (w.es.)
All the R.Os, in the State.(through the DEOs concerned) (w.es.)
The Direcotor General of Police, AP, Hyderabad. (w.es.)

The Managing Director, APSTRC, Hyderabad. (w.es.)

[IFORWARDED :: BY ORDER//
F’ <:«//l\09 /29‘0
SECTION OFFICER
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ELECTION URGENT
EMAIL/CAMP BAG

B
ELECTION COMMISSION OF INDIA

NIRVACHAN SADAN, ASHOKA ROAD; NEW DELHI-110001
No.52/2014-SDR/ Dated : 7* March, 2014
To.

The Chief Electoral Officers of
all States and Union Territories,

Subject:- Guidelines for issue of Election Duty Cértificate — r‘-gg'&nding.
Sir/Madam,

A very large numbers.of persons are put-on duty for the purpose of éonduct ol elections,
These include persops in :p‘o;H'i:n'g‘ teams including Pfresj'ding--O;fﬂcezsﬂfaﬁidi 'Pol‘fi'ng Officers, all
Police personnel; Sectos and Zonal Officers, Returning Officers, Assistant Returning Officers,
District Election Officers and their staff, Micro-Observers, Assistant Expenditure Obse_r\'/ers-,

drivers conductors and cleaners: of vehicles used in elections etc. The Commission is keen that

on election duty are ynable to vote at the assigned polling station are able 10 ‘exercise their

franchise as per lav,

2. Under the provisions of rule 20 of the C.E. Rules; 1960, there are two ways in which
franchise can be exercised by a person on el'ec':ljpn duty. If the person is on duty in the same
constituency where he js enrplled as an elector. he js given “Election Duty Certificate” (EDC),
which entitles him to cast his vote in another polling station of the same constituency where he js
on election duty. If on the other hand, the person is on duty in some constituency other than the
one in which he is enrolled as an elector, he is entitled to vote by Postal Ballot (PB). Many

Persons on election duty are not even aware that they are entitled to EDC or Postal Ballot.

3. During the general elections to the Legisfative Assemblies of various States held in the
past when only postal ballot option was made available 1o “voters on election duty™ as officials
are normally not assigned duty ini the constituency where they are registered as electors, it posed
a great challenge to properly. manage various activities connected with issue of postal ballot

papers, provide facility for casting of vote at the Facilitation Centre, handling of polled PBs
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q, During the ensuing: General Eléction 10: Lok Sabha 27 14, poll ing staff would he primarily:

a) No'spec-ialfaar.tan_gemcu ts have to be made fo faeilitate.:casting of ballot by. employees
who have been issued. EDC; _ '

by No special mon itoring of casting of -bal;l_btsv?ﬁ'asz to' be. made by the: RO;

<) Allegations of violation of secrecy of ballot, and iniﬂuqne'i_ng-.or 'izritiimid'atfion of  voters,
are avoided; '

dy  Complains. about issue of Postal Ballot even afer the poll day are completely
avoided:

ey No. special arrangements haye to. be imade to: send polled Posta) Ballot to the
Returning Officer concerned for counting,

f Time consumed in counting of postal ballot is saved.

6. As per the. provisions of syb-ry le (2) of rule 20 of C.E. Rules 1‘96;1, if a voter on election
duty, being a Polling Officer, Presiding Officer or other public servants on election duty in 5
;ci.onst-ituenc_y of which li¢ s an elec’tjor, wishes to vote in Person-at an election in the constituency,
he shal) send an application in. FORM 12A (Annexur‘»eJ)Io the Returning Officer so as to reach
him at least 4 days or such shorter period a5 the: RO may allow before the date of poll. The
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RO, afler he is satjstied that the: applicant is such ‘public servant and voter-on election duty in the
constituency, shall issue.an Election. Duty Certificate in FORM 12B (Annexure-2) 16 authorise
the vorer on election duty to vote at any. polling station in said constituency where he may be on

duty on the date of poll,

7, The Election Duty Certiticate: in Form 12B :sﬁ;nt;ibc- printed: i adequate nurbet either
centrally by the CEO or the DEQD, as may be cofivenient, and each ‘such -certificate shall be

serially humbered with-a. unigue-serial number.

8. In the: format: of application for EDG in Formm. 12 A, there:is: colurmii for: mentioning the:
number and name of the pollinig station within the canstituency wher he is.posted on. election
duty and also the S'No. & Part No. of the: efevtoral fall in which his/het name is registered as.an
elector: While the.detdgils of the. -dssembly:constityency, Part No. of electora) roll, 81, No: of the
voter where his/her name. ijs enteréd: in the: roll and EPIC. number will be:-available in the
employees database, the dethls of polling station where s/he is -posted-on election duty would.be
known. only afler the ‘third ‘round of- randemisation is done (o assign specific polling ‘station:
Therefore,<the. details regarding the polling station where: posted for duty need.not be filled by
the applicant. The rule:also mandates that the letters “EPC™ should-be indicated: in the “marked
copy of the electoral roll” dgainst the name of the petsoh 1d whom EDC is jssued 10 ersure that
the same person is not 'al[owedf to vote at the polling station where he would otherwise have been’
entitled to vote. The voter on election duty can exercise histher franchise: in person on the basis
of the EDC at the polling 'Sta@ion where he is deployed on poll duty,

9. In the case of pqll‘ing-?;Staff while i‘-’ssuing:the:;appqimment' orders drafling them on election
duty after first randomisation, the copy of Form-I12A (either pre«filled genetated from the
employees database or b]ank Form where the database is not populated with électoral roll

particulars) shall be sent to them.

10. In the case of police personnel who are also treated as voters on election duty, the SP or
other competent officer will mamtam a database of all police personnel in the district. 1n that
database, the elector details, I_l_ke, No. & Name of Assembly Constituency, Part No. & SI. No. of
electoral roll where name is _r{:gi's‘tered as an elector shall also be populated. The SP §h-a_ll prepare

the deployment plan for the police officials in the district well in advance. At this stage the
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constituency ‘where' they are deployed on election duty would be. k}xo‘wn, whether within the
constitueney where re;;iﬁt_&:ﬁﬁéd as elector or in a different :cﬂ'nst;i._tuen‘.qyé. Those posted within the
constituency will be eligible for voting on the basis .of “EDC” a‘r‘izi those posted outside the
constituericy: will be €ligible. for voting through Postal Ballot. The iSP shall appeint a Noda)
Officer to coordinate all activities related to facilitating: the :exerci'is‘e of franchise by police
personng) through postal ballot or EDC. Form 12A (for EDC) or ‘chérm 12 (for Postal Ballot)
shall be provided by the. SPor the: rigidal 6fficer identified for th i].!sé;p.u’;rpese' to enable the police
personnel to ‘make application far EDC or PB, as: the case may b&. The 'SP or the nodal officer
shall -ensure :that these applications in Form 12 and I2A with ‘the @_I.ec’tioral roll details duly
entered and: signed. by the police personnel are sent to the concerned iie(umi'ng Officer at Jeast
Tdays b'efo:r.e:;the;dia,tet‘.t)ifpo]'] sa that. EDC or PB, 4 thie case may be, can, b issyed after making
hEcessary Entiies i the matked opy of the-electoral.Foll. :

1. Similarly, in the cdse of drivers/condyctors/cleariers and other persons appointed for
specific eleation: related dutics. afso: a ‘Nodal Officer may: be appainted. The enrolment detafis
like No: & Name' of :Z_C"':On's't‘iﬁt't'i.énqy-,, Part No; and: Sl. No. of entry in' the -eléttoral roll of the
persons so- drafied for* glection duty:shail e ascerained by the Nodal Officer and they shall be
pr@‘vi'ded Form 12A (for: EDC)_ if posted on-election duty within the conSLi‘tuc‘ricy of enrolment or
Form 12 (for Postal B‘_z_iil_é't_) if posted in a different constituency to enable them to make
ﬁppli'c-.,at‘ibni for EDC or PB, as the case f,m\éy be. The nodal officer. shall ensure that these
applications in Fortn 12 and 12A with the electoral roll details: duly-entered and signed by the ~
driver, conductor etc. drafted on election duty are sent to ih'e. «concerned Returning Officer at
least 7 days before the: date of poll so that EDC or P! , as:ithe case may be; can beé issued after

making necessaty-entries: in'the marked copy of the electaral roll.

12. . Marking of ‘EDC” in the marked copies of:electoral roll should be done as early as
possible after the officials would have squitréd applieations for EDC in Form 12A. The ROs
may not insist upon the mentioning of “P}S._No in application in Form 124, Preparation of
marked .copy of electoral roll should not be delayed till the stage of issue of EDC, Once Form
[2A application is submitted, the officials concerned can only vote using the EDC (Form 12B) at
the po"i'n;g; station where he is on duty orin.a nearby. polling station if he is not assigned any

specific polling station.
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13. Similarly, whén an official is deployed on election duty in the capatity of Zonal
Magistrate or Sectop Qﬂis‘:c",ﬁ in a parliamentary constituency where:he: is:a. voter, he ?-shou!d also
be: given EDC so that he can exercise his franchise in any one of the. polling stations that corries

under the zone/sector allotted to him.

14.  The questjon wlije'th‘cr particulir __lel},in"g'_;g- petséhnel;=is dgp}ijyéd; on electian :diu’ty’h;t 3
polling station or is in resﬁvé will be known. immediately after second tandomixzation. At that
stage, the total number of staff going: to ‘be: deployed in.polling stations: inside the PC will be

known.

15.  In the case of the ofﬁmals ‘who' would be eligible for EDC, they should be: briefed about
thc EDC.fagilities at the ﬁrst tidining. As: mentioned abiove, a. copy of the Fonn 124 should be
sent to the officials requnstﬂiomd for election: duty' together with- lhc duty otder, The officlals
should berinstructed to- suhmnt thie saine duly. signed, when they come for the Frst teaining itself.
I this Farm 12A they‘need ot mention the S1. No. and narie of P:S. where they are posted on
election duty witliin the coﬁgmuency in that Form as' that would. not be known bcforc third

randomuzalmn of polling pemonnel

a) In‘case Form 12A.is genera't_ed from the database then he should check the electoral  roll
details already: printed :and correct mistakes if any-in the AC No. & Name, Part No. &Sl.
No. of electoral roll ahd EPIC number.

b) incase Form 12A i'sixbt generated, then hie shotild fill up the details legfbly; Th(;;e )
officials who do not kl;ho’w the part‘'no. and'serial no. of their entry in the  electoral  roll
may be provided alt n_c;eeéssa‘r;y assistance o ascertain the:same to  enable the ‘polling
personnel to m;em,ipn::;tn Form=12A the particulars relating to their electoral roll entries (S|
No., Part No. 'o’f‘?ehtrié,s it the electoral roll), The copies of the electoral rolls will be kept
in separate ‘counters, a§$emb_lyt3e.gmen.t wise with sufficient. number of staff to assist
the elecfion:dU'ty’sQfﬁ,cialé tolocate  their name in the roll.

c) The Form 12A S’ﬁ"ol"jlti be submitted together with a copy of the duty order and
photocopy of EPIC in :',o_rder’ to ensure:thatno ineligible person is issued a EDC,

d) Applications in Forr’rj\_,-;l?.A, completed in other respects and duly signed by the polling
personnel, would be collected at the first training class itself. These, again, should be

collected assembly segment wise.



¢} The DEO shall make arrangements. to ensure that ‘all applications received in Form
12-A are immediately forwarded to the: concerned RO,

16.  The RO shall prepare the Election Duty EQ;erti'fﬁcate in respect olf‘ all personnel who have
sub‘m‘ittéd? duly signed: appl ication ifi Form I2A. This should be dbhé well before the second
training/facilitation: so that the EDC ¢an be delivered to the ¢lectors on the second
training/facilitatiogn day. While preparing the EfDC,; the Part No. should be suffixed after the
serial No. of the elector in the space:pravided for this. in the format of EDC, ( like 415/25 i.e. SI.
No.415 in Part No.25 of electoral roll).

I7. At this stage, proper account of the EDCs:-, issued shail be :mai’i{taiﬁed- in a register. The
names of the polling personne| jssued with, EDC and unique serial no; of the EDC should be
entered in the régister and the signature of the:pollinig personnel obtaired against that entry as

and whén EDC is issued to them, The Register shall be in the format enclosed herewith as

Annexore-3;

18, The persons who- after making a_p;)’lfi’éﬁtidn for EDC do not come to collect the EDC on
the second day of training/facilitation rmay be:asked to-collect it from the RO/Officer-in-charge
O a subsequent date :as may be decided by the RQ; Any leflover personnel can be given the

EDC at the time of dispatch of pelling party,

19. For the polling personnel kept as reserves, if they ate deployed on duty in any polling
station on the day of poll, they cari cast vote using EDC in such polling station. For other staff
on. reserve who are not -assigned to any particular polling station they can vote in any polling

station located near the place where the reserve personriel are stationed.

20, At the polling stations, the Presiding Offjcers ‘_‘_sh'cé):ul*d brief the polling agents about the
facility providéd to the polling:personnel to vote in that polling station using EDC. It may also be

made clear to them thai once EDC is jssued thiey:caii vote only on the basis of EDC.

21 The Presiding Officer of a polling station shall take following action as per provision of
rule 35A of C.E. Rules, 1961, whenever any polling staff presents EDC for casting of vote at that

polling station :-



a) Obtain the sigrature of the person producing the. EDC oh the EDG 3

b) Have the name and.¢lectoral roll details as mentioned in the EDC entered at the end of
the marked copy of the electoral.roll alangwith the particulars of electoral roll details;

c) Each such entry shoild be setially numbered cuns‘ecmivel);} after the last serial
number of entries:in the. relevant part of'electoral roll. ‘ ' :

d)  The EDC shall be'retained by the ﬁ%stpo%l_linig‘ officer.

i

22, Thereafer, theperson shall be allowed tol vote:by following the dsuat procedure. In the
Form 17A (register of voters), in‘the. column meant: for serial numhe‘r"of%elecmr in the electoral
roll, the seria) number, part number aiid. the ngme oFEASSémbjly Segment ;cfﬁtﬁ_e- EDC holder shall
be mentioned, For example, if the EDC holder s f'ér,iirol']fe'd- at Sl,-"No_.,_é}..JiS in part No. 25 of
Assembly' Septient "XYZ?, the entfies in column 2. of Form 17A nj that case would be
‘41 S125IXVZ Tivthe temarks cofurmn wf Form I7A; “EDE vorer” shall be Written,

o JE ey -

23. The j'p.éiii’n‘g personnel using EDC facility _;s_»l-‘;;_'ould cast vote at the '§imé when the p‘ol}ing
-agents are present in:the. polling station except.in cages:where no 'po~lJ'i’r1:g ﬁg”em tuens up, In the

case of the réserve polling persontiel, they should be advised. to-vote: as:500n a3 possible in the
beginning itself, as:they:may be required later-ar to be shifted to diﬂ-’erent‘.péllih’g Stations to meet

emergent situations.

24.  The Presiding Officer should note the total number of electors who' voted on production
of EDC against the relevant itém in the PO Diary: Ih Item No.1 of Form 17C (Part-I) regarding
the total humber of electors assigned 1o the Polling: Station, the figures of total number of
electors as per the relevant part. c;f the electoral roll pliis electors who voted on production of
EDC shall ibe indicated. The actiial number of electors assigned as per the total number of
clectors in that part of electotal rofl may be shown first followed by votes polled on production
of EDC. For example,. if the tatal no; of el,‘gjcfmtsa;:."ss.ighed to a polling station is 1125 and 9
votes were cast on production of EDC, then-in 'me: I7C it shall be shown as “1134 (1125 +
EDC 9)”.

25.  The 'Presi'di.h_g; Officer shall keep all the EDCs produced in the polling station in a

Separate envelope mentioning thereon the No. & name of the polling station and the total number

.
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of EDCs inside the envelope: This enyelopeish_‘aﬂll be sealed and returned alohgwith the other
election material.

26.  Inthe collection centre; all the envelopes conlammg EDCs should be kept separately and
these envelopes should later be stored in a. separate trunk. In ‘the event of any repoll in any
polling station, the electors who voted in that polling, station ‘on the basis of the EDC shall be
issued a fresh EDC to. enable them to exercise: their franchise during the repoll at the concerned
polling statioi. In case any-person cast. vote hy EDC An the polling station going to repoll his
details can be known by opening the envelape in which the EDCs used.at that polling station are
kept.

27.  The DEO will be resporisible: for proper coordination of the whole activities.

28.  In the States of Mizgtam, Nagaland' & UTg of A & N Islands, Chandigarh, Daman &
Dlu D &N Haveli; Lakshadweep and Pudiicherry ‘having only one parliamientary conatituency,
every category of voters.on election:duty will be issued EDC only.

29, In the States of‘Anihm Pradesh, Odisha:and Sikkim whére sifiultanéous election will be
held for Lok Sabha and Legislative. Assembly all ‘voters on slection duty viz. polling
personnel/police. personnel[Dnvers, cleaners, videographers and all other catégary of voters on
election duty will be fssued only Postal Ballot Paper as: otherWuse as per the existing
randomlsatlon norm of pOStmg within PC but outside: AC they will get one EDC for PC and PB
for AC,

30.  The above instructions may be brought to the notice of all concerned for implementation

without any deviation..

Yours faithfully,

e st U S

(Ashish Chakraberty)
Secretary



FORM 12A |
[See rule 20(2)] _
APPLICATION FOR ELECTION DUTY G:ERTIFICATE
To, |
The Retuming-Officer,

Assembly
Parliamenitary

Conistituency |

t
j
j
~ “Lintgnd 10 cdstimy voté in perspn at the ensuing election to the. Legfsnauve
Assembly/ Housé of the People-from the.............c.ooomeinin ~Cotistituengy, ..

I have been posted on election duty within the constituency: at
b e wsiat o nen-n e (NO. and nameé-of the polling station) but iy namie is entered at
Serial No. ..... P’a‘rt No........of the electoral rolls for............ TS assembly
constituency comprised w;th_m ‘veerennne Parliamentaty constituency.

I request that an Election Duty Certificate in Form 12B may be issued to
enable e to vote at the polling: station where I may be an duty oni the polling day. .
It may be sent to'me at the following address:-

.......................................................

Place.........coovvnensnines Yours faithfully

(signature)
Namie in full

Note: Please attach a copy of the appointment order/EPIC or Service ID with photograph



Anriexuye--2

- [Seemle20(2) anMSM
ELECTION DUTY CERTIFICATE.
[NOw oo sereion oo

Certified that .............. LY - Y —c— ...0is 2 eleétor in the

e Assembly / Parltam:_ﬁ,, y eongtituency, his e“lecwral roll

humber being ............. . That by reason of his being o ¢léction duty he is
unable to vote at t,.hc _gs;all-mg:statmn where he:is entitled 16 vote and that he is
therefore hereby aunhonzed to vote at any polling station in the said
constituency where hié-may be:on dutyon the date of:poll,

Signallll'e- B R A TR R
PlacE. .icurernmmernsrs s . Returning Officer
| [SEAL |
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Annexure--3

REGISTER OF ACCOUNT OF “EDCs” ISSUED
No. & Name of the PC/AC:

No.& Name of Assémbly Segment
(in the cose of PC).

Runfiing | Unique SL No. [ Name of voter on|SL No./ Part]| Signature
SkNo- | of wEDCH election duty No. of]

| electoral roll
in which
registered

NNt —

PAGE 2

C0 |~

11

12

Total No. of electors issued EDC_____ (in number)

(in-words )

(Signature)
RO/ARO/Nodal Officer

11
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ELECTION URGENT
BY EMAIL/CAMP BAG

ELECTION COMMISSION OF INDIA

NIRVACHAN SADAN, ASHOKA ROAD, NEW DELHI-110001
No.52/2014-SDR/ ) Dated: 7" March, 2014

To,
The Chief Electoral Officers-of
all States and: Union Territories

(except A-& N Islands, Chiandigarh, Daman & Diu,
Dadra & Nagar Havell, Lakshadweep having only one PC)
Subject:-Guidelines for issue of Postal Ballot Papers — regarding

Ref: - ECI Letters No. 52/2102/SDR/216-250, dated (3™ August 2012, No.
52/2012/SDR/181-215; dated 13 Auguist 2012 and No. 2/2012/SDR/251-
285, dated 13" August 2012

Sir/Madam,

l. Election Commission has issued detailed instructions for facilitation of casting

of postal ballots by persons on poll duty from tim¢ to ‘time. The Commission had
modified and refined these instructions during the general electians to various State
Legislative Assemblies held in 2012-2013. This has resulted in a significant increase
in the casting of postal ‘ballots: by persons on poll duty. The Commission has
considered various lo’gisti‘c:;,a_l proeblems in the process of facilitation of postal balloting
by persons on election duty and has decided to further modify these instructions.
These comprehensive instructions are being issued in supersession of all existing
instructions on facilitation of postal balloting: by persons on election duty.

2. Persons on election duty who are entitled for Postal Ballots (PB) and

Election: Duty Certificate ?}:(EDC) — All'persons appointed on election duty who are

not able to cast their vote at the polling station where they are enrolled as a voter are
entitled to the facility of - either an EDC or a postal ballot. In case they are put on
election duty in the same constituency in which they are enrolled as a voter, they are

entitled to get an EDC. which entitles them to vote at the polling station where they

1



are on duty. If they are on duty in a constituericy othet than the constituency where
they are enrolled as a votet, they are entitled to a ls‘ostal Ballot, Tc_he's-.e persons include
employees in polling ‘parties, Seetor Officers, Zonal Ofticers, Returning Officers and
Assistanit Returning Officers, District Elections Officer. D‘epl,lfty Distri¢ct Election
Officer, 'emp;ljoyees posted in the offices of District Election Officer, returning Officer,
Control Raom and other election reiated offices, micro-observers, all police: personnel
home goards, -drivers,. conductors and: ¢leatiets of vehicles, engaged for election
work ete. if such éerison’:s’ are not-able to cast their vdte at the polling station where he
or she is enrolled as a voter by reason of being on duty in. felation to. elections.
Polling agents.of candidates also-fall in the category of voters on election duty for this.
puipase. A person is entitled to an EDC if he or she is 013: duty in the same
constituency wheré:he orshe is enrolled as a voter, and entitléd: 1o a: postal ballotif he
or she is on duty in dny :othet constituency.

3, Reasons for Facilitation of Postal Ballotin person_on _election du

Commission has received representations from time: to.time that many electors on election
duty are not able: to cast their postal ballats, and many a times postal ballots cast by such
persons do- ot reacl the Retiitning: Officer in time for counting. Thie Commission has also
received representations about the possibility of undue influerice or intimidation of persons
who cast their vote by postal ballots. To address these issues, the Commission has decided to
facilitate casting of postal ballots by persons on election-duty during the training sessions to
take care of such complaints. Voting through postal ballotin such training sessions is referred
to as voting in facilitation centre. The Commission has also decided that facilitation should be
don¢: in 4 completely transparent manner so that-all stakeholdefs are involved in the process
atevery stage.

4. During the ensuing General Eléction to Lok Sabha 2014, polling:staff including police
personnel, driver/conductor/cleaner of vehicles. persons engaged for videography, ete, would
be mostly drawn. from within the parliamentary constituency. Thercfore, large majority of
voters on election duty can vote by using EDC. However, if there are persons who are put on
duty in a constituency different from the one where he/she is enrolled as elector, such person
will need to apply for postal ballot paper to exercise franchise.

S Preparation_of Database — A database of persons to be issued postal ballots on

account of being on election duty should be prepared well in advance. Along with other
information, these databases should necessarily have information about the No. and name of
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Assenibly Constituency, Part No. and the: Serial Number in Part where the person is enrolled

as a voter. The EPIC niimber of each person should also: be captured in the dafabase. The

database should also have fields 1o capture information about the location and address of

facilitation eenters for postal balloting. The facilitation certet will be the same as the -place

identified for imparting training, If'a person. is to bé called: for waining more than: once,

information about all the trainings should be captured in the.database, Information about the

electoral roll enrelment of a persan ean be found by us;ng search facility based on EPIC

number and search facility based on name aid:surname. This search facility is provided at the

website of all Chief Electoral Officers. These-databases should be. prepared in the following

a)

b)

‘manner: -

Datibase of employees on election duty - The District Eleéction Officer has to

. prepare on¢ database of employees for duty in polling patties. and for other election

duties like sector officers, zonal officers. micio-observers ete. This database should

inelude all persons appointed on eleetion dhity of any king if such :a: person is not able:

to ‘cust hig: vate 4t thé polling station where he or she:isrenrolled as 4 voter. dndecount
ot being-on election duty:

In the case of police personnel who dre also: tigated as: voters on :election duty,

the SP or other competent officer will maintain a database of all police

personnel (including home guards , if deployed on election duty) in the disteict. In
that database, the elector details, like. No. & Name of Assembly Constituency,
Part No. & Sl. No. of electoral roll where naime is registered as an elector shall
also be populated. The SP shall prepare the deployment plan for the police
officials in the district well in advance. At this stage thé constitiency where
they are deployed: on -election duty would be known, whether within the
constituency where%teg;istefeds as elector or in a different constituency. Those
posted outs?de the constituency will be eligible for voling through Postal
Ballot. The SP shall appoint a Nodal Officer-to coordinate all activities related
to facilitating the e;ger;ci;se of franchise by police personnel through postal bailot
or EDC. Form 12A (for EDC) or Form 12 (for Postal Ballot) shall be provided
by the SP or the nodal officer identified for this purpose to ¢nable the police
personnel to make application for EDC or PB, as the case may be. The SP or
the nodal officer shall. ensure that these applications in Form 12 and [2A with

the electoral roll details duly entered and signed by the police personnel are sent
3



to the concerned Returning Officer at least 7days before the date of poll so that
EDC: or PB, as the case may be, can be ]'SSL}.'ed after making necessary entries in
the marked copy of the electoralroll. ‘

c) Similarly, in the case of drivérs/conductors/cleaners rand. other persons
api)o.in.ted for specific election related duties also a Nedal Officér may be
appointéd. The enrolment details like No. & Name of Constituency. Part No.
and Sl. No. of entry in the electoral roll of the persons so drafted for election
duty shall I§e ascertained by the Nodal Officer-and they shall be provided Form
12A (for EDC).if posted on election duty within the constituericy of enrolment
or Form 12 (for Postal Ballot) if posted in a different constituency to enable
them to make application for EDC or PB, as the case may be. The:nodal officer
shall erisure that these applications. in Form 12 and 12A w}nh the electoral roll
details duly entetéd 4nd signed by the driver, conductor ete, drafted on election:
duty -are sent to thé:concerned Refurning Officer at least 7 days before the date
of poll so that EDC or PB, a5 the case may be, can be issued after making

necessary entries in the marked copy of the electoral roll.

6. Issue of pre-filled FORM-12 and collection of sipned FORM-12 — FORM -12

should be issued to all those persons who:are put on ¢lection duty outside the constituency of

erirolment: FORM-12 can be pre-filled with information about Name of Elector, No. and
Name of Assembly Constitueney; Part No. and Serial No. in Part where the person is enrolled
in the electoral roll. This information should be available in the database of employees
prepared by the DEO. Pre-filled FORM-12 can be printed from the database of employges by
software 10 be prepared by the: CEO. A note should be: printed at the botiom of FORM-12,
that the employee should check the pre-filled détails and make corrections if these details are
not correct. FORM-12 should be distributed to police: personnel through the Superintendent
of Police / the nodal officer appointed for'the purpose. FORM-12 should be distributed to
drivers, conductors and cleaners of vehicles used in elections through the nodal officer
/officer in-charge of transportatioi.

7. Signed FORM-12, alangwith a copy of.the appointment letter as proof of having

been drafted for election duty and photocopy\of EPIC in order to ensure that no

ineligible person is issued a Postal Ballot should be collected on_the first day of training

or as soon as possible. Efforts should be made to collect signed FORM-12 before the last date
4



of withdrawal of candidature. However if for sorje reason FORM-12 of ‘some petsons on
clection duty could not be collected before this li‘ate, they should be collected éven after this
date as soon as possible. Signed FORM-12 should be sent by the District Election Officer io
the congerried Returning Officers within the district for issue of Postal Ballots.

8. Issue of Pogtal Ballots to Service Voters - All postal ballots: for service voters: will

be printed within 24 houts of the finalization of list. of contesting candidates and issued
within the riext 24 hours, The outer envelope (FORM 13C) for [‘mstal ballots. to service
voters” shall ble in: YELLOW color (both ‘for -'pa'rllament and assembly elections) to
distinguish them from the-postal ballots for.employeeson poll duty. On the envelope in Form
13C, the cemp’l‘el'e part’icula‘rs- of the Par'llaxﬁémary ‘or Assembly ﬁbll§tii\;1é]’1c‘=ﬂ.. as he case
may be. should be clear[y menuoncd Clnef Eléctoral Ofﬁcer will have a meeting with the
heud of the postalk departmbnt for the State, and waork out an arrangement that the postal
ballots for semce voters. arb handed ‘over by the Rctummg Officer/Asstt; Retummg Officer
of each constltuency m a des1gnated‘ employee of the: posml dcpartmcm tlommated for this
purpose. Postal Depaﬂment shall then ensute that all postal ballots for service voters are
delivered fo the respective Record Offices within 48 houts,

9. Issue of Postal Ballots to other categories - The District Election Officer will fill
the infermation of faéiliflat-len::cdntcr for each employee in the database. In general, each
raining center will also be a facilitation center so that Voters-on election duty can cast their

postal ballots when they dome for :s'c“cond‘/subsequent training t6 be imparted aflei the

printing of postal ballot. All, police personnel and drivers, conductors and cleaners of vehicles -

used in elections will be: called at least .once for training for the purpose ‘of facilitation of

postal balloting by employees. 1f more than one training session is' organized for certain
categoties of employees, fl?‘aé;,il'itaxfi;pn of postal balloting should be done-iri each:session.so that
if an employee has not casi his postal ballot in:an earlier session, he or she is able to casl
postal ballet in‘the next t_rai‘fling session. The Returning Officer will prepare the Postal Ballot
papers for those who '_haycgisubmit_ted: signed FORM-12 . This should be done :as soon as
possible after postal ballot!paper is printed. The Returning Officers will then check the
location and address of the ffacilitation center of the concerned employee and send the postal
ballot to the Officer-in-charge of postal balloting facilitation center for being delivered to the

employee.
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= If the facilitation center is located in in‘area within the jurisdiction of the
Returning, Qfﬁ.c_:_‘er who ‘issues the ;pgst,él}. ballot, he wilfl send the postal ballot
directly to the Officer-in-charge-of that postal balleting facilitation center.

= If the: facilitation centet is outside the jurisdiction of lh'q[ Returning Officer
who issues the postal ballot. but within the district then he ‘will send it directly
to the Officer-in-charge of the cancerned facilitation c.%:me.r within the disteict
instead of routingit threugh the Distriet Election O‘fﬁt:efrv

= Generally there should be no need of'sending;: the postali ballot-outside the
district:as employees are generally not sent for election duty-outside their
disteict. If, however. it becomes necessary to:send a postal ballet to a
Faciljtation Center outside the distriet, the District Election Offioer will co-
ordinate: with the District Election Officet. of the other -«ii'stri-‘cl and do the
needful. ‘

= If'any official who submits Form 12 and for-whom postal ballot has been
prepared does not gollect the Postal Ballot paper personally at the
second/subsequent training at the facilitation centre, the Postal Ballot for such
person should be dispatched by Regiatered post with . A/D:within 24 hours. No
postal ballot-prepared for issue:should be relained with lhé RO/any: other
official.

Procedure at the Facilitation Center - District Election Officer shall appoint one

senior officer-as in-charge of postal balloting at each Facilitation Center: This officer shall be

responsible for the postal balloting at:the: Facilitation Center. The procedire to be followed aiﬁ

the Facilitation Center is described below:-

a)

b)

Information to Political Parties— All Recognized Political Parties will be informed
in writing the schedule of fagilitation of postal balioting at the Facilitation Centers.
They shall be.allowed to send their representatives to witness the facilitation process
at the Facilitation centers:

Time to be sét apart for Postal Balloting — In each training session at least 2 hours
shall be set apart for facifitation of ‘postal balloting: If necessary more than 2 houts
may be set apatt for this: purpose as per need. Postal Balloting shall be done after the

training is over. Political. Parties representatives 'shall be allowed in the Facilitation

Center after the training is over and the process of facilitation of postal balloting
begins.

Arrangements for representatives of candidates - Arrangement shall be made for
candidates to sit and watch tlie process of facilitation without interfering with the



A

d)

f)

g)

process. If any person interferes with the process of facilitation, the officer in-charge
of facilitation can-order such a person to leave:the premises immediately.
Arrangements for casting Postal Ballot in secracy - Voting compartments. similar

to voting compatiments in polling station shall be made in ¢ach Facilitation Center.
This is done sp that employees are: able ‘to mark their postal ballot in complete
secrecy. More than one such voting compartment can be made if necessary.
Arrangement of glue/gum shall also be made 16:seal the envelope (Cover-A — FORM
13B) after placing the polled postal ballot in:it.

Availabili’ty. of gazetted officers. for attestation of declaration by ‘the person
casting postal ballots — Undér the law a declaration attested by 4 gazetied officer has
to be made by e€ach person in FORM-I3A along with tlie postal ballot. For this
purpose at least one gazetted officer shall be. put on: duty by :the Distritt Election
6tﬁcer at each F-"acilitation Center: The gazetted officer shall attest the: declaration

based on the: i_demifﬁ;;ﬂﬁ;ﬁn of the vottr by: his identity documents. He. iaust check

before attestation ;’that}'the Sl.uo. of the ballot paper is filled up in the space
provided:in the de¢laration, it is signed by the elector and his postal addvess is

mentioned. The attesting' officer should append full signature with date-and

write in hand or puta stamp showing his designation & office address.

Issue of Postal Ballots at thé Facilitation Center — Officer in-chargé of a
Facilitation Center will issue the postal ballot received from the Returning Officer to
the voter for whom it is meant after verifying his identity based on EPIC or any other
photo identity document, and obtain his signature as a token of having received the

postal bailot in a register as per the FORMAT given below:-

Running | Part Na. | SLNo.  of | Details of the | Signature/T.] | Remarks
Sl.Mo. | of elector  in | document of elector
electoral | the electoral | produced by the
roll roll elector in proof of
: his / her
identification

This register should be sealed in: the same manner as the Register in Form 17A
and kept alongwith other statutory covers mentioned in rule 93 (1).

Copy of the «above register may be given to the candidates who demand
for it after the date of poll in the constituency.

‘Time upto which Postal Ballot can be issued.- Provisions regarding intimation by

voters on election duty for issue of postal ballot paper, procedure for issue of postal
7
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ballot paper and the time for return of postal ballot paper are given in Rules 20, 23
and 27 of the Conduct of the: Elections Rules 1961, As per the.sé provisions, whenever
arty postal ballot paper is. issued o voters on élection duty, m the: counterfoil of the
ballot paper the electoral roll numbet of the élector, as entered || n the :ma_jrkcr’d copy of
the electoral roll set-apart for conduct of poll at the polling s_’..t‘:étfifon.; is 10 be entered,
and in the said marked copy of the elettoral roll ‘the words PB” is fo be marked
against.the:name of the-elector t6: indicate that a postal ballot Pdper has Be.én issued to
the efector in -order to ehsure that the same: elector is not aélfo.Wé'd o vote at any
polling station, Afier postal ballot papers have beén issued to Voters on election; duty
entitled to vote by Po&Y, the RO has to send the relevant parts (%;,f‘ieléetoral: roll to the
concemed Presiding Officers for marking the riames of electors \‘,vho cast their vote on
EVM it the: polling station on.the:day-of poll. Aftér the poll, th,i‘sgf marked.copy is:to be
sealed-and kept: in safe custody

It-is-clear from the above:provisions of law: that once tﬁecm'atkedj copy of the electoral
roll is; ready to-be sent to the Presiding Officers: under clause: (;1‘)‘ of sub rule (5) of
Rule. 23 6f CE Rules l'9f61f?l-; no' postal ballot paper-cari be issued ‘thereafter. Therefore
no ballot paper canbe: issued after the stage of preparing'marked copy of eléctoral roll
for supply to the presiding officers fof conduct of poll.

Process of Postal B’a‘llbti‘ng — After recejving his or hef postal ballot, the voter shall
80 into. the voting compariment and mark the postal ballot in secr»fe.cy:.'_ He shall write
the serial number of the postal ballot paper, if not already filled up, in the space
provided for the same in the decl’arati:on in. FORM 13A nd on the envelope in
which the polled postal ballot is kept: .L‘Hﬁs:‘ishalfl then keep the: miarked postal hallot in
the: inner envelope (Form 13B ~ Cover A). meant for this [purpose and seal it properly,
The voter shall thereafter sign the declaration in FORM-13A, write his/her postal
address of registration in the electoral roll, write his name in the Space provided
and get it attested by a gazetted o'f‘ﬁge,‘_nj as required by law. The polled postal ballot
should not be shown fo the officer whose attestation is obtained on the
deelaration in FORM 13A. He-shall then keep the sealed inner envelope containing
the polled postal ballof and the declaration in FORM-13A, duly signed and attested.
in the bigger envelope (Form 13C - Cover B) and seal this as well. The voler will
then cast his postal ballot in the Facilitation Ba‘ﬂot Box as described below.

Casting of postal ballots in the facilitation ballot box A large steel trunk with one

opening at the top for casting of postal ballots shall be used as a facilitation ballot box

8



i)

k)

L.

at the facilitation center. Before the castiig of postal ballots is started. the. empty:

facilitation ballot box will be opened arnd shown to all present. The facilitation ballot
box will then be sealed by. the officer in-charge of the Facilitation Center. Every voter
shall cast his or her postal ballot in the Facilitation Ballot Box after marking it and
scaling it in the envelopes-as described above. This facilitation ballot box will be kept
only on the second / subsequent training days atitherrespective training yenoes only.

Sorting of postal ballots - After all ;pOsEta'[ibtall'b;tzsfﬁ '}'Qr the day have been cast. the box
will be opened by the officer in-charge of the Fagilitation Center in-the presence of the
representatives of political parties. All the postal Baflots will be taken out of the box
and the empty box will be shown to-the said representatives of political parties. The
postal ballot envelops will be sorted Assgmibly C’on‘s‘('itue'ncy wise and the total

. huiber of postal ballot envelopes received for ‘each. Assembly. Constitueney will be

entered: in a Statemient int FORMAT-1 to be maintained for this purpose at the
facilitation center. Representatives of political parties present will be requested to put
their signatures on the register and will be given a copy of the relevant pages of the
register. All postal ballot envelopes: for one Assembly Constituency will be keptin a
large’ envelope meant for that Assembly Constituency. The name of the Facilitation
Centre, the date of Facilitation-and the number of postal ballots contained therein will
be clearly written on this envelope. The number and name of the Assembly
Constituency for which the envelope is meant will also be: clearly written on the
envelope. This envelope will then be sent 1o the Returning officer of the concerned
Assembly Constituency along with a copy of the relevant Statemént in Format-1
through special messenger appointed for ‘:'l_‘hjs purposé not below the rank of Deputy
Tahsildar.

Videography of the postal balloting process - The entire process of postal balloting
will be videographed. |

It should be noted t_h;at' once a postal ballot paper is issued fo a yoter on clection
duty, he/she can vote only through the Postal Ballot even if the official is
exempted / not deployed on election duty.

Monitoring of the process of Postal Balloting at Facilitation Centers - The officer

in-charge of the Facilitation Centcr_ will prepate a return in FORMAT-2 on every day when

facilitation of postal ballots is done at the facilitation center and will send it to the DEO. The

DEO of every district will compile the return in FORMAT-2 for his district every day till the



facilitation for postal ballots is over in the district, for the postal a‘-l'lot?: cast in the Facilitation

‘centers of his district. A copy of this return will be seit every da:y;to the Chief Electoral
Officer. CEO will: compile the returns of the entire State in FORMAT <2 and will send a copy
of the compiled FORMAT-2 to the Commission. every day till the: facilitation of postal ballots
is over in the State. Chief Electoral Officer will also send a copy oﬁfetum in FORMAT-2
every day to all recognized political parties. |

12.  Storage of Postal Ballots received by the Returning Officer: - Refurning Officer of

the concerned -A?;Ssﬁmfély C.on'stiitu:ency Shall keep the envelope contain i;;n'g;;pb's.tal ballots:along
with the. copy of the relévant statement in  Format-1 in a Special strong room made
especially for this purpose:

13 On the-day of dispatch of polling parties-also & steel trunk ('ﬁaci;l:i'it}atfjpn ballot box)
shall be kept at the dispatch: center so that any election duty official whe did not cast vote at
the training session- can: drop ‘the énvelopé contai8ning the ‘postal ballot in stich facilitation
ballot box. After all the parties-have left, this facilitation ballot box will be opened and sorted
constituency wisg aid sent to the: respective; RQs:in sedled envelopes in the same manner ds
explained above. Candidates should be iriforthed in Advance about this-activity so that if'they
want to depute-any representative they niay do so:

14.  If-any voter did not east vole at the tacilitation centre 7 dispatch centre then he can

vote only by post. No drop: box facility shall be available in the office of the ROs,

I5.  Receipt of Postal Ballots by Post-

a) Arrangement to be made with Postal Department - For receiving back postal
ballots by post, the Chief Electoral Officer will make an arrangement with the. Postal
Department and ask them to nominate one post office for each
Parltamentary/Assembly Constituency which will deliver postal ballots every day to
the: respective: Returning Officer. The time of delivery will be fixed at 3 PM every
day at the office of the Returning Officer, except for the counting day when the time
for delivery will be before 8§ AM or such other time fixed for commencement of
counting, at the counting center for that Assembly Constituency. The list of counting
centers and the addresses ‘of ROs offices will be communicated in writing to the
Postal Department by the CEOQ.

b) Political Parties and Candidates to be present at the time of receipt of postal
ballots by post - All recognized political parties and contesting candidates will be
informed in writing that they or their representatives may remain present at the time

10



of delivery of postal ballots by the post office. A pass should be issued to the
fominatéd postal department employee to enter the counting center on counting day
for this purpose. |

c) Procédure on receiving postal balléts by post - The postal ballots delivered by the
post office will be counted in the presence of the political partM representanves and
candidate representatives and an acknowledgement of the.numvé)cfr of postal ballots
received will be given.to the post office. A .copy of this ac-kno'\%t,ledgi:imem shall be
kept inithe record of the RG; The niumber-of postal batlots r'eié‘éi'\]éﬁ:'d will be entered in
‘the daily-return il FORMAT:3 by the RO. The entire process iwfill be videographed.

d) Storage of postal ballots received by post - The Retuning dfﬂcer will keep all
postal ballots received from the post office every day in. a separate anelopt, for that
day andwrite on the envelope. thie date and words - “Postal l%allots Received by
Post™. He will keep this envelope. also in the strong room far postal ballots- every day
after'the pbst has/besti received, ‘

€) Moiitoriiig of postal ballots received by past. - Returhing Officer will preparg a
return of fhie-Postal Ballots received frorh facilitation centers. in! Statement-3 every
day till he-stops receiving postal ballots from facilitaiion centers. He: will also enter
the number of postal ballots received by post in the return on Statement-3 till the day
of courting. He will send a copy of the return in FORMAT-3 lov the Chief Electoral
Officer every day: through the DEO of the District. He will also send a copy of the
refurn in FORMAT-3 to all the candidates of his Constituency. The Chief Electoral
Officer will compile the information of the State in FORMAT-3 every day and will
send a copy to the C_omhii's‘sii()n_. ‘The: CEO will also send a copy of the compiled
FORMAT-3 to all recognized political parties.

16.  Sending postal ballots to the place of counting where counting is not done at RO
headquarter « In those cases where the cotinting is done at a place other than the RO

headquarters, the postal ballots for the -Parliamentary/Assembly Constituency will be

transferred to another strong room for the postal ballots for the concerned
Parliamentary/Assembly Constituency at the counting ceriters, one day before the day of
counting. For this purpose, the RO shall inform in writing to the candidates the time at which
this will be done. The strong room for postal ballots-shall be opened in the presence of the
candidates or their representatives present. All postal \ballots will then be kept in a large steel
box which will be sealed in the presence of candidates and their representatives. This box will

then be carried under guard of armed CPF to the strong room for postal ballots at the
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counting, center. Can.djidatves'. and their representatives shall be allowed to follow :the: vehicle
carrying postal ballots, The box containing postal bal_léis will then be kept in the é'trong room
for postal ballots at the counting center in the presence of the candidates and their
representatives Strong room will then be sealed and signatures of candidates and their
representatives shall be taken as proof of their presence. Candidates .and. their representatives
shall be allowed to keep watch on the strong room. for which they will be provided reasgnable
facilities by the DEQ. The whole process ‘will be vidéo praphed. On the day of the:counting,
the returning offices will open the strong room and bring all postal ballots aud copics of the
relevant pages of registers received from the facilitation centers tothe table where the postal
ballots will 'be counted,

17.
faclhtatmn centers. will be opened one by .one and the number of postal ballots: found. ini esich

~ The énvelopes received from

envelope will be tallied with the numbers mentioned. in the copies of relevant pages of the
registers received from the fac;htatlon center. The:result of such tallying will be shown. o the
candidates and their election agents before the counting -of postal ballots. Similarly, the
register of postal ballots rspei‘ved by post shall also be showin ta the candidates and ‘their
election agents. _

18.  The Commission has directed that thesé instructions should be brought to the -natice
of all concerned immediately. A copy of this fetter should be immediately given to-all the
recognized political par‘tie"sf;b,y‘ the Chief Electoral Officer at the State level and by the District
Election Officers at the di'jst-rict level. A copy of this letter should also be given to all the

contesting candidates by the Returning Officer afier the last date of withdrawal..

Yours faithfully,

(Ashish Chakraborty)
Secretary
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Name of State

Format -1

Statement regarding Postal Ballots cast at Facilitation Center -

Name of District

Name of Eacilitation Center

—— e

Name & designation of
Officer-in-charge

S.No. .

Date

NG.& Nam of the Parliamentary

Total Number of postal
ballots cast

/Assembly constituency

Total for the
Date

Cumulative
Total Till'Date
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