
1 

 

 

HANDBOOK 

FOR 

RETURNING OFFICER 

2014  

 

 

 

ELECTION COMMISSION OF INDIA 



2 

 

C O N T E N T S 

 

Chapter No. 
 

Particulars  Page  Nos. 

 

I 
 

INTRODUCTION 14 - 20 

1.1 General  
1.2 Territorial Extent  
1.3 The Handbook  and other References  
1.4 Duties and Responsibilities  
1.5 Present Scenario  
1.6 Chapter scheme of the Hand Book  

 

II  
 

POLLING STATIONS 21 - 36 

2.1 General  
2.2 Fresh List of Polling Stations ɀ Underlying principles  
2.3 Setting up of Polling Stations for voters suffering from 

Leprosy 
 

2.4 Special provisions for Vulnerable Sections  
2.5 Prevention of intimidation to the voters of vulnerable 

sections of electorate-mapping of vulnerability (Annexure-
7) 

 

2.6 Auxiliary Polling Stations  
2.7 Procedure for listing of Polling Stations  
2.8 Publication of the list of Polling Stations in draft  
2.9 Final publication of the list of Polling Stations   

2.10 Modifications in the List  
2.11 Change in the nomenclature of the building of a Polling 

Station 
 

2.12 Supply of copies of the List  
2.13 List of Polling Stations for future General Elections and  

Bye-elections 
 

2.14 Security and Law & Order ɀ  Sensitive Analysis  
2.15 Critical Polling Stations  

 

III  
 

POLLING PERSONNEL 37 ɀ 55 

3.1 Legal Provisions  
3.2 General Guidelines  
3.3 Exempted Categories  
3.4 Women Officials  



3 

 

3.5 Judicial Officers  
3.6 Physically  Handicapped persons  
3.7 Proper mixing of Polling personnel drawn from different 

offices 
 

3.8 Randomization of Polling Party  
3.9 Form for appointment  

3.10  Photo Identity Card to the Polling Personnel   
3.11 Training of Polling personnel  
3.12 Composition of each Polling party  
3.13 Presiding Officer  
3.14 Unavoidable absence of Presiding Officer  
3.15 Reserve Polling  personnel  
3.16 Movement of Polling parties to the Polling Station  
3.17 Transport for Polling parties  
3.18 Police personnel to accompany Polling parties  
3.19 Accommodation and food for Polling parties  
3.20 Micro Observers and other officials  
3.21 Sector Officers  
3.22 Polling personnel, Management, Human Resource issues   ɀ  

A Quick Recap 
 

 

IV 
 

ELECTION MATERIALS 56 ɀ 58 

4.1 General  
4.2 Electronic Voting Machines  
4.3 Forms  
4.4 Statutory and Non-Statutory covers  
4.5 Other Materials  

 

V 
 

NOMINATIONS 59- 91 

5.1 Introductory   
5.2 Notifications for General Elections to the House of the 

People  and State Legislative Assemblies 
 

5.3 Notifications for Bye-Elections  
5.4 Issue of Public Notice by the Returning Officer  
5.5 Public Holiday ɀ Effect on Election Programme  
5.6 Assistant  Returning Officers  
5.7 Form of Nomination Papers  
5.8 Number of proposers for Nomination  
5.9 Presentation of Nomination Papers  

5.10 Time and place of filing Nomination Papers  
5.11 Restriction on number of vehicles and people at the time of 

Nominations 
 



4 

 

5.12 Who can file  Nomination Papers  
5.13 Number of Nomination Papers  
5.14 Serial Number of Nomination Papers  
5.15 Preliminary Examination of Nomination Papers  
5.16 Check-List of documents in connection with Filing of 

Nomination 
 

5.17 Discrepancies and errors in Electoral Rolls  
5.18 Signatures of candidates and proposers in Nomination 

Papers 
 

5.19 Receipt and Notice of scrutiny and allotment of Symbols  
5.20 Affidavit to the submitted by Candidates  
5.21 Oath of affirmation by Candidates  
5.22 Nomination by Overseas Electors  
5.23 Notice of Nominations  
5.24 Display of copies of Nomination Papers and Affidavits  
5.25 Publishing ÉÎÆÏÒÍÁÔÉÏÎ ÏÎ Ȱ'ÏÖÅÒÎÍÅÎÔ $ÕÅÓȱ  
5.26 Deposits  
5.27 Deposit by Scheduled Caste and Scheduled Tribe Candidates  
5.28 Transmission of Nomination Papers by specified Assistant 

Returning Officer 
 

5.29 Intimation by Political Parties about their authorised 
candidates 

 

5.30 Preparation of consolidated list of Nominated Candidates  
5.31 Appointment of Election Agents  
5.32 Revocation of appointment of Election Agent  
5.33 Specimen Signature of candidate and his Election Agent  
5.34 Maintenance of accounts of Election Expenses by 

Candidates from date of the nomination 
 

5.35 Separate Bank Account to be opened by each candidate for 
election expenditure 

 

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

 

 

VI 
 

SCRUTINY 92 - 102 

6.1 Scrutiny  of  Nominations  by Returning  Officer  
6.2 Scrutiny  -   A Quasi-judicial duty  
6.3 Persons to be admitted  
6.4 Examination of Nomination  Papers by candidate, etc.  
6.5 All Nomination papers to be scrutinised  
6.6 Objections and Summary inquiry ɀ reasons to be recorded 

in every case of objection or rejection 
 

6.7 Presumption of validity  
6.8 Crucial date for determining qualification and  



5 

 

disqualification 
6.9 Grounds, which are insufficient for rejection of Nomination 

Papers 
 

6.10 Grounds for rejection of  Nomination Papers  
6.11 Adjournment of hearing of objection  
6.12 List of validly nominated Candidates ɀ Form 4  
6.13 Correction in the names of candidates  
6.14 Arrangement of names in the list of validly nominated  

candidates, etc. 
 

 

VII  
 

WITHDRAWAL OF CANDIDATURES 103 - 106 

7.1 Notice of withdrawal  
7.2 Receipt for withdrawal  
7.3 Valid Withdrawal not to be cancelled  
7.4 Publication of Notices of withdrawal   
7.5 List of Contesting Candidates  
7.6 Notification of the list of Contesting Candidates  
7.7 Safe deposit of papers relating to nominations, scrutiny and 

withdrawal of candidatures  with the District Election 
Officer 

 

7.8 Issue of  Identity Cards to Contesting Candidates  
7.9 Attention of candidates to Law relating to corrupt practices 

and Electoral offences. 
 

 

VIII  
 

ALLOTMENT OF SYMBOLS 107 - 114 

8.1 Approved Election Symbols  
8.2 Choice of Symbols by Candidates  
8.3 When a Candidate files more than one Nomination Paper  
8.4 Allotment of Symbols to Candidates  
8.5 Incorrect allotment of Symbols  
8.6 Revision of Symbols  
8.7 Supply of copy of Electoral Roll  

 

IX 
 

UNCONTESTED ELECTION 115 - 116 

9.1 Unopposed Returns  
9.2 Form of Declaration  
9.3 Return  of Election  
9.4 Report of Result of uncontested Election  
9.5 Certificate of Election  

 

X 
 

ARRANGEMENTS FOR POLL 117 - 127 

10.1 Poll arrangements to be made final  
10.2 Cooperation for law and order  



6 

 

10.3 Model  Code of  Conduct and its observance  
10.4 Standing Committees  
10.5 Implementation of Mode Code  
10.6 Preparation of working copies of Electoral Rolls  
10.7 Training of Polling Staff  
10.8 Training of Polling Parties on EVM  
10.9 Dummy Ballot Papers  

10.10 Dummy Ballot Units  
10.11 Unofficial Identity Slips  
10.12 6ÏÔÅÒÓȭ 3ÌÉÐÓ ɉ.ÏÔ ÔÏ ÂÅ ÃÏÎÆÕÓÅÄ ×ÉÔÈ 6ÏÔÅÒȭÓ 3ÌÉÐ ÉÓÓÕÅÄ 

during poll)  
 

10.13 Regulation plying of vehicles on the Poll Day  
 

XI 
 

POSTAL BALLOT PAPERS AND BALLOT  PAPERS 
FOR VOTING MACHINES 

128 - 158 

11.1 Introductory   
11.2 Postal Ballot Papers  
11.3 Assessment of requirement of Postal Ballot Papers  
11.4 Postal Ballot Papers  - Form and Language  
11.5 Colour of Postal Ballot Papers  
11.6 Printing and dispatch of Postal Ballot Papers  
11.7 Account  
11.8 Mode of dispatch  
11.9 Difficulties faced  by Service Electors  

11.10 Classified Service Voters  - Proxy Voting  
11.11 Issue of Postal Ballot Papers to Polling Staff and other 

Categories 
 

11.12 Postal Ballots for simultaneous elections  
11.13 Postal Ballot Papers for electors under preventive detention 

and special voter 
 

11.14 Issue of EDC to Voters on Election Duty  
11.15 Record of Postal Ballot Papers  
11.16 Sealing marked copy of Electoral Roll  
11.17 Supply of second set of Postal Ballot Papers, etc. in exchange 

for first set 
 

11.18 Attestation of Declaration of Voter casting Postal Ballot 
Papers 

 

11.19 Return of Postal Ballot Papers  
11.20 Postal Ballot Papers returned in time  
11.21 Postal Ballot Paper returned late  
11.22 Delivery of Postal Ballot Papers  
11.23 Ballot Papers for Electronic Voting Machine  
11.24 Operational details  



7 

 

11.25 Designing Ballot Papers for Voting Machines  
11.26 Precautions for printing Ballot Papers  
11.27 Tendered Ballot Papers  
11.28 Assessment of requirement of Ballot Papers  
11.29 Arrangements for printing of Ballot Papers  
11.30 Verification of Ballot Papers  
11.31 Safe custody of undistributed Ballot Papers 

 
 

 

XII 
 

PREPARATION FOR THE POLL  - 
COMMISSIONING OF ELECTRONIC VOTING 
MACHINES 

159 - 183 

12.1 Preliminary  
12.2 Assessment of the requirement of Voting Machines  
12.3 First level checking and randomization of Machines  
12.4 EVMs used for Repoll  
12.5 Commissioning of Machines  
12.6 Notice to the candidates about date and time of preparation 

of Voting Machines 
 

12.7 Preparation of the Ballot Unit  
12.8 Fixing the Ballot Paper  
12.9 -ÁÓËÉÎÇ ÏÆ #ÁÎÄÉÄÁÔÅȭÓ "ÕÔÔÏÎÓ ×ÈÉÃÈ ÁÒÅ ÎÏÔ ÔÏ ÂÅ ÕÓÅÄ  

12.10 Setting of Slide Switch  
12.11 Sealing of the Ballot Unit  
12.12 Inter -linking of Ballot Units and Control Unit  
12.13 Preparation of Control Unit  
12.14 Battery Installation  
12.15 Setting the Number of Contesting Candidates  
12.16 Clearing the Machine  
12.17 Sealing the Ȭ#ÁÎÄÉÄÁÔÅ 3ÅÔ 3ÅÃÔÉÏÎȭ  
12.18 Setting up of VVPAT  
12.19 Safe preservation of prepared Voting Machines  
12.20 Maintenance of records of Voting Machines  
12.21 Supply of Voting Machines to Polling Parties  
12.22 Polling materials required for Voting Machines  
12.23 Register of Voters (Form 17 A)  
12.24 6ÏÔÅÒȭÓ 3ÌÉÐ  
12.25 Address Tags  
12.26 Special Tag  

 

XIII  
 

THE POLL 184 ɀ 227 

13.1 General  
13.2 Legal Provisions  



8 

 

13.3 Polling Stations  
13.4 Polling Parties  
13.5 Polling Materials  
13.6 Law & Order and Free & Fair Elections  
13.7 Arrival of Polling Parties at Polling Stations  
13.8 Duties of Presiding Officers and Polling Officers  
13.9 Seating arrangements for Presiding Officer & Polling 

Officers 
 

13.10 Arrival of Polling Agents  
13.11 Seating arrangements for Polling Agents  
13.12 Preparations on the Voting Machine by the Presiding Officer 

before commencement of Poll 
 

13.13 Preparations on Ballot Unit  
13.14 Preparations on the Control Unit  
13.15 Setting up of VVPAT  
13.16 Voting Compartment  
13.17 Account of Paper Seals  
13.18 Placing the Ballot Unit in the Voting Compartment  
13.19 Demonstration of Marked Copy of Electoral Roll and 

Register of Voters 
 

13.20 Declaration by the Presiding Officer before Commencement 
of the Poll 

 

13.21 Warning about secrecy of Voting  
13.22 Commencement of the Poll  
13.23 Persons to be admitted inside the Polling Station  
13.24 Regulation of Entry of Voters  
13.25 Facilities to Press Representatives and Photographers  
13.26 Identification of Electors  
13.27 Sequence of Events inside the Polling  Station  
13.28 Challenged Votes  
13.29 Application of Indelible Ink  
13.30 Record of Electoral Roll Number of Elector in Register of 

Voters and obtaining Signature of Voter 
 

13.31 Meaning of Signature  
13.32 Meaning of Thumb Impression  
13.33 )ÓÓÕÅ ÏÆ 6ÏÔÅÒÓȭ 3ÌÉÐÓ  
13.34 Recording of Vote by Elector in the Voting Compartment  
13.35 Procedure in case of complaint about particulars printed on 

paper trail 
 

13.36 Tallying of number of votes polled periodically  
13.37 Maintenance of secrecy of voting  
13.38 Voting by Blind and infirm voters and proxy voters  



9 

 

13.39 Voting by Proxy voters  
13.40 Electors deciding not to vote  
13.41 Tendered  Votes  
13.42 Presiding /ÆÆÉÃÅÒȭÓ ÅÎÔÒÙ ÉÎ ÔÈÅ 6ÏÔÉÎÇ #ÏÍÐÁÒÔÍÅÎÔ ÄÕÒÉÎÇ 

Poll 
 

13.43 Maintenance of diary by Presiding Officer  
13.44 Micro-Observers  
13.45 Close of Poll  
13.46 Preparation of Account of Votes recorded  
13.47 Supply of attested copies of account of votes recorded to 

Polling Agents 
 

13.48 Declaration to be made at the close of Poll  
13.49 Sealing  of the Voting Machine after the close of Poll  
13.50 Sealing of Election Papers  
13.51 Transmission of Voting Machine and Elect ion Papers to the 

Returning Officer 
 

13.52 Safe Custody of Voting Machines after Poll  
13.53 Safe Custody of Metal Seals, Rubber Stamps, etc.  
13.54 Allegation against Polling Staff  
13.55 Returning Officer to be in Headquarters on Poll Day  
13.56 Death of a candidate before Poll  
13.57 Adjournment of Poll  
13.58 Procedure for completing the adjourned  Poll  
13.59 Procedure for  holding Fresh  Poll  
13.60 Procedure for holding Fresh Poll in case of  Booth capturing  
13.61 Closing of Voting  Machine in the case of Booth capturing  
13.62 Reports to the Commission about Polling  

 

XIV 
 

SIMULTANEOUS ELECTIONS 228 - 239 

14.1 General  
14.2 Two Sets of EVMs for simultaneous Poll  
14.3 EVM ɀ Identification Stickers  
14.4 Ballot Units  
14.5 Action by the Returning Officer  

14.5.1 Preparation of EVMs  
14.5.2 Preparation of  EVM at different places  
14.5.3 Fixing identification Stickers & Address Tags  
14.5.4 Storage of Units prepared for Lok Sabha Election  
14.5.5 Storage of Units prepared for Assembly Election  
14.5.6 Register for allocation of EVMs  
14.5.7 Training to Polling personnel  
14.5.8 Election Materials for Polling Station  



10 

 

14.5.9 6ÏÔÅÒÓȭ 2ÅÇÉÓÔÅÒ  
14.5.10 Voters Slips  
14.5.11 Marked Copy of Electoral Roll  
14.5.12 Composition of Polling Parties  

14.6 Duties of Polling Party  
14.7 Layout of Polling Station  
14.8 Voting Compartment  
14.9 Voting Procedure  

14.10 Voting for Lok Sabha  
14.11 Voting for Assembly Election  
14.12 Important duties of Fourth and Fifth Polling Officers  
14.13 Presiding Officer  
14.14 Closing the Poll  
14.15 Accounts of Votes recorded  
14.16 Storage Place  

 

XV 
 

COUNTING OF VOTES 240 - 289 

15.1 General  
15.2 Legal Provisions  
15.3 Preparation  for Counting of Votes  

15.3.1 Date, Place and Time for Counting  
15.4 Selection of  Place of Counting  
15.5 Lay out of Counting Hall  
15.6 Other arrangements to be made in the Counting Centre  
15.7 Security arrangements in and around Counting Centres  
15.8 Counting Staff  
15.9 Randomization of Counting Officials  

15.10 Reserve Pool  
15.11 Micro-observers  
15.12 Counting Agents of candidates  

15.12.1 Appointment  
15.12.2 Photo Identity Cards and Badges  

15.13 Persons allowed in the Counting Hall  
15.14 Maintenance of discipline and decorum at Counting Centre  

15.14.1 Seating arrangement in the Counting Hall  
15.15 Counting Process  

15.15.1 Commencement of Counting  
15.15.2 3ÔÁÍÐÉÎÇ ÏÆ #ÁÎÄÉÄÁÔÅȭÓ ÎÁÍÅ ÉÎ 0ÁÒÔ )) ÏÆ &ÏÒÍ ρχ#  
15.15.3 Counting of Votes received by Post  
15.15.4 Counting of Votes received by Post for Parliamentary 

Constituency 
 

15.15.5 Mandatory Recount of Postal Vote in certain cases  



11 

 

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

 

15.17 Opening of Carrying Cases of Control Units  
15.18 Checking Seals on Control Unit  
15.19 Checking of Seals and Identity marks on the Control Unit  
15.20 Comparison  of the Serial Number of the Paper Seal  
15.21 Checking of Serial Number of Control Unit  
15.22 Control  Units to be kept apart if found tampered with  
15.23 Ascertaining the Result  
15.24 Completion of Part II ɀ Result  of Counting  of Form 17C  
15.25 Preparation/compilation of final result sheet ɀ Form 20  

15.25.1 Preparation  
15.26 Cross  Checking  
15.27 Compilation  
15.28 Action to be taken in case of malfunctioning of Electronic 

Voting Machines (EVM) during Counting of Votes 
 

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

 

15.30 Recount  
15.31 Adjournment of Counting  
15.32 Role of Observers  
15.33 Power of Observers to Stop Counting  
15.34 Procedures to be followed in case of destruction, loss, etc., 

of Voting Machines before completion of counting 
 

15.35 Procedures  to be followed in the case of Booth-Capturing at 
the Counting Centre 

 

15.36 Counting after repoll directed after commencement of 
Counting 

 

15.37 Resealing of Voting Machines after Counting  
15.38 Safe custody of Voting Machines  
15.39 Sealing of other election papers for ensuring safe custody  
15.40 Drawing up of proceedings  
15.41 Safe custody of Election Records by District Election Officer  
15.42 Return of Secret Seal of the Commission  

 

XVI 
 

DECLARATION AND PUBLICATION OF RESULT 
OF ELECTION 

290 - 295 

16.1 General  
16.2 Result Sheet -  Form 20  
16.3 Equality of Votes  
16.4 Formal declaration of Result ɀ Form 21C  or 21D  
16.5 Authorities to whom copies of Declaration should be sent  



12 

 

16.6 Report of Result of Election  
16.7 Certificate of Return of Elections  -  Form 21E  
16.8 Certificate of Election -   Form 22  

 

XVII 
 

RETURN AND FORFEITURE OF DEPOSITS 296 - 299 

17.1 Introductory   
17.2 Legal Provisions  
17.3 Conditions for Return  
17.4 Deposit returnable in one Constituency only at General 

Elections 
 

17.5 Return  :  When to return the Deposit  
17.6 Form of Application for Refund  
17.7 Prompt settlement of Applications for Refund  
17.8 Forfeiture of Deposit  
17.9 Refund to a Candidate belonging to the Scheduled Caste or 

Scheduled Tribe 
 

 

 

XVIII  
 

ACCOUNTS OF ELECTION EXPENSES 300 - 314 

18.1 Legal Provisions  
18.2 Star Campaigners ɀ Expenditure on Travel  
18.3 Expenditure on Advertisements  
18.4 The Role of Returning Officer  
18.5 Only Contesting Candidates to lodge Accounts  
18.6 Election from more than one Constituency  
18.7 Authority with whom Account should be lodged  
18.8 Maintenance of Account and particulars to be entered in 

Register 
 

18.9 Account to be made available by candidate for Inspection 
and Display 

 

18.10 Arrangements for scrutinizing Accounts  
18.11 Expenditure on Barricades and Rostrums, etc.  
18.12 Manner of Lodging the Account  
18.13 Vouchers to be filed with Accounts  
18.14 Vouchers to be  signed  
18.15 Last date for filing Accounts  
18.16 Meaning of Date of Election  
18.17 Issue of acknowledgement in token of receipt of Account  
18.18 Notice of filing Account  
18.19 Inspection and copies  
18.20 Report to the Commission  
18.21 Separate Report for each Constituency  



13 

 

18.22 Accounts filed late  
18.23 Nature of Examination  
18.24 Publication of Report  
18.25 #ÏÍÍÉÓÓÉÏÎȭÓ ÄÅÃÉÓÉÏÎ ÏÎ 2ÅÐÏÒÔ  
18.26 $ÅÌÉÖÅÒÙ ÏÆ #ÏÍÍÉÓÓÉÏÎȭÓ .ÏÔÉÃÅ ÔÏ #ÁÎÄÉÄÁÔÅÓ  
18.27 Representation by defaulting Candidate  
18.28 Supplementary Report by District Election Officer  
18.29 Final Order by Commission  
18.30 Removal of Disqualification  
18.31 Time limits to be strictly adhered  

 

XIX 
 

MISCELLANEOUS 315 - 324 

19.1 Signing by illiterate persons  
19.2 Manuscript, Typewritten or privately printed Forms to be 

accepted 
 

19.3 Submission of Report by the Returning Officer  
19.4 Index Card  
19.5 Safe Custody of Voting Machines and Election Papers  
19.6 Arrangement for safe custody of Election Records  
19.7 Production and Inspection of Voting Machines  
19.8 Production and Inspection of Election Papers  
19.9 Supply of copies of Result Sheet and Election Returns  

19.10 Disposal of Election Papers  
19.11 Direction under Rule 94 (a)  
19.12 Directions under Rule 94 (aa)  
19.13 Direction under Rule 94 (b)  
19.14 Direction under Rule 94 (c )  
19.15 Return of Papers where Election Petition is pending  
19.16 Mode of Disposal of Election Papers  
19.17 Disposal of surplus and Waste Ballot Papers  
19.18 Facilities allowed by the Postal Department for the conduct 

of Elections 
 

19.19 Two unused Ballot Papers for record of the Commission  
XX Annexures  325-579 

 

  



14 

 

CHAPTER I 

INTRODUCTION 

1.1 GENERAL  

1.1.1 The Returning Officer has a pivotal role in election management.  He/she is so called 

because he/she conducts the election in a constituency and returns elected candidate.  

A Returning Officer is responsible for overseeing the election in one constituency or 

sometimes in two, as directed by the Election Commission of India.  

 
1.1.2 Under Section 21 and 22 of the R.P. Act, 1951, the Election Commission of India 

appoints the Returning Officer and Assistant Returning Officer for a constituency, in 

consultation with the State Governments and the Union Territories as the case may 

be.   

 
1.1.3 !Ó Á 2ÅÔÕÒÎÉÎÇ /ÆÆÉÃÅÒ ÏÆ Á ÃÏÎÓÔÉÔÕÅÎÃÙ ÉÎ ÔÈÅ ×ÏÒÌÄȭÓ ÌÁÒÇÅÓÔ ÄÅÍÏÃÒÁÃÙȟ ÙÏÕ ÈÁÖÅ 

every reason to feel proud; at the same time, you should also be fully conscious of 

your duties and responsibilities, and ever willing to put in hard and hard work.  

1.1.4  There have been tremendous changes in the approach and methodology of election 

management in the country especially in recent times. The elections are being e 

micromanaged more than ever before calling for attention to detail at every stage.  

 

1.2 TERRITORIAL EXTENT 

1.2.1  You should clearly know the territorial extent of the constituency for which you are 

the Returning Officer.  The extents of Parliamentary and Assembly Constituencies in 

all states (except Arunachal Pradesh, Assam, Jammu and Kashmir, Jharkhand, 

Manipur and Nagaland) have been redetermined by the Delimitation Commission set 

up under the Delimitation Act, 2002.   If your constituency is one of them, please 

check the orders of the Delimitation Commission, available on the ECI website.  In 

3ÉËËÉÍȟ ÔÈÅ Ȭ3ÁÎÇÈÁȭ !ÓÓÅÍÂÌÙ #ÏÎÓÔÉÔÕÅÎÃÙ ÉÓ ÎÏÔ Á ÇÅÏÇÒÁÐÈÉÃÁÌ ÃÏÎÓÔÉÔÕÅÎÃÙȢ  

1.2..2  The present allocation of seats to the State/Union Territories in the House of the 

People, the  total number of seats assigned to the Legislative Assemblies and the 

number of seats reserved, if any, for Scheduled Castes and Scheduled Tribes in each 

State/Union Territory can be seen in Annexures 1 and 2.    
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1.3  THE HANDBOOK AND OTHER REFERENCES 

1.3.1 This Handbook for Returning Officers is designed to give you information and 

guidance needed for optimal functioning as a Returning Officer.  However, this cannot 

be considered as an exhaustive compendium in all aspects or as a substitute reference 

for the various provisions of election law for the conduct of elections.  You should 

therefore, wherever necessary, refer to those legal provisions, contained in the latest 

edition of the Manual of Election Law, which contains, among other things, relevant 

extracts from (1) the Constitution of India,  (2) the Representation of the People Act, 

1950, (3) the Representation of the People Act, 1951, (4) the Conduct of Elections 

Rules, 1961 and the relevant enactments with which you should be primarily be 

concerned. In addition to this, you must also have a copy of the Compendium of 

Instructions , Instructions on Election Expenditure Monitoring and the Handbook of 

Presiding Officer and the latest list of political parties and election symbols issued by 

the Election Commission and refer to them as often as needed.  The latest versions of 

all the Handbooks are normally available on the ECI website (http://www.eci.nic.in ).  

1.3.2  If you are a Returning Officer of an Assembly Constituency in Puducherry,  you 

should have an up-to-date copy of the Government of Union Territories Act, 1963.  

Similarly, if you are a Returning Officer for an Assembly Constituency in Delhi, you are 

advised to keep an up-to-date copy of the Government of National Capital Territory of 

Delhi Act, 1991.  

1.3.3  The annexures attached to each chapter of the Handbook should also be thoroughly 

studied.  You should ensure that the various forms, statutory and non-statutory, to be 

used for the election are the latest ones in force and stock them in adequate numbers.  

1.3.4  Since Electronic Voting Machines have been used in the elections in the country (from 

2000), you should familiarize yourself with the up-to-date rules and procedures for 

the conduct of elections with voting machines. Voting machines produced by the 

Electronics Corporation of India Ltd, Bangalore are being used in the country.  You 

should find out as to which of the machines are going to be used in your constituency 

and study the relevant Manual of Operation carefully.  

1.3.5  Sometimes even a slight mistake or lapse or wrong application of law or rules or 

inadequate knowledge of the various functions of the voting machines could vitiate 

the election.  Hence it is very important that you study every aspect carefully and 

refer to the handbooks or website, seek clarification from the District Election Officer 

or the Chief Electoral Officer, whenever necessary.  

http://www.eci.nic.in/
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1.4  DUTIES AND RESPONSIBILITIES  

1.4.1 The duty of a Returning Officer is to efficiently conduct the election to the 

Assembly/Parliamentary Constituency.  This involves duties at various stages as 

follows:  

(a)  to publish the notice regarding the election; 

(b) to accept and scrutinize the nomination forms; 

 (c) to publish the affidavits of candidates; 

(d) to  allot symbols to the contesting candidtates; 

(e) to prepare the list of contesting candidates; 

(f) to print and dispatch postal ballot papers; 

(g) to print ballot papers for the Electronic Voting Machine; 

(h) to prepare the EVMs for the elections; 

(i) to train polling personnel in all aspects, including use of EVMs 

(j) to depute polling officers to the polling booths with election materials; 

(k) to supervise the functions of the polling officers in his/her Assembly Constituency 

on  the day of the poll; 

(l) to ensure that the polling goes on in a free and fair manner and as per the        

statutory  provisions; 

(m) to designate the counting centres and get them approved by the Commission well 

in advance; 

(n) to send notice to the candidates about the place, date and time of              

counting of votes; 

(o) to appoint and train counting staff; 

(p) to count the votes and declare the result 

 

1.4.2  As a Returning Officer, you will be given thorough training regarding your various 
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duties and responsibilities.  You must attend these trainings and use the sessions for 

clarifying your doubts.   

1.5 PRESENT SCENARIO 

1.5.1 You are functioning as a Returning Officer in an environment where a number of 

improvisations have taken place, especially during the past decade.  They are briefly 

mentioned below: 

(a)  The elections are conducted with Electronic Voting Machines since 2000.  

(b)  A new arrangement called VVPAT (Voter Verifiable Paper Trail)  has also been   

introduced. This will however be used only in those constituencies as the 

Commission may direct.  

(c)  The system of Booth Level Officers has enabled the electoral roll to be more     

accurate .   

(d)  The electoral roll now has the photos of almost all electors and  in many States, 

the photo coverage is 100%.   Most of the electors  have the Electoral Photo 

Identity Card.  As the date of poll approaches, a Photo Voter Slip is also handed 

over to each elector through the Booth Level Officer.  All these have served to 

minimize the scope for impersonation.  

(e) A visible and rigorous enforcement of the Model Code of Conduct has 

enhanced the credibility of elections and given confidence to the voters.  

(f)  The Manual of Instructions on Expenditure Monitoring is a breakthrough in 

the management of money power in elections. 

(g)  A number of guidelines have been issued with regard to advertisements in 

media, both print and electronic.  Identification of Paid News has also been 

emphasized.  

(h)  In addition to the General Observers appointed under Section 20B of the 

Representation of People Act, 1951 to watch the process in the field on behalf 

of the Commission, Expenditure Observers are also appointed to ensure that 

money power is effectively curbed and a level playing field is ensured.  

(i)  A number of instructions have come in the management of postal ballots, 

calling for greater involvement of the Returning Officer.  
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(j)   Sector management has become an important aspect of planning.  A sector 

officer who will be in charge of 10-12 polling locations has to be identified 

with care.     

(k)  The concept of Vulnerability Mapping has helped a great deal in enabling the 

voters from vulnerable sections of society to come and vote.  

(l)  4ÈÅ Ȭ./4!ȭ ÏÐÔÉÏÎ ÈÁÓ ÎÏ× ÂÅÅÎ ÐÒÏÖÉÄÅÄ ÏÎ ÔÈÅ %6-Ó ÁÎÄ 0ÏÓÔÁÌ ÂÁÌÌÏÔÓȢ 3Ï 

that people who do not want to vote for any one of the candidates in their 

respective constituencies have the option of rejecting all of them without 

giving up their right to vote in secrecy. 

(m)  Clear guidelines have been spelt out in identifying critical polling stations well 

in advance and having one of the following in these to ensure a free and fair 

poll: Central Armed Police Force, Micro Observers, Videography or Web 

Casting.  

(n)  A number of activities to ensure greater participation for a stronger 

democracy have been initiated under Systematic Voter Education and 

Electoral Participation (SVEEP), enabling all the stakeholders in the election 

process to be more informed than before.  

1.6 CHAPTER SCHEME OF THE HANDBOOK 

1.6.1 Chapters II to IV dealing with Polling Stations, Polling Personnel and  Election 

Materials refer to the first stage of your activity as Returning Officer.   

1.6.2 As soon as the notification for election is published, a very important stage in the 

election process begins. Your role in the nomination, scrutiny, withdrawal of 

candidature and allotment of symbols is extremely crucial.  The details regarding 

these are covered in Chapters V to VIII.   

1.6.3 Chapter IX deals with Uncontested Election.  

1.6.4 Publication of the list of candidates after the allotment of symbols marks the 

beginning of a new phase in which you have to start making arrangements for the 

actual poll process.    These include among others, printing and dispatch of postal 

ballot papers, printing of ballot papers for EVMs, and preparing EVMs for handing 

over to the polling personnel.   These are dealt with in Chapters  X , XI and XII.   The 

actual conduct of poll is dealt with in Chapter XIII.  
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1.6.5 Various steps to be followed in the case of simultaneous elections to both the Lok 

Sabha and the State Legislative Assembly are dealt with in Chapter XIV.  

1.6.6 Counting of votes and the Declaration and Publication of Result are detailed in 

Chapters XV and XVI.  

1.6.7 Chapter XVII deals with Return and Forfeiture of Deposits and Chapter XVIII with 

Accounts of Election Expenditure.  You have to refer to the Instructions on Election 

Expenditure Monitoring  when reading Chapter XVIII.   The last chapter, Chapter XIX, 

deals with miscellaneous items.  

1.6.8 A detailed account of contents, indicating the sub headings, chapter wise  is given in 

the beginning of the handbook for ready reference. 

1.6.9 The annexures  53 in number are placed at the end, indicating the para number of the 

chapter to which these are related.   An index of annexures is also given in the 

beginning of the handbook. 

1.7 SUMMING UP 

1.7.1  You should ensure that the election management is transparent, so that there is no 

scope for complaint of partiality from any stakeholder.  Being transparent also adds to 

the credibility of the election. The Commission takes a very serious note regarding the 

lack of neutrality on the part of any official.  

1.7.2  You should meet the representatives of the recognized political parties and 

contesting candidates as often as you can.  It is extremely important to keep them 

ÉÎÆÏÒÍÅÄ ÏÆ ÔÈÅ #ÏÍÍÉÓÓÉÏÎȭÓ ÉÎÓÔÒÕÃÔÉÏÎÓ ÆÒÏÍ ÔÉÍÅ ÔÏ ÔÉÍÅȢ  -ÁÎÙ ÏÆ ÔÈÅÉÒ ÄÏÕÂÔÓ 

and apprehensions can be cleared through mutual discussions.  These meetings could 

also avert many situations that would lead to law and order problems.  

1.7.3  Your interaction with the media should be positive and you should use the media 

effectively to disseminate information regarding the steps taken by you for a free and 

fair poll to the public and all other stakeholders.  This is an important confidence 

building measure.  

1.7.4  Needless to say, you should be thorough with the provisions of law and the latest 

instructions of the Commission so that you can lead your team to conduct a free and 

fair election.   

1.7.5 The Commission places a very high premium on training of all those who are involved 

in the election process.  You should therefore take your training seriously, on all 
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aspects, including handling of the Electronic Voting Machines.   You should also take 

every effort to train your polling personnel  and your counting staff.  

1.7.6 Considering the multiplicity of agencies involved, you should be able to elicit 

cooperation from all concerned by excellent coordination. It is equally important that 

you maintain a very good communication link with the Observer(s) posted in your 

constituency . 

1.7.7 Last, but not the least, you should have a clear plan of action from the very beginning 

and you should draw up an activity chart in consultation with those concerned, so 

that the election can be conducted to your credit.  
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CHAPTER ɀ I I 

POLLING STATI ONS 

2.1 GENERAL 

 

2.1.1  According to Section 25 of the Representation of the People Act 1951 the Distr ict 

Election Officer (DEO) is responsible for the provision of polli ng stations and the 

publication   of the list of polling stations.  

 

2.1.2 The electoral rolls are prepared part wise. Generally there is one polli ng station 

corresponding to a part. Sometimes, there can be more than one polli ng station for 

a part. For example in some areas, there are separate polli ng stations for men and 

women. Similarly if the number of voters is large, there can be main and auxiliary  

polling stations in the same part. In such cases, where there are more than one 

polli ng stations in a part, the electoral roll is still printed part wise. However in the 

marked copy of the electoral roll which is given to the Presiding Officer at the time of 

poll, names of those voters who are not allowed to vote in that polling station are 

struck off.    

 

2.1.3  The polling stations are set up more or less on a permanent to cover well-defined 

polli ng areas. Changes in polling stations may become necessary for several 

reasons.  The list  of polling stations should have the approval of  the Commission. 

Any modification (except change in nomenclature, when the building is not 

changed) requires the approval of the Commission. If the same list  is proposed  to  be  

adopted,  no  fresh  approval  of  the  Commission  is  necessary  and Commission be 

intim ated accordingly and /or  wherever modifications are proposed, the 

Commissionȭs approval be obtained well  in advance, at least two weeks before the 

last date for the withd rawal of candidatures. 
 
2.2 FRESH LIST OF POLLING STAT IONS - UNDER L Y I NG P R I NC I P L E S 

2.2.1 The fresh lists should be drawn up, as far as practicable bearing in mind the followi ng 
instructions: - 

 
(a)  The optimum number of polling stations to be set up in an Assembly   Constituency 

should be determined by dividing the total number of voters in the constituency by 
1000. This number will be average for both rural and urban constituencies.   
However, the CommÉÓÓÉÏÎȭÓ stand to provide a polli ng station for every vill age 
having more than 300 voters provided there is a suitable buildi ng for it. 

 
(b)  A polli ng station should be provided for a well-defined polli ng area, normally 

covering not more than 1200 electors in rural areas and 1400 electors in urban 
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areas. 
 

(c)  As far as practicable, the polling station should have a minimum area of 20 sq.  
 meters so that there is no congestion inside the polling station. 
 

(d)  Halls/ rooms should be well-lit  and should normally have at least two doors, so that 
one can be used as the ȬÅntranceȭ and the other as the ȬÅxÉÔȭ for the smooth and 
orderly conduct of poll. 

 
(e)  Polling    stations    should    be    set    up    in    such    a    manner    that    ordinarily, no 

voter is required to travel  more than two  kilometres  for casting his vote. In    
sparsely    populated,    hilly    or    forest    area,    this    rule    may have to be relaxed;  
in such cases in order that voters may not have to walk   unduly long distances, 
polling stations may be set up for a smaller number of voters than usual. Due 
consideration should be given to the topography and ease of travel. 

 
(f) In urban areas, not more than four polli ng stations and, in rural areas, not more  than 

two polling stations should be located in the same building as far as possible, in 
order to avoid overcrowding and to facilit ate maintenance of law and order. 

 
(g) If the polli ng station is for both men and women, there should be separate queues 

for men and women.  For every man entering the polling station, two women 
should be allowed. The old, infirm, pregnant women and differently abled persons 
should be allowed to enter the polli ng station without  having to stand in the queue. 
When separate polli ng stations are provided for men and women of a particular 
polli ng area, these should as far as possible be located in the same buildin g. 

 
(h) As far as possible, the polli ng station should be set up within  the polli ng area. If a 

suitable building is not available in the area, then it  may be set up outside the 
polling area but  as near to its own area as possible. 

 
(i)  Where the polli ng area for a polli ng station comprises a number of vil lages, the polling 

station or stations should ordinarily  be located in the vill age, which has the largest 
number of voters. However if another vill age is more central or has distinctly better 
faciliti es, it  can  be chosen for location of polli ng station in preference to the village 
wi th the largest number of voters. 

 
(j)  Due consideration should be given to the existence of obstructions like hills,   forests, 

rivers, jungles, etc. For instance no polling area should contain villages on either side 
of a big river; but where the village itself is divided by a river or stream it should not 
be split up for polling purpose unless there are special reasons. 

 
(k)   Setting up of a polling station in a temporary structure should be avoided, in view 

       of the  expenditure for erecting it and further risk of fire, storm, etc. 
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 (l)   All  vill ages in one polli ng area should fall  in one administ rative unit  like one police 
station, firka, patwari circle, etc. All polli ng areas within  the constituency should be 
covered by the proposed polling stations. No area in the constituency should be left 
out. 

 
(m) As far as possible, polling stations should be located in schools (Government or aided) 

and other Government or Semi-Government insti tutions, as the furniture and 

equipment required would be available there and could be made use of without  any 

extra cost to the State. 

(n) The location of the polling stations in private buildings or premises should generally be 

avoided; but where this becomes unavoidable, writt en consent of the owner should 

be taken. In case the owner refuses to give writt en consent, the buildings should be 

requisitioned under Section 160 of RP Act 1951 if necessary.   The private buildi ng 

so requisitioned should be at the disposal of the Returning Officer at least 24 hours 

before the commencement of the poll and for the period required for the poll. The 

building and the area around it up to a radius o f  two hundred meters should be under 

the control of the Presiding Officer. No watch and ward or other personnel connected 

with  the owner, whether armed or unarmed, should be allowed to remain either at the 

polli ng station or within  a radius of two hundred meters around it . The security  

arrangement at the poll ing station and within  the above area on the poll day will  be the 

responsibility enti rely of the State Police under the control of the Presiding Officer.  

Further, after nominations are filed, it  should be ensured that the owner of such private 

buildi ng is not a contesting candidate or a known sympathizer or worker of any of the 

candidates at the election. 

(o) No polli ng station should be located in police stations, hospitals, temples or places    

having religious significance. 

(p)  There should be no poli ti cal party office within  200 meter of a polling station. 

(q) As far as possible, the  polling stations should be set up in the ground floor of a buildin g 

to be old age friendly and disabled friendly. Ramps should be provided to facilit ate the old 

and the physically challenged persons. 

(r)  Electricity, drinking water and separate toil et faciliti es for men and women should      

be available as far as possible. 

(s) The actual site of each polling station should be chosen carefully in advance and 

materials, structures, fittings etc., necessary to set up a polling station complying with 

the requirements of law and practical convenience should be arranged. 
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2.3 SETTING UP OF POLLING STATION FOR VOTERS SUFFERING FROM LEPROSY 
 

2.3.1   It is a leprosy sanatorium within the constituency, then a separate polling station may 

be set up for the inmates alone. The officers, medical and others, working in the 

sanatorium may be appointed as Presiding and Polling Officers of the polling station.   

2.4 SP EC I A L P R OV I SI ONS F OR V UL NER A B L E SEC T I O N S 
 
2.4.1 (a) Locations of polli ng stations in some cases are seen manipulated in such a way 

that the electors belonging to weaker sections are inti midated and prevented from 
going to polling  stations for voting.  Commission has issued specific directions 
to identi fy the localiti es  predominantly inhabited by weaker sections and locate 
polli ng stations in these localiti es  irrespective of the number of electors. Welfare 
associations or voluntary organizations  championing the cause of such weaker 
sections should also be associated in identi fying  such localiti es and locating the 
polli ng stations. 

(b) Polli ng stations may be set up in localiti es/ colonies inhabited by the weaker 
sections of the society, even though the number of voters may be less than 500. 

 
(c) The Commission has come across many cases where polli ng station in a minority 
locali ty was changed in such a way that minority people have to go to an area where 
they might be prevented from voting. This should not be permitt ed. The  Chief 
Electoral Officer of the state should take special care of this when elections are 
around the corner. 

 
 
2.5 PREVENTION OF INTIMIDATION TO THE VOTERS OF VULNERABLE SECTIONS OF 

ELECTORATE-MAPPING OF VULNERABILITY: (ANNEXURE 7) 
 

2.5.1 The Commission has laid down clear guidelines to prevent intimidation to the voters of 
vulnerable sections of electorate. They are as follows 

 
2.5.2   An  exercise  to  identi fy  the  vill ages/  hamlets/h abitats  and  segments  of  

electorate vulnerable to any threat, inti midation or interference with  the free 
exercise of electoral right shall  be taken up polling station wise. The sector  officers 
for their  respective polli ng stations shall  do this exercise by visiting the catchments 
area of the polling stations. The local Thane officer (SHO) and the local civil  
authoriti es such as BDO /  Tehsildar shall  also be consulted and their  inputs taken 
into account before finalizing the list. They should identi fy the source of such threat/  
inti midation and identi fy the names of persons who are likely to spearhead such 
offence of undue influence. While doing this exercise they shall take into account the 
past incidents and current apprehensions. 

 
2.5.3   They shall  identi fy some point  of contact within  the habitat/  community vulnerable 
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for such undue influence so that information related to such developments can be 
tracked constantly. 

2.5.4   The Returning Officer of the Assembly Constituency should compile all  such 
information and finalize the vulnerabili ty mapping for the enti re constituency, 
polli ng station wise in the format appended to instruction on vulnerability mapping. 

                                         
2.5.5 The DEO and SP of district and Commissioner of Police Commissionerate shall  initi ate 

all  preventive measures to ensure that such inti midation/ obstruction do not really 
happen on the poll day. They shall  initi ate confidence-buildi ng measures to bolster the 
voterÓȭ confidence about the arrangements for free and fair  poll. They shall  undertake 
tours to such locations and meet the communiti es and explain the arrangements made 
for free and fair  poll. 

 
2.5.6.The DEO/ RO shall  interact with  the candidates and representatives of politi cal 

parties to get regular feedback.  The District Intelligence shall give regular feedback 
on the subject to the DEO through SP. 

 
2.5.7.Upon the arrival of the observers the DEO/ RO shall  hand over the details of the  

polling station wise vulnerabili ty mapping for the relevant Assembly Constituency. 
The observer will  also visit  such locations and interact with  the voters and constantly 
monitor  the developments. 

 
2.5.8 The DEO and Superintendent of Police of the District  and Commissioner of Police 

should hold a joint  review on the subject  and  finalize  a  focused  action  plan  to  
deal  with  the  potential  threats  and inti midation  points  identi fied.  The  action  plan  
may  include,  inter-alia,  binding  the identi fied trouble mongers under appropriate 
sections of the law, preventive detention if required, forcing their  appearance in local 
police stations at reasonable intervals to ensure their  good behaviour, placement of 
police pickets, regular confidence buildi ng visits etc. It has to be ensured that all  such 
measures are undertaken in absolutely non-partisan manner without  fear or favour 
towards any parti cular party. 

 
2.5.9 The zonal/  and sector  arrangements to monitor  the events on the poll day shall  take 

such pre-identi fied vulnerable locations into account for effective tracking. If the 
normal sector route map does not cover the vulnerable locations, special 
arrangements shall  be made for this purpose. The sector  officers shall  make regular 
visits to those vill ages and hamlets in advance, collect information and keep the senior 
officers informed. 

 

2.5.10 Where there is a cluster of such vulnerable pockets, the DEO shall  arrange for 
dedicated police teams/squads and station them at convenient locations in the 
vicini ty, to be pressed into service for action on the day of poll witho ut any loss of 
time. It should invariably form part of the district security plan. 
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2.5.11 On the day of poll, the sector  officers shall  pay special attention to verify whether 

voters from the vulnerable habitats/  communiti es are turning up for voting or not. In 
case, they find (it  can be gauged from the marked copy of the electoral roll where 
voters who have voted are ticked) that some sections of voters are conspicuously 
absent, then they should inform the Returning Officer about this immediately. The 
Returning Officer and DEO shall  dispatch the dedicated squads specifically meant 
for this purpose, to ascertain, by a visit  to the area/h amlet, that there is no 
hindrance ɀ overt or covert ɀ in the movement of that section of voters. They should 
closely monitor  the developments and initiate effective interventions. After the 
closing hours on the poll day, the sector  officers shall  submit  a polli ng station wise 
special report in writi ng to the Returning Officers indicating as to whether voters 
from the vulnerable habitats were able to vote or not. 

 
2.5.12 At the time of dispatch of the polli ng parties at the dispatch centres, the RO should 

brief the Presiding Officer(s)  concerned about the vulnerable locations within  the 
polli ng station area. In the electoral roll, the Section within  the Part should also be 
marked for proper monitoring. The presiding officers shall  submit a report 
indicating abnormally low percentage of voter turnout if any within  any 
section/s ections, particularly, with  reference to the vulnerable locations. 

 
2.5.13 During the poll, the observers and other senior officers while visiti ng the polling 

station shall  pay a special attention to this problem and find out whether any undue 
influence, inti midation/  obstruction is being caused. 

 
2.5.14 The police patrolli ng parties should keep track of the vulnerable locations and keep 

the control room informed. Wherever necessary, police pickets shall  be established 
to ensure free access to all  voters to cast their  votes without  fear. 

 
2.5.15 The  Commanders/Assistant  Commanders  of  the  CPF  shall  be  given  a  list  of  

such vulnerable locations. Wherever CPF arr ives in advance for area domination, 
special attention shall  be given for such locations. The Commanders/Assistant 
Commanders  shall  make  it a point  to  visit  such  vulnerable  pockets  as  a 
confidence building measure on the day of poll. In case they come across any 
obstruction they shall  take note of that and  immediately  inform  any  of  the  
electoral  officials  such  as RO/DEO/SP/Commissioner of Police/Observer/ Sector  
Officer and keep a note of the time of their  intimation. 

 
2.5.16 If any complaint  is received or information gathered from any sources about 

obstruction/th reat to any voter/vot ers, the same shall  be enquired into by the local 
administ ration without  any delay. 

 



27 

 

2.5.17 The Returning Officers shall  take the inputs on mass scale 
int imidation/th reat/obst ruction if any, into consideration while submitti ng their  
report after the poll. 

 

2.5.18  The observers shall  give their  full  attention to this issue and verify at every stage 
(before poll/on  poll day) and submit  reports to the Commission from time to time. A 
special mention shall  be made about this in their  final report. Apart from this, they 
should make an intell igent reading of the Form 17A and the marked copy of the 
electoral roll used in the polling stations at the time of Form 17A scrutiny, ordered 
if any, by the Commission after the poll. 

 
2.5.19 The Commission directs that the accountabili ty of various police and civil  officials for 

vulnerabili ty mapping and follow up at every stage shall  be clearly defined with  
reference to each polling station/ constituency. Severe disciplin ary action will  be 
initiated in case of dereliction of duty on the part of any police/ civil  officials in this 
regard. 

 
2.6 A UX I L I A R Y P OL L ING ST A T I O NS 
 

2.6.1 Before every revision of electoral rolls, polling stations should be rationalized based 

on additions expected in the roll so that after the final publication, polling stations 

in urban areas do not have more than 1400 voters and polli ng stations in rural 

areas do not have more than 1200 voters. This will  obviate the need to set up 

auxili ary polli ng stations on the eve of the polls. However in case, it does become 

necessary, auxili ary polling stations should be set up subject to followi ng conditions:- 

 
(a)   Auxili ary polli ng stations shall  have the same serial number as that of the 
original polling station, but with  a suffix ȰAȱ, ȰBȱ, etc. 
 
(b)  As  far  as  practicable,  the  auxili ary  polli ng  stations  shall  be  located  in  the  
same building or premises as that of the original polli ng station. 
 
(c) The auxili ary polling station may be located in a separate buildi ng only when 
unavoidable owing to non-availabili ty of suitable rooms. But it shall  be within  the 
same area as that of the original polling station. 
 
(d)  Separate serial number shall not be given to an auxili ary polli ng station even if it  
is located in a separate buildi ng. It shall  have the same serial number as that of the 
original polli ng station with  the suffix Ȱ!ȱ or Ȱ"ȱ in view of the fact that the original 
polli ng station and its auxili ary polling station may be having the electors shown in 
the same part of the electoral roll. 
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2.7 PROCEDURE FOR LISTING OF POLLING STATI ON S 
 

2.7.1   The draft list of polling stations should be drawn up in the prescribed form 

(Annexure 3). The demarcation of polling area should be clearly done. The name of 

each village covered by the polling area and the number of voters in it should be 

shown in the respective   columns   against   each   polling   station.   The   map   of   an   

Assembly Constituency showing polling stations should be prepared and converted 

into digital form if possible. By a clear description of the polling area, it should be 

feasible for an ordinary voter to know to which polling station he should go for 

recording his vote. In order to ensure that a uniform method is followed in the matter 

of filling up the columns, the following instructions may be kept in mind:- 

Column I 
The serial numbers of the polli ng stations should commence from the north-western 
corner of the constituency and proceed in a zigzag manner to south-eastern corner 
of the constituency. In cases where there is one polling station in a part, the serial 
number of a poll ing station and part number of the electoral roll  covering the polli ng 
area assigned to that polling station should be the same. In those cases, where 
there is more than one polling station in a part, the polling station number should 
be given by suffixing A, B, C etc to the part number. 
 
Column 2 
The locali ty is the name of the area in which the polling station is located. In the 
case of temporary structures the description  of the exact site chosen for the location 
of the temporary structure should be clearly indicated. 
 
Column 3 
The name of the building in full  should be clearly described. The use of abbreviations 
should be avoided. In cases where more than one polling station is located in the 
same building  the  location clearly indicated by mentioni ng  ȰNorth  Wingȱ,  Ȱ3outh 
wingȱ. etc. 
 
Column 4 
The area of the polli ng station in square meters should be indicated. The reason for 
locating polli ng stations in rooms/halls having an area of less than 20 square meters 
should be    furnished in ȬRemarkÓȭ column of the proforma against the 
appropriate entry. 
 
Column 5 
)Æ ÔÈÅÒÅ ÉÓ Á ÓÅÐÁÒÁÔÅ ÅÎÔÒÁÎÃÅ ÁÎÄ Á ÓÅÐÁÒÁÔÅ ÅØÉÔ Ȭ9ÅÓȭ ÍÁÙ ÂÅ ×ÒÉÔÔÅÎȢ /ÔÈÅÒ×ÉÓÅ 
reasons for not being able to locate the polling station in a room/hall with separate 
entrance and exit may be given. 
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Column 6 
The  names  of  villages,  blocks,  wards,  streets,  localities,  house  numbers  and  part 
number of the electoral roll should be given. 
 
Column 7 
It should be indicated whether the polling station is for all voters or for men or 
women only.   
 
Column 8 
This column should contain information about the total number of voters assigned to 
the polling station according to the final electoral roll of the constituency. 
Column 9 
This column should indicate the distance to be travelled, if the maximum limit of 2 
kilometres is exceeded. 
 
Column 10 
7ÈÅÒÅ ÉÔ ÉÓ ÎÏÔ ÐÒÁÃÔÉÃÁÂÌÅ ÔÏ ÃÏÎÆÏÒÍ ÔÏ ÔÈÅ #ÏÍÍÉÓÓÉÏÎȭÓ ÄÉÒÅÃÔÉÏÎÓ ×ÉÔÈ ÒÅÇÁÒÄ ÔÏ 
the location or area of a polling station, broad reasons may be given in this column, as 
far as possible, for the consideration of the Commission, besides any other remarks 
which the District Election Officer/ Returning Officer may like to make. 

 

2.7.2 The total number of electors in the constituency, the total number of polli ng 

stations proposed and the average number of voters per polling station should 

invariably be shown at the end of each list. 

2.7.3  The list  should be accompanied by a map to scale showing:- 

 
(i)  All the vill ages, and wards or localiti es in towns, with  the number of v o t e r s  

in each such vill age or locality on the map itself and where this is not convenient 
or practicable, in a statement annexed to the map; 
 

(ii)  The place selected for the location of the polli ng stations; 
 

(iii)  The  area  served  by  each  polli ng  station  indicated  by  serial  numbers  in  a 
systematic  manner, preferably beginning from the north-western  corner of 
the constituency  proceeding  zigzag and ending at the south-eastern  corner. 
(Such serial numbers should be the same as the part numbers of the electoral roll, 
which cover the respective polli ng areas assigned to those polli ng stations.) 
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2.7.4  The use of abbreviations in the list  should be avoided, as far as possible, and 

where these are used, these should be explained. 

2.7.5 If any local terms are used to describe buildi ngs, etc. in the list, these should 

a l s o  be explained. 

2.8 PUBLICATION OF THE LIST OF POLLING STATIONS IN DRAFT 

2.8.1 Under section 25 of the R.P. Act, 1951, the District Election Officer is required to 

provide sufficient number of polli ng stations  for every  constituency,  the whole  or  

greater  part  of  which  lies  within  his jurisdiction, with the previous approval of the 

Election Commission. 

2.8.2  It  should not ordinarily be difficult  to decide the district in which the greater part of 

a constituency lies. Where, however, a Parliamentary constituency comprises, say, 

eight Assembly Constituencies and four of them lie in one district, and the remaining 

four in another district it  may not be so easy to ascertain the district in which the 

greater part of the constituency  lies. In such a case the Chief Electoral Officer 

should decide the question with  reference to the location of the headquarters of 

the Returning Officer of the constituency, the number of voters of that constituency 

in different parts in the different districts or of the population of those parts, and 

communicate the same to the District Election Officers of the distr icts concerned. 

The District Election Officer, of the district in which, according to the Chief Electoral 

Officer, the greater part of the constituency lies, will  then be responsible for the 

provision of polling stations for the enti re Parliamentary Constituency. 

2.8.3  It  is  also  possible  that  in  the  case  of  a  Parliamentary  Constituency  most  of  the 

component Assembly constituencies may fall  in one district and a portion or 

portions may fall  in another district or districts. In such cases, the polli ng stations 

provided by the District Election Officer of the other district or districts should be 

adopted in whole by the District Election Officer of the district in which the major 

part lies as the polli ng stations for the Parliamentary Constituency for which he is 

required to provide polling stations. 

2.8.4  After  the list  has  been  prepared  on the  lines  indicated  above,  the District  

Election Officer/ Returning Officer should publish the draft, for general information 

in the language or languages of the electoral roll for the constituency, for general 

information, inviting objections and suggestions by a specified date, allowi ng a 

period of not less than seven days. The notice regarding publication of the draft list 

of polling stations and places at which it can be inspected  should  also  be  given  in 
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the local  newspapers  and  writt en  objections  or suggestions invit ed for 

consideration. 

2.8.5 Copies of the lists should be supplied to the local branches of all  recognized   

politi cal parties and to the sitti ng members of the House of the People and Assembly 

Constituencies  concerned  or  to  ex-members  of  the  House  of  the  People  or  the 

Legislative Assembly in case the House of the People, or the Legislative 

Assembly stands dissolved. 

2.8.6 The  District  Election  Officer  should  thereafter  call  the  party  representatives  and 

legislators for a meeting and discuss the draft list  and the suggestions received. Any 

bonafide person intending to be a candidate who wishes to take part in the 

discussions at this meeting should also be permitt ed to do so. 

2.8.7 The District Election Officer should then take his decisions, amend the draft list  

where necessary and finalize the draft list  of polli ng stations for the constituency. 

He should then forward it, along with  the map to the Commission, through the Chief 

Electoral Officer of the State, along with  the    scrutiny    sheet    and    the    certificate    

in    the forms prescribed in Annexure s 4 & 5.   

2.8.8  When the list  is forwarded to the Commission in a language, other than English, 

it should be accompanied by a translation in English.  There is no need to print  or 

cyclostyle the approved list of polling stations in English. However, there would be 

no objection to this being done if copies in English are required for official use or by 

the public. 

2.8.9  The Chief Electoral Officer, after scrutiny, will  forward the list  and other enclosures 

to the Election Commission for approval with  his comments. The Commission will 

then consider and approve the proposed list  of polling stations, with  any changes as 

deemed necessary. The list  finally approved by the Commission should be published 

as directed below. 

2.8.10 The approval of the Commission will  be communicated by the Election Commission 

direct to the District Election Officer with  copy to the Chief Electoral Officer. After 

the approval of the Commission is received, the District Election Officer should once 

again check the list  to see whether there are any err ors and incorporate the changes, 

if any, suggested by the Commission in the list  
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2.9 FINAL    PUBLICATI ON    OF    THE    LIST    OF    POLLING STATI ONS 
 

2.9.1 The District Election Officer for an Assembly Constituency shall  publish the list of 

polling  stations  provided  by  him,  with  the  previous  approval  of  the  Election 

Commission, by making a copy thereof available for inspection, and displaying at his 

office a notice in the form given in Annexure 6 at his office and at the office of ERO 

of that constituency. The DEO shall  also, as for as practicable, make a copy of the 

relevant parts of the list  together with  the notice in the form appended available for 

inspection at the office of the Collector/Dist rict Magistrate/ Sub-divisional Magistrate 

/ Revenue Divisional Officer / Judges and Munsif Courts / Prant Officer / Tahsildar / 

Amildar / Deputy Tahsildar / Sub-Registrar / Police Stations / Mauzadars or 

Sarpanches or Union / Panchayat Ghars / Union Boards / District Board / Municipal 

Committ ee / Noti fied  Area  Committ ee,  and  at  such  other  places  and  in  such  

other manners as he may consider necessary and suitable. On such publication, the 

list  shall be the list  of polli ng stations for that constituency. 

2.9.2  The District Election Officer can correct only printing or clerical mistakes, if any, 

after such publication. 

2.9.3  It shall  not be necessary for the Returning Officer for a Parliamentary Constituency 

to publish the list, a second time, except at his office, in a case where elections are 

being held simultaneously to the House of the People and the Legislative 

Assembly. He should, however, do so in the case of single election to the House of the 

People. 

2.9.4 The entries in columns 4, 5, 8, 9 and 10 of Annexure 3 and the entries at the bottom 

of the list  relating to the total number of voters, the total number of polli ng 

stations and the average number of voters per polli ng station, should be deleted 

before the final publication of the list. 

2.9.5 The list  of polli ng stations for an Assembly Constituency shall  be published in the 

language or languages in which the electoral roll for that constituency is published. 

2.10  MODIFICATI ONS IN THE LIS T 
 

2.10.1  Every modification as a result of variation in the number of voters within  the polling 

area allott ed to a polling station, consequent on the revision of electoral rolls, 

should be reported to the Commission for information. 
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2.10.2  Changes in the location of polli ng stations arising out of shifting  to  new buildi ngs 

or sites may become   necessary, where the owner of the building or site originally 

proposed for a polling station has since become a contesting candidate or has strong 

sympathies for such candidate or politi cal party, or because of the building being 

affected by any   natural calamity. All such changes should be reported to the 

Commission for approval. 

2.10.3  Once the lists are approved, requests from politi cal parties and individu als for 

shifting of the polling stations from one vill age to another or from one site to another 

should be considered,   only   in   extremely   exceptional   cases   where   there   are   

overriding considerations of public convenience for the change proposed. If the 

District Election Officer/Returning Officer is satisfied, he should consult other 

politi cal parties and contesting candidates and then only make his 

recommendations to the Commission in the matter. 

2.10.4  District Election Officer should, on no account, make any change in the location 

of polling stations already approved by the Commission, without  its prior  approval, 

as any change may ultimately result in the election being declared void. 

2.10.5 Where changes become inevitable and have to be made, such changes should be 

referred to the Commission for prior  approval. The changes should be fully 

publicized and all  contesting candidates and politi cal parties, etc., informed in 

writi ng. 

2.11  CHANGE IN THE NOMENCLATURE OF THE BUILDING OF A POLLING 
STATI ON 

 
2.11.1    After the approval of the list  of polli ng stations for a constituency, if there is any 

change in the nomenclature of the buildi ng in which the polling station is proposed 

to be set up, for example, up gradation of a Primary School to a Middle School and the 

like, but otherwise there is no change in the location of the polli ng station, cases of 

such change need not be referred to the Commission for its previous approval. 

However, the Commission should be informed of such change. The politi cal parties 

and the contesting candidates etc. should also be informed in writi ng about such 

change. 

2.12 SUPPLY OF COPIES OF THE LIS T 
 

2.12.1 As soon as may be, after the list  of polling stations has been finally published  a copy 

of such finally published list shall  be supplied, free of cost, to every recognized 

politi cal party to whom copies of draft lists were earlier supplied. 
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2.12.2  Each contesting candidate at an election shall  be supplied, free of cost, with three 

copies of the list  of polli ng stations for that constituency, immediately after the last 

date for withd rawal of candidatures. Copies should also be made available for sale 

at the price fixed and may be freely sold to all  persons who demand copies. 

2.12.3 The District Election Officer should also supply the required number of copies to the 

Superintendent/ Sr. Superintendent/Commissioner of Police, as the case may be. 

Copies have to be supplied to the Returning Officer/ Assistant Returning 

Officer(s) for the Parliamentary / Assembly Constituency. One copy should be sent to 

CEO. 

2.12.4 The li s t  of polli ng stations may also be put on official website. 

2.13  LIST    OF    POLLING    STATIONS    FOR    FUTURE    GENERAL ELECTIONS AND 
BYE - ELECTIONS 

 
2.13.1  Under the existing instructions of the Commission, polling stations should be 

located more or less permanently, so that the voters have a fair  idea about their  

polling stations where they have to go to vote and that they should not be required to 

go to different places at different elections. The Commission has also decided that 

electoral rolls should be prepared polling station wise, i.e., each part should 

cover a well-defined polling station area assigned to a pollings station. 

2.13.2 Whenever such list has been submitted to the Commission and its approval in regard to 

that list is obtained in terms of Section 25 or RP Act 1951, such approved list shall be the 

list of polling stations for the constituency.  

2.13.3   Whenever any General Election or Bye-election is to be held in that constituency     in 

future, the District Election Officer/Returning Officer should examine whether any 

addition  to or alteration in the list  of polli ng stations already approved is necessary 

on account of the revision of the electoral rolls before that election. 

 
2.13.4 If at any such election, no change or modification in the approved list is 

considered necessary and the same is proposed to be adopted in toto for that 

election, no further approval of the Commission in regard to that list  wi ll be 

necessary and such list need   not be referred to the Commission for its fresh 

approval before the election. The Commission must,  however,  be  informed  of  this  

fact  at  least  two  weeks  before  the  last  date  for withd rawal of candidatures. 
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2.13.5 Where,  however,  the  list  of  polling  stations  already  approved  by the  

Commission  is proposed to be adopted with  modifications, for the said election, the 

District Election Officer should call  a meeting of the representatives of the local 

branches of the recognized politi cal parties, and the legislators and after consulting 

send a fresh composite proposal to the commission through Chief Electoral Officer. 

2.14 SECURITY AND LAW AND ORDER ɀSENSITIVITY ANALYSIS 

2.14.1 4ÈÅ ÅØÅÒÃÉÓÅ ÏÆ Ȭ3ÅÃÕÒÉÔÙ ÁÎÄ ,Á× Ǫ Order-3ÅÎÓÉÔÉÖÉÔÙ !ÎÁÌÙÓÉÓȭ ÉÓ ÔÏ ÂÅ ÃÁÒÒÉÅÄ ÉÎ 

every district of the state under the leadership of the District Election Officer. The 

DEO should take all needed support for this analysis from the police and other 

officers, including the Returning Officers and Sector Officers/ Sector Magistrates. ECI 

letter No 464/instructions/EPS  dated 05.03.2011 and Format are given in 

ANNEXURE 7  

2.15  CRITICAL POLLING STA TIONS 

2.15.1   In  order  to  identi fy  the  criti cal  polli ng  stations,  followi ng  objective  criteria  

should  be  followed by the DEO/RO (Instruction No.464/ INST/200 8-EPS Dated: 24th 

October, 2008) : 

1. An analysis of the polling station wise number of voters with  EPIC and wi thout 
EPIC (non EPIC voters) shall  be made. The polli ng stations shall  be sorted in 
descending order in terms of number of non-EPIC voters in order to prioriti ze. 
 

2. The  Commission  has  recently  directed  a  survey  of  missing  voters  under  
two categories i.e. missing voters with  family links and missing voters 
without  family links. Out of these two categories, the existence of missing 
voters without  family links offers a scope for misuse and malpractice. The 
number of voters coming under the second category shall  be analyzed polli ng 
station wise and the polling station with large number of such voters shall  
be marked. For this purpose the total number of such missing voters 
without  family linkage shall be divided by the total number of polling stations 
to work out the assembly constituency average.  Analyzing the deviation 
above the average, will help to identify the polling stations with  large number 
of such voters. 

 
3. During the election the DEOs/ROs may be asked to do a vulnerabili ty 

mapping of hamlets/vill ages/ electoral segments, vulnerable for threat and 
inti midation. Polli ng stations identi fied as having vulnerable pockets shall  be 
listed. 
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4. The polli ng station wise election results available in Form 20 with  reference 
to the past general election shall  be analyzed. All such polli ng stations where 
percentage of poll  recorded  is  more  than  75%  and  where  more  than  75%  
of  votes  have  been recorded in favour of one candidate shall  be identi fied as 
criti cal polli ng station. 

 
5. The polli ng stations where there were repolls during the election owing to 

reported electoral  malpractices and the  polling  stations  that  witn essed  any  
sort  of  electoral violence shall  also be identi fied. 

 
6. The DEOs and ROs shall  factor  all  the above inputs while finally 

identi fying the criti cal polli ng stations for addition al measures. The ECI 
Observers shall  be consulted while finalizing the list of criti cal polli ng stations 
as per the above instructions. 

 
7. The   response   protocol   to   be   followed   with   reference   to   the   

vulnerable Villages/hamlets/electoral   segments h a s b e e n d e t a i l e d  
v i d e  #ÏÍÍÉÓÓÉÏÎȭÓ l e t t e r 464/ INST/200 7-PLN-I Dated 12th October, 
2007. 

 
8. With reference to polli ng stations identi fied as cr i t ical polli ng stat ions on 

account of other indicators listed above one or all  of the followi ng measures 
shall  be put in place, as directed by the Commission. 

 
a. The Presiding Officer shall  be specially briefed to ensure that the 

EPIC/ approved identi fication document if any, are properly verified and 
reflected in the remarks column of Form 17 A. 
 

b. The presence of CPF may be ensured to safe guard the polli ng station.  
 

c. The list  of such polling stations shall  be given to the 
Commanding/Assistant Commanding Officers of CPF so that they can also 
keep an eye on such polli ng stations. 

 
d. A micro-observer may be deployed inside the polli ng station. 

 
e. Digital  camera  or  video  camera  shall  be  positioned  in  the  polling   

station.  The procedure for deploying such cameras has been given vide 
letter No.447/2007/ PLN- IV, dated 17.01.2007.  

 
f. Web-casting may be done in as many polling stations as possible. 
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CHAPTER ɀ II I 

POLLING  PERSONNEL 

3.1 LEGAL PROVISI ONS 

 

3.1.1  Under Section 26 of the Representation of People Act, 1951 the District Election 
Officer is  responsible for the appointment of the Presiding Officer and staff for each 
polling station in respect of all Assembly constituencies comprised within that 
district. When any constituency extends over more than one district, you should 
settle in consultation with the Chief Electoral Officer as to who should appoint the 
polling staff. 

     
 Power to appoint polling personnel unilaterally  

 

3.1.2 Section  26 of the Representation  of the People  Act,  1951 confers not only the 
power to the DEO to appoint  unilaterally the Presiding and Polling Officers but also 
to impose on them all  the obligations of such office irrespective of their consent, at 
the peril  of prosecution under section 134 of the said Act in default. The judgement 
of the Calcutta high Court in  Shri. R. P. Roy, alias Rampada Roy Vs. Shri. D. Rudra, 
District Election Officer & District Magistrate, Howrah (AIR 1971- Calcutta 461) 
refers. This principle equally applies to any case of refusal to attend training 
classes, as it  is part of the obligation of such appointment as polli ng personnel. 

 
3.1.3 The orders for requisitioning staff for election work are issued by the Chief Electoral 

Officer under section 159(1) of R.P. Act, 1951, requesting the authorities mentioned 

in sub-section (2) of section 159 of Representation of the People Act, 1951 to make 

available to Returning Officer such staff as may be necessary for performance of 

duties in connection with elections. Appointments of staff so seconded to Returning 

Officer should, however, be made by the District Election Officer under Section 26 of 

the Representation of the People Act, 1951.( ECI Instruction  No 464/INST/2009/EPS 

dated 18-2-2011 of Election Commission) 

 

3.1.4    As  per  Section 159 of the R.P. Act, 1951 as amended by the R.P.(Amendment) 
Act, 1998 (Act No. 12 of 1998), the followi ng authoriti es, when so requested by the 
Chief Electoral Officer of the State, shall  make available such staff as may be 
necessary for the performance of any duties in connection with  an election to any 
Returning Officer: -  

 
    (i)         Every local authority 

(ii)       Every University established or  incorporated by or under a    
Central, Provincial or State Act; 
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(iii)  A Government    company    as    defined    in    section    617    of the 
Companies Act, 1956; 

(iv)      Any other institution,  concern or undertaking which is established by 
or under a Central, Provincial or State Act or which is controlled, or 
financed wholly or substantially by funds provided, directly or 
indi rectly, by the Central Government or a State Government. 

 
 Thus the staff  of  any  of  the  above  mentioned authoriti es, companies, institutions,  

concerns or undertakings could be requisitioned and put on election duty, in 
addition  to employees of Central and State Governments, in  view  of  the  above  
amendment.   

 
 
3.2  GENERAL GUIDELINES 

3.2.1 While requisitioning staff, the following guidelines should be kept in mind: 

(a) Based on the availability of staff in the institutions covered under Section 159(2) 

of the R.P Act 1961, and the requirement of staff, the staff may be requisitioned from 

such institutions. 

(b) For the purpose of efficient control  of the polling personnel and of economy 
in expenditure on travelli ng allowances, etc., each district, as far as practicable, 
should use its own personnel.  All the personnel working  under the State and 
Central Government offices in the State, as well  as under the local bodies, have to be 
mobili zed and an assessment of availabili ty made well  in advance. The Central 
Government and State Governments have issued instructions to all  heads of 
departments and offices of the Central and State Governments to furnish to the 
District Election Officer data of officers in different categories. This would facilitate 
your task of making suitable selection of polling personnel. As the polling parties 
are to be comprised of a proper mix, to the extent possible, of Central 
Government/Central PSU and State Government / State PSU employees, separate 
database for such officials are to be prepared by you. (Some of these Central Govt. 
officials may also be deployed as Micro-Observers.) 

.  

(c) The database of the above officials should also contain the AC number and 
name, Part number and the Serial number of the electoral roll in which he has been 
enrolled in  addition  to  his  residential  address  and  address  of  office  where  
posted.  The sponsoring authoriti es are expected to discharge a greater role to ease 
the burden on the DEO/RO, especially in ensuring delivery of appointment letters 
and other urgent communications from  the DEO/RO to their  own officials.  All the 
sponsoring authoriti es may be asked to appoint  a nodal officer who could be 
contacted by the election authoriti es in time of need. 
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. 

(d) Seniority of officials should properly be taken care of, while giving election 
related duty and it  should be ensured that a senior  official is not put on duty under 
an official who is quite junior  to him/h er.  Presiding Officers and Polli ng Officers 
are to be classified on the basis of scale of pay and their  post and rank. In 
determining the rank and  status  of  officials  drawn  from  different  pools  with  
different  pay  scales,  the relative position of the official in his cadre/o rganization 
may be taken into account and not merely the pay scale. Say for example, if a Group-
D employee from any pool, even if drawing a higher scale should not be assigned 
duties of a Presiding Officer or Polli ng Officer. The Presiding Officer should be of 
higher scale/ grade in comparison to all  Polli ng Officers. 

(e) The employees belonging to the Revenue Departments (Central and State) who 
are enjoined upon responsibility of the collection of revenues, should be appointed 
in consultation with  departments in-charge of the revenue collection.  All 
representations,  which  are  duly  forwarded  by  the  concerned  department,  in  
this regard, should be properly considered and cases of disagreement, if any, should 
be brought   to   the   notice   of   the   Chief   Electoral   Officer   immediately.   
Further, schoolteachers working as Extra Department Postmasters should not be put 
on polli ng duty as that will  lead to interruption in the maintenance of the 
essential service of Postal Department.  
 
(f) Employees of banks, LIC may be drafted on election duty to the minimum extent 
possible, only in a constituency where sufficient numbers of govt. employees are not 
available or in emergent circumstances such as strike etc by the Govt. employees. 
Care should be taken to ensure that minimum numbers of employees of such 
institutions are requisitioned so that the business of these institutions is not 
hampered. 

 
(g) In case employees of local bodies, namely, Municipaliti es, Panchayat samitis, Zila 
Parishads, etc., are engaged for polli ng duties at a polli ng station, it  s h o u l d  be 
ensured that the Presiding Officer and the Sr. Polling Officer of a polli ng station 
(who in the event of absence of Presiding Officer is to function as Presiding Officer) 
should not both be the employees of local authoriti es. Further, except the first 
polli ng officer, who does the identi fication, the other polling officers could be 
employees of local authoriti es.  

 

3.3 EXEMPTED CATEGORIES 
 
3.3.1   The Commission has exempted certain officers from being drafted for election  

  duty in view of essential nature of duties/service discharged by them. 
 

(a) The   officers   and   staff   of   followi ng   departments   will   not   be 
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requisitioned for deployment of election duty: - 
 

(i)  Such officers of the Indian Forest Service as noti fied by ECI 

(ii)  Doctors and Compounders working in veterinary   hospitals 

(iii)  Officers working in Grade ɀ B (Cattle Extension Officer) in veterinary 
hospitals 

 
(iv)      Medical staff including doctors, nurses, ANMs etc. 

(v)     Territorial Staff of Forest Department. 

(vi)      Staff of All India Radio 
 

(vii)     Staff of  Doordarshan 
 
(viii)  Officers of Food Corporation of India 
 
(ix)  Ayurvedic, Unani & Homeopathic Medical Officer of Ayush Deptt. 

 
(b) The operational/t echnical staff of BSNL, MTNL, UPSC and educational 

institutio ns will  be requisitioned for election duty only in unavoidable 
circumstances. 

 
(c)   Officer/st aff of Commercial Bank located in rural area and i f happens to   

be a single officer branch, need not be deployed. 
 

(d)   However, it  is further to be noted that any official due to retire within  6 
monthȭs time or who is already reti red but on extension of service or re-
employed should not be drafted for any election related duty.  It is clarified 
that while drawing persons for election duties, you should explore the 
possibility of asking for persons from   all   such   Corporations / PSUs   in   
the   area   instead   of   asking   from   one Corporation / PSU  only  so  that  it  
is  not  too  much  of  a  strain  on  a  parti cular organization. 

 
3.4 WOMEN OFFICIALS 
 
3.4.1 T he availabili ty of female polli ng personnel should be examined for appointi ng 

Presiding/ Polli ng Officers in polli ng stations set up exclusively for female voters or 
where the number of female voters, especially, pardanashin women is large, there 
must be at least one  lady-polli ng  officer  who  may identi fy  the  women electors. 

 
3.4.2  You shall  exempt all  pregnant women and lactating mothers, whether on maternity 



41 

 

leave or not, or who are otherwise on medical advice not to undertake any rigorous 
or hazardous work , from election duty. 

 

3.4.3  Every female official called for election duty should be informed of the 
arrangements made for her stay. Unless arrangement is made and information in this 
behalf is furnished to such female official, she shall  not be called to perform any 
election duty at any such place.  

3.4.4 The female polling personnel should not be put on duty on the basis of computer 

randomization process. They should be put on duty by manual randomization by the 

observers in the neighbouring polling stations so that they are able to go to the polling 

stations in the morning of the poll day. (ECI Instruction No 464/inst/2009 dated 22 -9-

2009) 

3.5 JUDICI AL OFFICERS  
 
3.5.1               The employment of Judicial Officers for election work  will be subject to the  
              followi ng conditions, 
 

(a)     The  present  practice  of  obtaining  the  prior  approval  of  the  High  
Court before engaging Judicial Officers for election work should 
continue; 

 
(b)    Civil Judicial Officers of and above the rank of District Munsif or any 

rank corresponding thereto will  not be engaged for election work in 
any capacity; 

 
(c)   Judicial Magistrates may not be appointed as Sector  Magistrates in 

charge of law and  order duties or engaged as Presiding or Polling 
Officers of Polli ng Stations; and 

 
(d)  In States where there is no separation of judiciary and executive, 

Executive Magistrates may be put in charge of law and order work in 
connection with election; provided a sufficient number of them are left 
out for dealing with criminal cases arising out of the law and order 
situation relating to elections. In  these  states  also,  no  Civil  Judicial  
Officer  should  be detailed  in  any capacity for election work. 

 

3.6 PHYSICALLY HANDICAPP ED PERSONS 
 
3.6.1         Physically challenged persons with  disabiliti es as defined under the  Ȱ0ersons With 

Disabiliti es (Equal Opportuniti es Protection of Rights & Full  Participation)  Act, 
1995 should not be deployed on election duty. In the case of physically handicapped 
persons (including visually handicapped and deaf and dumb persons), it  may be 
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considered whether any handicapped person as aforesaid would be able to go to 
the polling station/ counting centre and perform election duties there. If any a such 
person would not be in a position to perform election duties, he must be exempted 
subject  to  the  satisfaction  of  the  District  Election Officer/Returning Officer. 

 
3.6.2 The DEO and the RO shall  make personal efforts to ensure  that  the  special  needs  

and  requirements  of  the  physically  challenged persons are taken into account 
while choosing the polling station for deployment. It shall  be ensured that they are 
not posted in any remote areas; rather they should invariably be posted at the 
polling stations located in the headquarters. This can be incorporated in the 
randomization software itself so that the database contains information about the 
physically challenged personnel, if any and if drafted on election duty those persons 
are not be posted in any difficult  location even inadvertently.  

 
3.6.3 The RO should make a special effort to identi fy such indivi duals at the time of 

training itself and personally meet and discuss with  them in order to appreciate 
their  nature of disabiliti es and limitations and decide the deployment. In case any 
such physically challenged person even inadvertently deputed to any difficult  
location, the RO should be in a position to make necessary change manually in 
consultation with  the Observer( ECI Instruction  No.464/INST/20 08/EPS Date: 
23rd December 2008) 

 
3.7 PROPER   MIXING   OF   POL LING   PERSONNEL   DRAWN   FROM 

DIFFERENT OFFICES 
 
3.7.1    In order to avoid any allegation of collusion among the polli ng personnel in favour 

of any candidate or politi cal party and to instil  confidence in minds of politi cal 
parties and candidates free and fair  elections, you should ensure a proper mix of 
polli ng personnel drawn from different offices and departments at the time of 
formation of a polling party. Further, the polli ng personnel should be drawn both 
from the State Government departments as well  as the Central Government 
offices, as far as practicable. It is pertinent to mention that central govt. officials 
must first be used for appointment as micro-observers and then, if available for 
proper mix as stated above. 

 
3.7.2 No person shall  be assigned polling duties in an assembly constituency where he is  

employed or resides. He should also not to be posted in his home constituency. 
 

3.8 RANDOMI ZATION OF POL LING PARTY 
 
3.8.1  District Election Officer should obtain a complete database of officers eligible for 

polling party duties from respecti ve authoriti es. All relevant information should be 
compiled into a database. The database should contain 125% of your total 
anticipated requirement of election staff. 
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3.8.2   From the database, randomized list of required number of polling persons should  

be generated ( including re s e r ve) us i ng specia l l y de s i gned compute r  
s o f t w a r e , us i n g ȬRandom Number Generation TechniqueȭȢ Presence of 
Observers is not required at this stage. Standard software in this regard shall  be 
provided by the CEO of your state/ UT. ObserverȭÓ presence is not necessary. 

 
3.8.3   The second stage randomization exercise should be done in the presence of the 

Observers deployed in the constituency. At this stage the actual polli ng parties shall  
be formed randomly by application of computer software using the ȬRandom 
Number Generation 4ÅÃÈÎÉÑÕÅȭ.  Particulars of AC where an official is going to be 
deployed will  be available but specific polli ng station for poll duty shall  under, no 
circumstance, be known.  

 
3.8.4            Second randomization of polli ng personnel can be done up to 12 days before the  

date of poll, with  the condition  that during second training of polli ng personnel, 
(t raining of Presiding and Polli ng Officers) will  be imparted in presence of their 
Returning Officer of Assembly Constituency and that the Presiding and Polli ng 
Officers of that parti cular allott ed Assembly Constituency shall  be given training 
together under the supervision of their Returning Officer.  This  provision  wi ll 
ensure better coordination between the Returning Officers and the Polli ng Teams 
since the Returning Officers will  be able to meet the   Presiding/ Polli ng Officers 
who  have  been  allott ed  to  his  Assembly  Constitu ency  and  simultaneously  the 
polling team would also know in advance the Returning Officer under whom they 
have to work till  the poll day. (Instruction No.464/ INST/2011/E PS Dated: 15th 
March, 2011) 

 
 
3.8.5  The thi rd stage randomization exercise shall  take place on the day prior  to actual 

dispersal of polling parties, and in no case earlier to that. Now the allocation of 
polling stations to the polling parties will  be done using the same software as above. 
Observer presence and satisfaction is mandatory.  You must refer to E C I 
Instructions No 464/INST/dated 19.9.2008, 24.2.2009, 22.9.2009 and 15.03 2011 

 
3.8.6  In order to ensure absolute compliance of Commissionȭs instruction in this regard, 

followi ng certi ficate to ECI through the Observers and also to the Chief Electoral 
Officer of your State, shall  be given under sign and seal of DEO immediately after the 
polli ng parties have been formed for an election:  
 

 
CERTIFICATE 

 

 

Certi fied that the polling parties have been formed by using the 
randomization  software, on complete  database  of  all  the  eligible  employees  in  



44 

 

the  district,  in  accordance  with  the CommÉÓÓÉÏÎȭÓ guidelines. 
 

Name and designation of DEO 
 
3.8.7     The    Observers    should    make    a    special    reference    to    the randomization  

exercise observed by them in their  constituencies while submitti ng the report. 
 
3.9 FORM FOR APPOINTMENT 
 
3.9.1 The polli ng personnel should be formally appointed. The form for the appointment 

of Presiding and Polling Officers is given in Annexur e 8. The Presiding and Polli ng 
Officers should be formally appointed both for the Assembly constituency and for 
the Parliamentary Constituency also in the case of a simultaneous election. 

 

3.9.2  Appointment letters of Presiding Officers and Polli ng Officers should be issued 
as soon as polling parties are formed after second stage randomization, but in 
their appointment letters number and name of polli ng station at which they will  be 
on duty shall not be indicated. Such information regarding place of duty shall  be 
intimated to them only at the time of departure and not before that. If polli ng 
parties of some polling station need to be dispatched earlier keeping in view 
specific law and order problem,  geographical  features  or  any  other  reason  then  
specific prior approval of the Commission in writing must be obtained through 
CEO. 

 
3.9.3  It is further mentioned that under Rule 20(2) of Conduct of Elections Rules 

1961, applications in Form 12A for election duty certificates should reach the 
Returning Officer four days before the date of poll or such shorter period as a 
Returning Officer may allow. It may also be relevant to point out that in the 
application in Form 12 for postal ballot  paper, the place of election duty is not 
required to be mentioned but in case of 12A it  needs be given. If appointment 
letters to Presiding and Polling officers are to be given prior  to the above-
mentioned period from the date of poll, it  may be done leaving the entries in 
column one of the Table appended to Annexure 8. Parti culars of polling stations 
may be intimated to the polli ng personnel subsequently in compliance with  the 
Commissionȭs above directions. 

 
3.9.4  The order of appointment should be issued, in duplicate, so that the voters on 

election duty may enclose one copy of that order of appointment along with  his 
application in Form  12  for  supply  of  postal  ballot  paper  or  in  Form  12A  for  
EDC,  thereby facilit ating  his  quick  identi fication  and  decision  to  the  issue  of  
postal  bal lot paper/EDC, as the case may be. 

 
3.9.5 The order of appointment in duplicate should also bear the clear seal of the 
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Returning Officer or the District Election Officer. 
 
3.9.6  The above procedure wi ll be applicable at General Election as well  as Bye-election. 
 
3.9.7  Along with  the letter of appointment of polli ng personnel, another 

communication should also be sent indicating where the electoral rolls for all  the 
Assembly constituencies of a District would be kept i.e. in your office and at the 
centre(s) for rehearsal/t raining classes so that they can check for electoral details 
for themselves and mention the same in Form 12 or 12A. 

3.9.8  A list  of polli ng personnel  in respect of all  polling stations in your 
constituency should be displayed on your Notice Board at least two or three days 
before the day of poll. There is no need to supply such lists to the recognized 
politi cal parties and contesting candidates. 

 
3.10  PHOTO    IDENTITY    CARD    TO    THE    POLLING PERSONNEL  

( INSTRUCTI ON NO. 464/IN  ST/2007/PLN -I, DATE:12TH OCTOBER, 2007) 
 
3.10.1  An identi ty  card  shall  be  issued to the polling personnel by  the  District  Election  

Officer  (DEO)/Returning Officer (R.O) without fail. The Presiding Officers, polli ng 
officers, counting supervisors and counting assistants shall  display their  identi ty 
card on person on the day of poll/ counting for easy and quick identi fication. Such 
identi ty cards shall  be prepared in the prescribed format as enclosed containing all  
relevant details of the Govt. officials/ employees concerned. The photograph pasted 
on the ID card shall  be duly attested by the concerned DEO/RO. In order to 
ensure the photo images of the Govt.  Official/employee concerned is properly 
collected in time to enable the preparation of the identi ty card, the Commission 
directs that the DEOs can exercise any one of the followi ng option(s): - 

 
(a) The DEO can organize the capturing of the photography of the polli ng 

personnel at the time of first round training so that the ID card is prepared 
before second round training and handed over to the polli ng personnel 
concerned on proper  acknowledgement. 
 

(b)   Wherever  possible,  the  polli ng  personnel  can  also  bring  a copy  of 
 his/ her  passport  size photograph and hand over at the time of first round 
training  for the purpose of preparation of the ID card. 

(c) A combination of both the above options can also be used by the DEOs, if 
  necessary. 

 
3.10.2    The  DEO can have necessary operational flexibility  in  the process of preparing 

the ID card so that they can adopt a method that is functionally suitable to the 
district concerned. The CEO shall ensure that the ID cards are prepared following a 
uniform pattern as per the following format: 
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 (For  Presiding Off icer) 

 

 
 

 
 (For  Polli ng Off icer)  

 

 
 
 
3.11 TRAINING OF POLLING PERSONNEL  
 

3.11.1 The  date and venue for tr aining of polli ng personnel shall be decided well in 
advance. The  polli ng   personnel   selected   for   undergoing   training   through 
Randomization process should be informed about the training programme in time 
through sponsoring authorities. The nodal officers appointed by the sponsoring 
authority shall be made accountable for  ensuring the polli ng staff appointed to 
attend the tr aining without fail.   For this purpose, the sponsoring authority-wise 
nodÁÌ ÏÆÆÉÃÅÒÓȭ ÎÁÍÅȟ ÄÅÓÉÇÎÁÔÉÏÎ ÁÎÄ ÃÏÎÔÁÃÔ ÎÕÍÂÅÒÓ ÓÈÁÌÌ ÂÅ ÍÁÉÎÔÁÉÎÅÄ 
separately.  
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3.11.2 Before organizing the training programme, DEO shall review the training material.  
He should have proper power point presentation, printed leaflets etc. so that the 
tr aining is effectively conducted.  The tr aining programme should not be converted 
into a huge mela.  The tr aining should be conducted in smaller group so that there 
is adequate opportunity  for  interaction and clearing doubts.    More emphasis 
should be given for ȬÈands onȭ training rather than classroom lecture mode.  The 
polli ng staff shall be encouraged to ask questions and get their doubts cleared.  It is 
relevant to note that in the recent past, in many places re-poll had to be ordered 
not  on  account  of  any  electoral  malpractices  and  vitiation  of  poll  but  due  to 
mistakes  committed  by  the  Presiding  Officers  while  handling  the  EVMs.    The 
reason was very basic and the lack of tr aining resulted in such mistakes.   This is 
avoidable.  Hence, the Commission directs that a clear emphasis should be given to 
impart proper training to the staff. 

 
3.11.3 The Commission has recently issued an instruction to run postal ballot facili tation  

centres for the benefit  of polli ng staff.   Whenever and wherever such felicitation 
centre is organized, care shall be taken by the DEOs to  ensure that the operation of 
facili tation centre does not result  in compromise of tr aining.  A proper record of 
attendance shall be maintained for each and every tr aining schedule so that no 
untrained person even inadvertently gets deployed as a polli ng staff.  Apart from 
impart ing training on the technical and procedural aspect of EVM election, the 
importance  of  mock  poll  and  mock  poll  certificate,  use  of  dummy  EVM  for 
explaining the method of voting to the illi terate voters also shall be highlighted.  A 
complete set of election material which would be handed over to the Presiding 
Officer at the time of dispatch shall be kept in the tr aining hall as a model kit so 
that each and every document, forms and election related material kept in the 
Presiding Officer kit is explained to them properly.  Besides, a copy of the electoral 
roll, a copy of supplementary roll and other additional information such as list  of 
absentee voter etc. shall also be shown to the Presiding Officers so that they would 
become aware of those documents and perform duty as per the instruction of the 
Election Commission of India on the poll day. 

 
3.11.4 Apart from the statutory and non-statutory reports, the Election Commission has  

directed  the  Presiding  Officers  to  submit  an  additional  report  in  the  newly 
prescribed format for quick tracking of information by the RO and the Observer. 
This form should also be explained to the Presiding Officers so that there is no 
confusion in their  mind. 
 
Dissemination of recent and subsequent instruct ions 

 

3.11.5 During  the  course  of  election  process,  the  Election  Commission  may  be   

issuing various instructions on day-to-day basis. There is every possibili ty of some 
of the instructions being sent after the training programmes are over.In such cases, 
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the DEO shall take care to ensure that all the subsequent instructions are printed in 
the form of leaflet circulated among the polling staff at the time of dispatch of EVM 
and other election material at the disposal centre. 

 
 
 Accountabili ty for  impart ing tr aining 

 

3.11.6 There should be a clear accountabili ty which should be spelt  out by the DEO as 

to who will  impart training to whom.  As the polling staff cannot perform the 
polli ng duty in a constituency where he is a voter, where he is working and in his 
native constituency, he will  end up doing his election duty in another assembly 
segment but may be within the same distr ict/PC.  In some places, the tr aining is 
conducted by the sponsoring RO/A RO.  In some places, the receiving RO conducts 
the training and in some places, the officials deputed by the receiving RO/A RO 
conducts the tr aining in the location of the sponsoring RO/ ARO.   Whatever the 
system is adopted, there shall be a clear accountabili ty spelt out by the DEO 
in this regard.  The DEO himself should visit  the tr aining location and supervise 
the tr aining.  If the observer is available, he will  also participate in the training 
programme.  The process of tr aining shall be video graphed and kept for the 
inspection by the observer or any other officials of the ECI.   The CEO will  tr ack the 
system being adopted by the distr icts. 

 
Facili tat ion  at training centr e 

 

3.11.7 At the tr aining location, in the light of the recent instructions of the Commission,  

proper facility  should be ensured for the polling staff.    Proper drinking  water 
facili ty provision for first-aid, medical facili ties and toilets shall be ensured.    The 
choice of the training hall should be personally supervised by the DEO from the 
ventilation point of view. 

 
Training count ers at the dispatch cent r e 

 
3.11.8 Whatever inputs given at the time of training, there is every possibili ty of some  

of the  Presiding  Officers  and  polli ng  staff  still  having  some  doubts  about  
various aspects of poll day management.  In order to clear the last moment doubts 
and give opportunity  for  Ȭhands  onȭ  training    at  the  dispatch  centre  depending  
on  the str ength of the polling staff, few tr aining counters shall be set up at the 
dispatch centre.  In this counter, a master tr ainer who has thorough knowledge 
about all the aspects of EVM election will explain and clear the doubts of the 
Presiding Officer about handling EVM.  He should encourage Presiding Officers and 
polli ng staff to ask questions and clear the doubts.  If this is not done, there is a 
possibili ty of the Presiding  Officer  and  polli ng  staff  experimenting  with  the  EVM  
machine  after reaching the polling station which may result  in draining of power 
pack as well  as give scope for rumour among the voters about the staff handling 
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EVM on the previous day.   In order to avoid this situation,  emphasis  shall be 
given for last moment Ȭhands onȭ training and leaflet containing recent instructions 
in the form of bullet points; import ant dos and donȭts etc. can be prepared and 
circulated at the tr aining counter at the dispatch centre.  Apart from this, other 
procedural aspects of election and maintenance of Form-17A register, Form 17C, 
mock poll certificate, visitor sheet, entry pass system etc. shall also be explained. 

3.11.9 There is a tendency among the polli ng staff who have conducted election during  
the previous  years  to  remain  complacent  as  they  believe  that  they  have  enough 
experience in conducting elections.  It is relevant to note that lot of new instr uctions 
have been given by the Election Commission in recent times.  There is possibili ty of 
the Presiding Officers not performing their duty properly if they do not become 
familiar  with new instr uctions. Hence, the importance of tr aining shall be 
emphasized at every stage and at every level. 
 

3.12 COMPOSITION OF EACH POLLING PARTY 

3.12.1 A polling party would, in normal course, consist of a Presiding Officer and three       

polling officers. The First Polling Officer is in charge of the marked copy of electoral 

roll and responsible for identification of the voters. The Second Polling Officer makes 

the entries in the Register of Voters (Form 17 A) including EPIC/other identification 

document details, takes the signature of the voters or the thumb impression (in the 

case of illiterate voters), applies indelible ink on the left forefinger of the voters and 

issues voters slip to the voters indicating the serial number in which they would be 

going into the voting compartment to cast vote. The Third Polling Officer is the 

ÃÕÓÔÏÄÉÁÎ ÏÆ ÔÈÅ Ȱ#5ȱ ÁÎÄ ÁÃÔÉÖÁÔÅÓ ÔÈÅ Ȱ"5ȱ ÂÙ ÐÒÅÓÓÉÎÇ Ȱ"!,,/4ȭ ÂÕÔÔÏÎ ÏÆ ÔÈÅ Ȱ#5ȱ 

and allows the voter to go inside the voting compartment for casting vote, in the order 

of the serial number on the voters slip issued by the Second Polling Officer. The 

Commission has decided that in the event of shortage of polling staff in any particular 

District/Constituency, and then in such places, the polling party may consist of a 

Presiding Officer and two polling officers as against the three polling officers which is 

the standard norm. In that case, the duty of the First Polling Officer will also include 

application of indelible ink on the finger of the voter, after identification of the voter. 

4ÈÅ 3ÅÃÏÎÄ 0ÏÌÌÉÎÇ /ÆÆÉÃÅÒ ×ÉÌÌ ÂÅ ÔÈÅ ÃÕÓÔÏÄÉÁÎ ÏÆ ÔÈÅ Ȭ#5ȭ ÁÌÓÏ ÉÎ ÓÕÃÈ ÃÁÓÅÓȟ ÉÎ 

addition to his normal duties of making the entries in Form 17 A (Register of Voters) 

and taking the signature/thumb impression of electors therein. It is clarified that in 

such cases where only two polling officers are used, it is not necessary to prepare the 

voters slip serial numbers. Instead, the Second PolÌÉÎÇ /ÆÆÉÃÅÒ ×ÉÌÌ ÁÃÔÉÖÁÔÅ ÔÈÅ Ȱ#5ȱ 

and then send the voters inside the voting compartment exactly in the same sequence 

in which they sign in the Register of Voters (Form17A). There will be no need to 

prepare the voters slips at the polling stations in such cases. Further, in the cases 
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where number of polling officers is restricted to two, the contesting candidates 

should be informed in writing in advance about this. The duties to be performed by 

the two polling officers should also be explained to the candidates. Training content 

for training of polling personnel shall also accordingly be modified in such cases. 

(Instruction No 576/3/2011/SDR dated 22-3-11) 

3.12.2 Duties of Polli ng Officers are detailed in the Handbook for Presiding Officers. 
You should also famili arize yourself with  those instructions. 

 
3.13  PRESIDING OFFICER 
 
3.13.1                                                                                                   The Presiding Officer is required to perform very important functions. He should, 

as far as possible, be a Gazetted Officer or, if not, at least one working in a 
supervisory capacity. As far as possible, he should not be posted to work at a 
polling station in the same locali ty where he lives. 

 
3.14  UNAVOIDABLE ABSENCE OF PRESIDING OFFICER 
 
3.14.1 While appointi ng a polling party for a polli ng station, District Election Officer 

should authorize one of the polling officers to perform the duties of Presiding 
Officer in case, Presiding Officer has to absent himself from the polli ng station 
owing to unavoidable circumstances. 

 
 
3.15  RESERVE POLLING PERSONNEL 
 
3.15.1 You should keep a reserve list  of officials to be deployed as Presiding and 

 Polli ng Officers or such other duty as you may have to assign on poll day to deal 
with  any emergency at any polli ng stations in your constituency as well  as for 
conducting  re-polls, if required. 

 
3.16 MOVEMENT OF POLLING PARTIES TO THE POLLING STATION 
 
3.16.1 You already know the number of polli ng stations in your constituency. If the 

polling in your constituency is to be completed in one day, the number of polli ng 
parties must be the same as the number of polli ng stations. If the poll is to be held 
on more than one day in your constituency, you must have on each day of the poll, 
as many polli ng parties working as the number of polli ng stations which go to poll 
on that day. There is usually a District Election Plan for the whole district. Go 
through it  and ascertain the exact role you are required to play according to the 
plan so as to ensure that each polli ng party reaches its polling station on the day 
preceding the date of poll, excepting in cases where, in view of difficult  terrain, 
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geographical barr iers or special law and order related problem, polli ng parties 
need to be dispatched earlier to that. But in all  such cases, specific prior  approval 
of CEO in  wr i t ing  shall  be obtained who will  give it after discussing with  
observer and ECI. The number of persons in each polling party will  depend on 
various factors. Normally, a party will  consist of one Presiding Officer and three 
Polling Officers. At the polli ng stations where auxili ary polling stations could not 
be set up and electors are in range of 1200-1400 voters, an extra polli ng officer 
should be provided to share the duty of 2nd Polli ng Officer in order  to  ensure  that  
polling proceeds at a smooth pace  and the electors  are not put to inconvenience. 

3.17 TRANSPORT FOR POLLING PARTIES 
 
3.17.1  You  will  arrange  for  the  transport  of  the  polli ng  parties,  police  parties and the 

accompanying the polling parties, polli ng materials, like Voting Machines, etc. Take 
stock of the vehicles at your disposal. Requisition  more vehicles as necessary. 
Draw up the Vehicle Movement Plane carefully for each polli ng party so that the 
arrangements may not fail  at the last moment. Have reserves of sufficient vehicles in 
readiness to meet any emergent situation. 

 
3.17.2  The Commission has exempted vehicles of following departments from  
               requisitioni ng for election purposes:- 
 

(i) Vehicles of BSNL, MTNL, UPSC and the vehicles of educational 
institutions which are specifically meant for carrying the students from their  
residence to educational institution  will  be requisitioned for election duty 
only in unavoidable circumstances and as a last resort. 

 
(ii) The vehicles of Forest Department, All India Radio, Doordarshan, World 

Health Organization, UNICEF and all  the organizations of UN will  not be 
requisition ed for election duty. 

 
3.18  POLICE PERSONNEL TO ACCOMPANY POLLING PARTIES 

3.18.1  You should acquaint  yourself thoroughly with  the police arrangements made for 
your constituency and ensure, in consultation with  the police authoriti es, details of 
such the personnel or the police party, which will  be attached to each polli ng party. 

 
3.19  ACCOMMODATION AND FOOD FOR POLLING PARTI ES 
 
3.19.1 You  must  make  suitable  arrangements  for  accommodation,  food, drinking  water  

faciliti es  and  toil et  faciliti es  for  the  polli ng  personnel.  Special emphasis should 
be laid on such arrangements for female polli ng personnel with  due regard to their  
privacy. If poll is conducted during summer, arrangement should be made for 
providing shelter for  polling personnel and voters.  If necessary, improvised 
roofing may be erected even if it  involves some addition al expenditure. In case any 
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polli ng station is located in a spacious buildi ng, the voters may be allowed to stand 
in queue in sheltered area, like, verandah before the polling station. The 
Returning Officers shall  depute Sector  Officers, well  in advance, to oversee that 
adequate arrangements for shade, food, water, etc, have been made. 

 
 
3.20   MICRO OBSERVERS AND OTHER OFFICIALS 
 

3.20.1 The Commission has furt her decided that following category personnel can be 

considered for use in election management as Micro-Observers at the polling 
booths to ensure the purity  of the election process ɀ 

 
(i)   Serving Govt. of India officials may be used as Micro-Observers in the polling 

stations within the resident district.  They should not be used in their home 
ACs. 

 
(ii) Retired Govt. of India and State Govt. officials can also be used as Micro-

Observers wit hin their resident districts.  However, they should not be used in 
their home ACs.  The list  of such persons should be prepared in advance by the 
DEO and their availabilit y, suitability  and willin gness shall be ascertained. 

 
(iii) The members of National Service Scheme (NSS) and Bharat Scouts (Rangers & 

Reserved) can be used as Micro-Observers.   The Chief Electoral Officers may 
get in touch with  NSS coordinator, work out and propose the detailed 
modalities of their deployment. 

 
(iv) Serving State Govt. officials brought in from other States may also be used as 

Micro-Observers.  As this will  require logistical arr angements and mobilization, 
it should be resorted to only in rare cases. . 

 
(v) The Election Commission of India may also select individual volunteers (not 

necessarily  belonging to any NGO) out of reputed persons with  experience and 
integrity. 

                      (Instruction No 464/EPS/2008 dated 10.12.2008)  
 

3.20.2  To facilit ate the whole exercise, the DEO should identify nodal officers.  The name   
and designation, office and residential address, telephone numbers including mobile 
number and e-mail ID, if any, of the nodal officer shall  be mentioned in the 
district/c onstituency election management plan.   The contact numbers should also 
be brought to the notice of all micro observers drafted.  The DEOs should also hold a 
separate review on the subject and identify the areas of concern and take necessary 
advance measures to address the facilit ation issues. 

 
3.20.3   Proper arr angement shall  be made at the tr aining venue; care should be taken 

 while choosing the venue for tr aining purpose to ensure amenities such as drink ing 
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water and toilet  facilities. 
 
3.20.4 Advance measures should be in place to ensure that tr ansport  facility  including 

bus service etc. is provided for them for pick up and dropping them at home. 
 
3.20.5 On poll  day they will  be provided food facility  at par with  the polling teams. 
 
3.20.6  Besides the above, for poll duty, an appropriate honorarium, to be decided by the  
 state government concerned, shall  be paid to each Micro-Observer. 
 
3.20.7 The Commission has directed micro-observers should be appointed from such 

officials   who   are   Central   Government   employee   or   working   under   Central 
Government PSUs. 

 
3.20.8 Suitable number of officials is to be appointed as Sector  and /or  zonal magistrates. 

3.21 SECTOR OFFICERS 
 
 
3.21.1 The RO should identify best officers to be appointed as Sector Officers immediately 

after the announcement of election schedule. They shall be responsible for election 
management from the day of announcement of schedule of election till the completion 
of poll process. Each sector officer shall be in charge of 10-12 polling locations. The 
duties and responsibilities of Sector Officers are detailed in the Handbook for Secot 
/ÆÆÉÃÅÒÓ ÆÒÏÍ ÔÈÅ Ȱ-ÏÄÅÌ ÃÈÅÃËÌÉÓÔ ÓÅÃÔÏÒ ÏÆÆÉÃÅÒÓȱȢ 

 
 

3.22   POLLING PERSONNEL MANAGEMENT. 

   HUMAN RESOURCE ISSUES ɀ A QUICK RECAP. 
 
3.22.1  In order to ensure that the welfare of the polling  personnel  receives  adequate  

attention  of  the  District  Election  Officers  and Returning Officers, the Election 
Commission of India has directed that the followi ng instructions be followed without  
any deviation. 

 
3.22.2 While preparing the district machinery for the conduct of election, the DEO shall  

identi fy a senior  officer as the nodal officer to coordinate and supervise polling 
personnel welfare measures. Similarly, each RO shall  identi fy a nodal officer for 
the above purpose. The name and designation, office and residential address, 
telephone numbers including mobile number and e-mail  ID, if any, of the nodal 
officer shall  be mentioned in the district/ constituency election management plan.  
The contact numbers should also be brought to the notice of the polling personnel 
drafted for election duty. The DEO should also hold a separate review on the 
subject and identi fy the areas of concern and take necessary advance measures to 
address the facilit ation issues. Right from the beginning enough care shall  be taken 
to ensure that the information regarding training programme, dispatch and 
reception centre arrangement etc. is conveyed to the polling personnel in a proper 
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and timely manner through the sponsoring authoriti es. The responsibili ty of the 
officer who sponsors the polling personnel is not merely to send the names of the 
government staff to be used for election duty. As and when the DEO or RO sends 
information to be passed on to the polli ng   personnel drafted for training/poll  
duty, the same information shall  be conveyed by the sponsoring authority to all  the 
staff drafted for election with  due care. Apart from informing the training schedule 
and dispatch schedule etc. through the letter, sponsoring authority, the DEO and 
RO shall  also use the local media to convey the schedule to the staff at large so 
that there is no misunderstanding about reporting time and venue. 

 
3.22.3 Proper  arrangement  shall  be  made  at  the  training  venue;  care  should  be taken 

while choosing the venue for the training purpose to ensure that there is proper  
arrangement of basic ameniti es. There should be a proper provision for drinking 
water and toil et faciliti es at the training venue. There should also be Ȭhelp deÓËȭ to 
help the polling personnel when they arr ive for training. Similarly, at the dispatch 
centre too, due care should be taken to provide civic ameniti es and facilit ate 
orderly dispatch. On the day of dispatch, the nodal officer  identi fied  to  take  care  
of  staff  welfare  shall  physically  remain  present  at  the dispatch centre. There 
shall  be adequate provision of drinking water, toilet etc. at the dispatch location. The 
process of dispatch shall  be closely monitored by the senior  officers so  that  polling  
personnel  are  not  unduly  held  up  at  the  dispatch  centre.  Also, if  the dispatch 
process takes time, there should be proper arrangement for refreshments for the 
polling personnel while they are waiti ng for transport for taking them to their  
polling stations. The coordination between the police personnel deputed to 
accompany the polli ng personnel should be perfect so that there is no 
communication gap in this matter. It will  be the duty of the sector  officers to ensure 
that the polling personnel deputed to perform their duty at the polli ng stations 
assigned to the sector  officer are taken care of and they are not unduly held up at the 
dispatch centre. 

 
3.22.4 A senior  officer should supervise the arrangement made for providing transport 

vehicle for the travel of the polli ng personnel. The movement of the polli ng 
personnel/s ecurity forces shall be tracked closely and a confirmatory report  
should be obtained through sector officer on the safe arrival of the polli ng 
personnel at the polli ng station. 

 
3.22.5 The DEO and the RO shall  do an advance exercise well  before the election to get  

the conditions of the polling stations physically verified by the field officials.  
With  some advance intervention at the level of DEO, the conditions at the 
polling stations can be vastly improved. There are reports about polli ng stations 
not being provided even with rudimentary faciliti es like tables and chairs. The DEO, 
through the sector  officers shall  get the physical condition  of the polling stations 
verified well  in advance and ensure that provision for basic ameniti es like tables, 
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chairs, benches, dr inking water/toil et, shade for voters etc. are made available. If the 
power connection is available, the status of switches/bulbs/ fans should be checked. 
If power connection is not there, alternative arrangement should be made. 

 
3.22.6  There are inputs about polling personnel being put to difficulty for lack of provision 

in remote areas for getti ng their  food. An exercise shall  be done through sector 
officers as to how such problems can be sorted out. It is relevant to note that it  may 
not be desirable on the  part  of  polli ng  personnel  to  venture  out  for  the  sake  of  
getti ng  food  in  remote locations. It is also undesirable to avail  the local hospitali ty 
as that may lead to complaints. In some states there is a practice of providing a Gr.-IV 
staff in the polling team who cooks & serves food to the polli ng party. Option of 
ÅÎÇÁÇÉÎÇ ÌÏÃÁÌ ×ÏÍÅÎÓȭ 3ÅÌÆ (ÅÌÐ 'ÒÏÕÐÓ ɉ3('Ɋ ÍÁÙ ÂÅ ÅØÐÌÏÒÅÄȢ  The DEO shall 
review the situation and ensure that proper arrangements are made depending on 
the local condition  and limitations. 

 
3.22.7 The health care of the polling personnel is another important concern. At the 

training centre as well as in dispatch/ reception centres, there should be separate 
arrangements for providing health care/ first aid assistance to the polli ng personnel. 
Medical staff/p ara- medical  staff  shall  be  stationed  in  these  locations.   

 

3.22.8 The reception centre for polled election materials shall  be managed efficiently and 

professionally. Here too, health care staff should be on duty and arrangement  for  
refreshment,  in  a  manner  that  would  not  disturb  the  receiving  of EVM/oth er 
documents, should be meticulously planned. It is at this time that the polling party is 
fatigued, exhausted and stressed. The polling personnel shall not be held up 
unnecessarily at the reception centre. The reception centre should not be handled 
by the junior  staff of the District Election Office alone and the senior  officers 
shall  remain physically present at the reception centre in order to ensure the 
effective handling of the reception centre. Once EVMs and other documents are 
handed over, the polling staff shall  be relieved from the duty without  any delay. 
Advance measures should be in place to ensure that transport facili ty including 
public bus service etc. is available for them to reach home at the earliest. 
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CHAPTER - IV  

ELECTI ON MATERIALS 

 4.1 General 

4.1.1 Each polli ng party has to be supplied with  t h e  election materials necessary for 
conducting the poll. A standard list  of such polling materials is given in Annexur e 
9. You should assess your total requirements for the same and procure your stock 
well in advance to avoid any difficulty at the last minute. 

 
4.2 ELECTRONIC VOTING MA CHIN ES 

 
4.2.1  All elections to the Lok Sabha and the State Legislative Assemblies are being 

conducted using Electronic Voting Machines (EVMs) since 2004.  A voting machine 

consists of two units, namely, the Control Unit and the Ballot Unit.  These are 

interconnected when the machine is in operation by means of a cable.  One end the 

cable is permanently attached to the ballot unit and the free end is to be plugged 

into the control unit when the machine is in use.  The machine, which is tamper-

proof, error-free and user- friendly, uses a modern microcontroller and other 

integrated chips.  It operates on a battery and can be used anywhere and under any 

conditions.  The polling information recorded in the machine is retained in its 

memory even when the battery is removed.  

 

4.2.2 The machine, especially the ballot unit is so designed to keep intact all the essential 

features of the erstwhile paper ballot system, the only change being that the voter is 

required to press the button provided opposite the name and symbol of the 

candidate of his choice against the use of arrow cross mark rubber stamp which is 

put on the ballot paper on or near the symbol of his choice.  All the safeguards taken 

under the paper ballot system against the tampering of the ballot boxes and 

violation of secrecy of vote are fully maintained in the voting machine.   

 

4.2.3 The Electronic Corporation of India, Limited and the Bharat Electroincs, Limited 

who are producing the machines have published separate manuals explaining in full 

the details of operation of the machines produced by them.  The Commission has 

classified the machines based on the year of production. You should find out the 

machines that are being used in your constituency and study the manual of 

operation carefully.  You will be given special training in the use of the EVMs well in 

advance so that you are thorough with their operation.   
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4.2.4   First level checking of each EVM is to be done by the manufacturer i.e. BEL or ECIL. 

This checking should have been done before you take possession of the EVMs.  

A green coloured sticker signed by the BEL/ECIL engineer and the 

representative of the DEO will be pasted on the backside of each machine 

certi fying its fitness for use in the election. The machine to be used for training 

purpose will  bear a yellow  coloured sticker while that for actual poll will  be 

green. Do not accept any EVM, without  a sticker. 

 

4.2.5   You must provide each polling party with one complete set of EVM, consisting of a 

Control Unit and such numbers of Ballot  Units as are to be used at the polli ng 

stations. Four ballot units linked together can be used with one control unit. As 

there is provision only for 16 candidates in one Ballot  Unit, the number of Ballot  

Units to be provided  in  each  polling  station  would  depend  on  the  number  of  

candidates contesting the electionȢ 7ÉÔÈ ÔÈÅ ÉÎÔÒÏÄÕÃÔÉÏÎ ÏÆ ÔÈÅ Ȭ.ÏÎÅ ÏÆ ÔÈÅ !ÂÏÖÅȭ 

panel, if there are 16 candidates in the fray, an additional balloting unit shall be 

ÁÔÔÁÃÈÅÄ ÔÏ ÔÈÅ ÆÉÒÓÔ ÂÁÌÌÏÔÉÎÇ ÕÎÉÔ ÆÏÒ ÔÈÅ Ȱ./4!ȱ ÐÁÎÅÌ ɉInstruction No 

576/3/2013/SDR dated 11.10.2013) 

 

4.2.6 As per proviso to Rule 49A of Conduct of Election (Amendment) Rules, 2013, a 

printer with a drop box of such design as approved by the ECI, may be attached to a 

voting machine for printing a paper trail of the vote, in such constituency or 

Constituencies or part thereof as the ECI may direct. This instrument is known as 

the Voter Verifiable Paper Audit Trail (VVPAT). If VVPAT is used in polling stations 

coming in your jurisdiction, you must provide a printer with a drop box in addition 

to Control Unit and ballot Unit(s). (Instruction No. 3/1/2013/VVPAT/SDR dated 

15.10.2013) 
 
4.3 FORMS 
 
4.3.1     During the process of election you will  have to use a number of statutory and 

non- statutory forms, with which you should be familiar. The candidates, their  

agents and other members of the public would handover many documents to 

you in different prescribed forms (normally printed by the State Government) 

during course of election. There may not however be a sufficient supply of these 

forms to satisfy demand.   

 

4.4    STATUTORY AND NON-STATUTORY COVERS 

4.4.1 After the close of poll, all election papers relating to poll are required to be sealed by  
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the Presiding Officer in separate packets as per the provisions of Rule 49U of the 

Conduct of Election Rules, 1961. In the past, it has been observed that while placing 

the various forms and other materials used in the polling station in respective covers, 

Polling Parties inadvertently place them in wrong covers leading to difficulties in 

locating these documents in case of Court Cases or such other situations. In order to 

streamline this process and to ensure that no such mistakes are repeated either 

intentionally or unintentionally, the Commission has issued directions regarding the 

ÐÒÏÃÅÄÕÒÅ ÔÏ ÂÅ ÁÄÏÐÔÅÄ ×ÉÔÈ ÒÅÇÁÒÄ ÔÏ ÔÈÅ ÐÒÅÐÁÒÁÔÉÏÎ ÏÆ ÖÁÒÉÏÕÓ Ȭ3ÔÁÔÕÔÏÒÙ #ÏÖÅÒÓȭ 

ÁÎÄ Ȭ.ÏÎ-ÓÔÁÔÕÔÏÒÙ #ÏÖÅÒÓȭ ÁÓ ÐÅÒ instruction No 464/INST2009/EPS dated 

23.2.2009.  

 

4.5 OTHER MATERIALS 
 

4.5.1  In addition  to above, you may require many stationery items for use. Please 

procure the same i n  a d d i t i o n  t o  brass seals, voting compartments, outer 

paper strip seals, special tags, address tags, green paper seals, all  of such as 

prescribed by the Commission, in sufficient numbers. 
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CHAPTER ɀ V 

NOMINATIONS 

5.1 INTRODUCTORY 

 

5.1.1 The pressure of work increases substantially from the time the noti fication  

calling upon the constituency to elect a member is published in official gazette. 

The date on which such noti fication will  be issued will be known well in advance 

from the schedule for election publicly announced by the Commission. 

 

5.2 NOTIFICATIONS FOR GENERAL ELECTIONS TO THE HOUSE OF 

THE PEOPLE AND STATE LEGISLATIVE ASSEMBLIES 

 

5.2.1  In the case of a general election to the House of the People, the President of India, 

under Section  14  of  the  Representation  of  the  People  Act,  1951,  shall,  by  one  

or  more noti fications published in the Gazette of India on such date or dates as 

may be recommended by the Election Commission, call  upon the Parliamentary 

constituencies to elect members for the purpose of constituti ng a new House. 

 

5.2. .2 In the case of a general election to a State Legislative Assembly, the Governor 

of the State, under Section 15 of the Representation of the People Act, 1951 

shall, by one or more noti fications published in the State gazette on such date or 

dates as may be recommended by the Election Commission, call  upon the 

Assembly constituencies in the State to elect members for the purpose of 

constituti ng a new Assembly. 

 

5.2.3  On the same date on which the above noti fication calling the election is 

issued, the Election Commission will  issue a noti fication in the official gazette 

under Section 30 of that Act fixing the programme for the various stages of the 

election. 

 

5.3 NOTIFICATIONS FOR BYE-ELECTIONS 

 

5.3.1 Notifications in respect of bye-elections to the House of the People will  be issued 

by the Election Commission under the provisions of Section 149 of that Act.  

Notifications in respect of bye-elections to Legislative Assembly Constituencies 

will  be issued by the Commission under the provisions of Section 150 of that Act. 
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5.4 ISSUE OF PUBLIC NOTICE BY THE RETURNING OFFICER 

 

5.4.1 Immediately after such noti fication, you are required to issue a public notice of the 

election under Section 31 of the Representation of the People Act, 1951 read with 

Rule 3 of the Conduct of Elections Rules, 1961. The notice will  be issued in Form 1 

(Annexure 10 ).   In t h e  case of election to Sikkim Legislative Assembly the 

notice is to be issued in Form 3D and 3E of Conduct of Assembly Elections 

(Sikkim) Rules 1979, as the case may be. 

 

5.4.2  In the public notice, you have to specify among other things, the name(s) of the 

Assistant Returning Officer(s) who will  also receive nomination papers, in addition  

to you, and also the place(s) at which the nomination papers shall  be received by 

you and the said Assistant Returning Officer(s) (hereinafter referred as the Specified 

Assistant Returning Officer(s). Normally,  you  should  not  specify  more  than  one  

Assistant  Returning  Officer  for  the purpose and he should, as far as possible, be the 

one stationed at your headquarters. Head quart ers in this context means the place 

where the office of the RO is situated. 

 

5.4.3 The public notice shall  be published in the followi ng manner:-  

(i) It shall  be in Form 1 appended to the Conduct of Elections Rules, 1961 and shall  

be issued on the same date on which the noti fication of election is published.     

 

 (ii)The notice shall  be in English and in the languages used for the official 

purposes of  the State.  

 

 (iii)The  notice shall  be published, on the notice board of your office the notice board 

of  the AROs office and at such other places, as you may consider necessary, for 

giving wide publicity to it, including offices of Panchayat Samitis, Gram 

Panchayat, village offices, taluk office, etc. 

 

5.5 PUBLIC HOLIDAY - EFFECT ON ELECTION PROGRAMME 

 

5.5.1 A candidate may present his nomination paper on the very day of the public 

notice, or on any of the followi ng days fixed for fili ng of nominations, which is not a 

public holiday. 
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5.5.2  Ȭ0ublic holidaÙȬ is defined in section 2(h) of the RP Act, 1951 to mean a day which 

is a public holiday for the purpose of section 25 of the Negotiable Instruments Act, 

1881. You may bear in mind that the Saturdays of the month where these are 

observed as holidays for Government offices, are not to be treated as Ȱpublic 

holidayÓȱ under the Negotiable Instruments Act, 1881, unless the same are 

specifically declared as such holidays under that Act.   Similarly local holidays 

observed in a state are also not Public holidays. 

 

5.6 ASSISTANT RETURNING OFFICERS 

 

5.6.1   Your  Assistant  Returning  Officers  can  perform  any  of  your  functions  subject  to   

your overall  control. They are, however, not competent to hold scrutiny of 

nomination paper under section 36 of RP Act, 1951 unless you are unavoidably 

prevented from holding such scrutiny yourself.  In such eventuality, which would be 

very rare,  you authorize an ARO (by name and designation)  specifically, in writi ng, 

for conducting the scrutiny. 

5.6.2 In  that  event,  the  Assistant  Returning  Officers  should  sign  the  papers  as  

ȰAssistant Returning Officerȱ and not Ȱfor Returning Officerȱ. 

 

5.7 FORM OF  NOMINATION PAPERS   

 

5.7.1 The nomination of a candidate for election to the House of the People shall  be 

made in Form  2A  appended  to  Conduct  of  Elections  Rules,  1961 (Annexure 

11A).  Relevant  form  for  fil ing nomination of a candidate at an election to the 

State Legislative Assembly is Form 2B. In case of General / Bye Election to Sikkim 

Legislative Assembly, the form to be used for nomination is Form 2F, 2G and 2H of 

Conduct of Assembly Election (Sikkim) Rules 1979. (Annexure 11 B) 

 

5.7.2  While supplying forms of nomination papers to intending candidates,  you 

should   also attach  a  copy  of  Form  26  (Annexure 11-C and 12 ) appended to 

the Conduct of Election Rules, 1961 to  nomination  form.  Please ensure that the 

candidates are given the revised Form 26 circulated by the Commission vide its 

letter dated 24.8.2012 (Annexure 11-C and 12).  

 

5.8 NUMBER OF PROPOSERS FOR NOMINATION 

 

5.8.1  Under Section 33 of the Representation  of the People Act, 1951, the 

nomination  of a candidate at election to the House of the People or a State 
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Legislative Assembly shall  be required to be subscribed by-     (i)  One elector  of 

the constituency,  as proposer, if the candidate has been set up either by a 

recognized National party or by a recognized State party in the State or States in 

which it  is recognized as State party (see Part-I of Forms 2A and 2B);   (ii)  Ten (10) 

electors of the constituency, as proposers, if the candidate has been set by a 

registered un-recognized politi cal party or if he is an independent candidate (see 

Part-II of the Forms 2A and 2B). 

5.8.2  If a State Party recognized in one state contests election in another state in which it  

is not so recognized, the nomination of candidate(s) set up by that party in such 

other state will also be required to be subscribed by ten (10) electors of the 

constituency, as proposers, even if the Party is granted concession under Para 10 of 

the Symbol Order to use its reserved symbol. 

5.9 PRESENTATION OF NOMINATION PAPERS 
 

5.9.1  A candidate may present his nomination paper on the very day of the noti fication or 

on any of the followi ng days fixed for fili ng of nominations, which is not a public 

holiday. 
 

5.10 TIME AND PLACE OF FILING NOMINATION PAPERS 
 

5.10.1 Nomination papers may be presented either before you or before t h e  Assistant 

Returning Officer specified by you in the public notice, on any of the noti fied days at 

the place or places specified in the notice at any time between 11.00 a.m. and 3.00 

p.m., and not at any other place and not at any other time. If a candidate or his 

proposer seeks to present a nomination paper either before 11.00 a.m. or after 3.00 

p.m., you should not accept the nomination paper saying that under the provisions of 

the law neither the candidate has the right to deliver, nor the Returning Officer 

has the right to accept, a nomination  paper outside the hours prescribed for the 

purpose. You may, however, point  out that if he so desires, he may present it within  

the prescribed hours the followi ng day, provided it  is one of the days noti fied for 

presenting nomination papers. 

 

5.10.2  It may so happen that some intending candidates and/or  their  proposers  are 

physically present in the Returning OfficeÒȭs office at 3.00 p.m. for presenting their  

nominations, but because of their  large number and because nominations are to be 

received one by one, it  may not be possible for the Returning Officer to physically 

receive all  such nominations before 3.00 p.m. In such cases, the Returning Officer 

shall  accept nominations of all  intending candidates who are present in the office 

of the Returning Officer at 3.00 p.m. for fili ng nomination and treat these 
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nomination papers to have been delivered within the prescribed time under the 

law. For this purpose, you may close the entry to your office room exactly at 3.00 

p.m. and receive the nomination papers of such candidates as are inside given 

room at 3:00 PM. 

5.10.3 It is further clarified, that intending candidate who enters in the ROȭs room at just or 

near to 3.00 PM should come along with all  relevant and necessary documents like 

security deposit proof, Forms ȰAȱ and ȰBȱ, affidavits etc and no one should be allowed 

to enter your room after  3.00  PM  for  the  purpose  of  delivering  any  such  

documents  to  any  intending candidates. 

 

5.10.4  If Commissionȭs observer is present on that day, he should be present in your 

room and enti re   proceedings   of   delivery   and   acceptance   of   nomination   

papers   should   be video graphed with time stamping facili ty. 

 

 

5.11 RESTRICTION  ON  NUMBER  OF  VEHICLES  AND  PEOPLE  AT  THE  TIME  

OF NOMINATIONS 

 

5.11.1 Large number of vehicles and people accompanying some of the candidates at      

the time of fili ng nominations were causing serious concern about general law 

and order in the Offices of the Returning Officers.  Keeping this in view, the 

maximum number of vehicles in  the convoy of a candidate or accompanying him 

to be allowed to come within  a periphery of 100 meters of ROs/AROs Office has 

been restricted to three  and the maximum number of persons  who  can  be  

allowed  to  enter  the  Office  of  ROs/AROs  at  the  time  of  fili ng nomination has 

been limited to five (including the candidate). 

 

5.11.2  A police officer not below the rank of a Deputy Superintendent of Police   should 

be appointed as a nodal Officer for not more than two constituencies provided the 

headquarters of both the Returning Officers are stationed in a single office buildi ng, 

to ensure str ict adherence to the above instructions on restr icting the number of 

vehicles and persons accompanying the candidates.  If the offices  of Returning  

Officers  are situated in different compounds or if there are more than two Returning 

officers whose headquarters are in a single office buildi ng, the Commissioner of 

Police or SP shall make suitable arrangements to ensure stri ct adherence to these 

instructions. The nodal officer  shall  be  given  adequate  support  personnel  to  

ensure  that  the  instruction  is complied with. The enforcement of this is especially 

important as it  is intri cately related to the expense of the candidate at the elections.  



64 

 

Any violation of this instruction at time of fili ng nomination papers will  be seriously 

viewed by the Commission and actions will  be taken  against  DEO/RO  or  such  

other  person  including  candidate  and  or  his  party responsible for violation. 

 

5.12 WHO CAN FILE NOMINATION PAPERS 

 

5.12.1  All nomination papers are required to be presented i n  person before the 

 Returning Officer or of the Specified Assistant Returning Officer either by the 

candidate or by his proposer or any one of the proposers of his nomination paper 

and by no one else at the place specified in the public notice between 11 a.m. and 3 

p.m. on any of the noti fied days other than a public holiday.  

 

5.13 NUMBER OF NOMINATION PAPERS 

 

5.13.1  Under sub-section (6) of section 33 of the RP Act 1951, a maximum of four  

nomination papers only can be presented by or on behalf of any candidate or 

accepted by RO for election in the same constituency.  You must, therefore,  

ensure that the same  candidate  does not   file nomination papers for the same 

constituency in excess of this number. If a candidate seeks to present any 

nomination paper or papers in excess of this number, you must not accept such 

nomination paper or papers saying that under the provisions of the law neither the 

candidate has the right to present, nor the Returning Officer has the right to accept, 

any nomination  paper  or  papers  in  excess  of  four.  These  can  be  filed  either  

together  or separately. 

 

5.13.2  No   candidate   can   be   nominated   from   more   than   two    Parliamentary/ 

Assembly constituencies  at a General Election to the House of the People or a 

State Legislative Assembly. The same embargo applies in relation to bye-elections to 

any House held simultaneously, and not more than two bye-elections can be 

contested to the same House if called upon simultaneously by the Election 

Commission. 

 

5.13.3 If a candidate violates this provision and files nomination papers for election from 

more than two constituencies of the same class, his nomination papers in the thi rd, 

fourth and all such subsequent constituencies going by the date and time of filing 

should be rejected by the returning officers concerned for non-compliance with  

the provisions of s 33(7) of the RP Act 1951.  However, the Returning Officers must 
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be fully satisfied about the fact of the candidate having violated the law on this 

point  before rejecting any of his nomination papers on this ground. 

 

5.14 SERIAL NUMBER OF NOMINATION PAPERS 

 

5.14.1  Each nomination paper as soon as it  is presented must be serially numbered 

without  fail  by you or by the Specified Assistant Returning Officer receiving it, who 

must also note on the body of the nomination paper the date and exact time at 

which it  was received and should put your signature thereon. The  

nominations  received  by  you  shall  be  serially  numbered  as  (Number)/LA  or 

HP/(Year)/  RO and those received by the Specified Assistant Returning Officers as 

(number)/  LA  or  HP/( year)/ARO.  If  the  ARO  is  receiving  nomination  papers  in  

a different place.    You or the specified Assistant Returning Officer shall not make 

any entri es on the nomination papers other than dated initials and serial  number 

as above. In view of the limitation on the number of nomination papers that can be 

delivered by a candidate,  you  should  ask  the  Specified  Assistant  Returning  

Officer  (who  has  been authorized by you to receive nomination papers) to work in 

close collaboration with  you if he is seeking nomination papers in a different place. 

 

5.14.2 When a number of nomination papers are delivered to you in a bunch, you must 

assign serial numbers to them in the order in which you deal with  them one after 

the other. 

 

5.15 PRELIMINARY EXAMINATION OF NOMINATION PAPERS 

 

5.15.1 As each nomination paper is filed, you or the specified Assistant Returning Officer,  

as the case may be, is required by law to examine it  then and there from the technical 

standpoint as required under Section 33 (4) of the Act of 1951.   But you are not 

required to hold any formal scrutiny of any nomination papers at this stage.   This 

preliminary examination is restricted to entries relating to the name and electoral roll 

numbers relating to the candidate and  the  proposer(s)  as  given  in  the  nomination  

paper  (s)  and  those  as  entered  in  the electoral rolls.  The following aspects may be 

examined at this stage:- 

 

(i)  If the candidate is an elector  in your constituency, you should compare the 
entri es in the nomination paper with  the entri es in the electoral  roll  relating 
to the serial  number and name of the candidate and his proposer/s.  
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(ii)  If he comes from another constituency you should compare the entri es in the 
nomination paper  wi th  the  entry  relating  to  the  candidatÅȭs    name  in  the  
electoral  roll  of  the constituency or the relevant part thereof or certifi ed copy 
of such entry filed by him.  The candidate is required by law to produce before 
you such electoral  roll  or the relevant part thereof or a certifi ed copy of 
relevant entri es  thereof [ Section  33 (5)]  

 
 

(iii)  Make sure that the electoral roll  with which you make such comparison is one    
curr ently  in force for the constituency in either case. 
 

(iv)  Check whether t he  affidavit  in Form 26 (Annexure ɀ 11C & 12) is duly fill ed 
up and attached along with  the nomination paper.   If not attached you should 
bring it  to his   notice this requirement through a notice by way of the check 
list. 

 
 

(v)  Check whether all column of affidavit are filled up, as incomplete affidavits are 
liable to be rejected leading to rejection of nomination paper. In case any of the 
column is left blank by the candidate, the RO will note it in the revised checklist 
ÁÓ ÁÍÅÎÄÅÄ ÉÎ ÐÕÒÓÕÁÎÃÅ ÏÆ ÔÈÅ (ÏÎȭÂÌÅ 3ÕÐÒÅÍÅ #ÏÕÒÔ ÊÕÄÇÅÍÅÎÔ ÁÎÄ ÒÅÆÌÅÃÔÅÄ 
in the ECI Instruction No. 576/3/2013-SDR dated 30.9.2013 and hand it over to 
the candidate against proper receipt. 

 

5.15.2 In respect of each candidate, the RO should maintain in duplicate, the check list of the      

documents/requirements to be fulfilled by the candidates. The check list comprises of 

6 documents as given below:- 

   Original/ duplicate  

                                                               (Original to be kept with nomination paper and                                                                                                                                            

                                                                Duplicate to be handed over to candidate) 
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5.16 Check List of documents in connection with filing of nomination  

 

.ÁÍÅ ÏÆ ÃÏÎÓÔÉÔÕÅÎÃÙ ȣȣȣȣȣȣȣȣȣȣȣȣȣȣȢȢ                                                           1 

.ÁÍÅ ÏÆ ÔÈÅ ÃÁÎÄÉÄÁÔÅ ȣȣȣȣȣȣȣȣȣȣȣȣȣȣȢ 

$ÁÔÅ ÁÎÄ ÔÉÍÅ ÏÆ ÆÉÌÉÎÇ ÎÏÍÉÎÁÔÉÏÎ ÐÁÐÅÒ ȣȣȣȣȣȣȣȣȣȣȣȢȢ 

3ÌȢ .ÏȢ ÏÆ ÎÏÍÉÎÁÔÉÏÎ ÐÁÐÅÒ ȣȣȣȣȣȣȣȣȣȣȣȣȣȣȣ 

 

Sl No Documents Whether filed (write yes/no)  

(If there is any defect/short coming in the 

documents, the same should be specified) 

1   Affidavit in Form 26 

(a) Whether all columns are filled 

up 

(b)  If not, which are blank 

column(s) (please specify). 

(c) Whether the affidavit is sworn 

before an oath Commissioner 

or Magistrate of First Class or 

before a notary Public. 

 

2  Certified extract of electoral roll 

(when candidate is an elector of 

a different constituency) 

 

3  Forms A and B (applicable in the 

case of candidates set up by 

political parties.) 

 

4  Copy of caste certificate from 

competent authority (if the 

candidate claims to belong to 

SC/ST) 

 

5  Security deposit (whether 

made) 

 

6  Oath/affirmation (whether 

taken) 
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The following documents which have not been filed 

should be filed as indicated below: 

 

(a) __________________should be filed latest by __________________. 

 

(b)  Above mentioned columns in the Affidavit in Form 26 have been left blank.  You must 

submit a fresh affidavit with columns duly filled up before the commencement of 

scrutiny of nominations, failing which the nomination paper will be liable to be 

rejected. 

(c) __________________should be filed latest by __________________. 

ȣȣȣȣȣȣȣȣȣ 

Received. 

ȣȣȣȣȣȣȣȣȢȢ ȣȣȣȣȣȣȣȣȢ 

 

(Signature of candidate)                                       Signature of RO/ARO                                 

 

(Signature) 

Date & time : 

Place:                                                                                                                                    

 

 

N.B. 

1.  The Affidavit in Form 26 and Forms A & B have to be filed latest by 3.00 

P.M. on the last date of filing nominations. 

2.  The nomination paper will be rejected if a candidate fails to fill the 

blanks in Form 26 even after reminder by RO by the hour fixed for 

scrutiny of nomination paper. 

3.  Oath has to be taken after filing nomination paper and before the date 

fixed for scrutiny. 

4.  Certified extract of electoral roll can be filed up to the time of scrutiny. 

5.  Security deposit should be made either before filing of nomination 

paper or at the time of filing of nomination paper. Therefore, there is no 

question of issuing notice for making the security deposit. 

6. If the columns in the affidavit are blank and incomplete the candidate 

should file an affidavit complete in all respects instead of filing an 

affidavit in respect of only the blank columns and the second affidavit 
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which would be the complete one will be disseminated through the web 

site. 

 

Note 

 

A) Consequent on the modification of the format of affidavit filed in Form 26 with effect 

from 1.8.2012 candidates are required to file only one affidavit in the revised Form 26 

with the nomination paper and hence check list was revised. Based on the direction of 

Á ÄÉÖÉÓÉÏÎ ÂÅÎÃÈ ÏÆ ÔÈÅ (ÏÎȭÂÌÅ 3ÕÐÒÅÍÅ ÃÏÕÒÔ ÉÎ ÏÒÄÅÒ ÄÁÔÅÄ ωȢρςȢςπρρ ÉÎ #ÉÖÉÌ 

Appeal No 4956 of 2010 the commission directed that the RO/ARO while checking 

the documents filed with nomination paper and filling up of the   check list, should 

also make an endorsement about defect, if any, noticed in the documents  filed with 

the nomination papers. The check list was modified incorporating the above details. 

(Letter No.576/2013/SDR dated 21.01.2013) 

 

B)  The HoÎȭÂÌÅ 3ÕÐÒÅÍÅ ÃÏÕÒÔ ÏÆ )ÎÄÉÁ ÉÎ ÊÕÄÇÍÅÎÔ ÄÁÔÅÄρσ-09-2013 in WP(C) No121 

of 2008 observed that another clause may be inserted in the standard format already 

prescribed by the Commission for reminding the candidates to fill the blanks with the 

relevant information thereby conveying the message that no affidavit with blank 

particulars will be entertained.  That it is the duty of the Returning Officer to check 

whatever the information required is fully furnished at the time of filing of affidavit 

with the nomination paper since such information are very vital for giving effect to 

ÔÈÅȱ ÒÉÇÈÔ ÔÏ ËÎÏ× ȰÏÆ ÔÈÅ ÃÉÔÉÚÅÎÓ ÁÎÄ ÔÈÁÔ ÉÆ Á ÃÁÎÄÉÄÁÔÅ ÆÁÉÌÓ ÔÏ ÆÉÌÌ ÉÎ ÔÈÅ ÂÌÁÎËÓ ÅÖÅÎ 

after the reminder by the Returning officer, the nomination paper is fit to be rejected.   

The check list was further amended to comply with the direction of Apex court to 

insert another clause for reminding the candidates to fill in the blank columns, if any, 

in the revised affidavit.  (Letter No 576/3/213/SDR dated30-09-2013) 

 

C) Para  5.33 provides that  in order to facilitate monitoring of election expenditure, each 

candidate is required to open a separate bank account exclusively for the purpose of 

election expenditure. This account shall be opened at least one day before the date on 

which the candidate files his nomination papers. The Account Number of this bank 

account shall be communicated by the candidate in writing to the RO at the time of 

filing of his nomination. All election expenditure shall be made by the candidate only 

from this bank account. 
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 D) The Commission in letter No 576/3/2013/SDR dated 13-11-2013 has issued 

clarification regarding the filing of subsequent affidavit complete in all respects if the 

columns are left blank in the original affidavit.  

                                                                                                                              

5.16.1 In order to bring in more transparency, and to prevent cases of any mischief at any 

level, with regard to the documents, the Commission has decided to streamline the 

procedure as follows: 

 

(a)    In respect of each candidate, the RO should maintain, in duplicate, the check list 

of the documents/ requirements to be fulfill ed by the candidates, as per the list 

given above. 

 

(b)    When a candidate files nomination paper, the RO/A RO shall indicate in the 

second column of the check list whether the documents concerned have been filed 

or the other/ requirements fulfill ed. If there is any defect or short coming in the 

documents, the same should be specified. 

 

(c)    If the affidavit in Form-26, extract/copy of electoral roll wherever 

required has not been filed, and if the oath is not taken, the same should be clearly 

mentioned in the bottom of the check list, indicating the time limit  by which this can 

be submitted. 

Once the returning officer records in the CHECK LIST prepared by him at the time of 

presentation of the nomination paper that a particular document/requirement has 

been filed/fulfilled he cannot later take the stand that the document was not in order 

(Civil Appeal No.4956 of 2010-- Ramesh Rout Vs. RavindraNath Rout [2012 (1) SCJ 

567]). The Commission has directed that henceforth the R.O/A.R.O. while checking 

the documents filed with nomination paper  and filling up the Check List, should also 

make an endorsement about defect, if any, noticed in the documents filed with the 

nomination papers ..In cases where a candidate put up by a political party has either 

ÎÏÔ ÆÉÌÅÄ &ÏÒÍÓ Ȱ!ȱ ÁÎÄ Ȱ"ȱȟ ÏÒ ÔÈÅ &ÏÒÍÓ ÆÉÌÅÄ ÁÒÅ ÎÏÔ ÁÓ ÐÅÒ ÔÈÅ ÒÅÑÕÉÒÅÍÅÎÔÓ ɉ ÎÏÔ 

properly  filled up or are not signed in original, etc.) while preparing Form 3A ( 

Notice of Nominations-ANNEXRE 10) a mention to this effect shall be made under 

Column 6 with respect to such candidate.  (Instruction No 576/3/2013 /SDR dated 

21.1.2013) 

(d)     Both the copies of the check list  with all requirements indicated therein as in (b) & 

(c)   above shall be signed by the RO as well  as the candidate.  The duplicate copy of 

the check list shall be handed over to the candidate/ proposer who files nomination 
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paper, while retaining the original with the nomination paper filed by the 

candidate. 

 

(e)   The copy of the check list  handed over as above, will  serve the dual purpose of 

acknowledging  the receipt  of the documents  submitted  as well  as of notices  

for submitt ing the relevant documents.  Therefore, no separate notice is required 

to be given to the candidates  in respect of the items mentioned in this check 

list.  However, acknowledgements of nomination paper will continue to be given as 

per the format in the last part of the prescribed nomination paper. 

(f)    If   and   when   a   document   is   filed   subsequent   to   fili ng   of   nomination,   an 

acknowledgement   to  that  effect  should   be  issued  to  the  candidates,   

clearly mentioning the date and time at which it  is filed.  This should also be 

indicated in the appropriate place in the original check list  retained by the 

Returning Officer as mentioned in item (d) above. 

 

5.16.2 In order to facilitate  monitori ng of election expenditure, each candidate is  

required to open a separate bank account exclusively for the purpose of election 

expenditure. This account shall be opened at least one day before the date on which 

the candidate files his nomination papers. The Account Number of this bank 

account shall be communicated by the candidate in writi ng to you at the time of 

fili ng of his nomination. All election expenditure shall be made by the candidate only 

from this bank account. Wherever the candidate has not opened the bank account or 

not intimated the bank a/c no., you shall issue a notice to each such candidate to 

ÃÏÍÐÌÙ ×ÉÔÈ ÔÈÅ #ÏÍÍÉÓÓÉÏÎȭÓ ÉÎÓÔÒÕÃÔÉÏÎÓȢ 

 

5.16.3 All the nomination papers and the accompanying documents received should be 

kept in the personal custody of the Returning Officer or the specified ARO and no 

other person should have access to them. 

 

5.17 DISCREPANCIES AND ERRORS IN ELECTORAL ROLLS 

 

5.17.1   No misnomer or inaccurate description  or clerical, technical or printi ng error in  

regard to the name  of  the  candidate  or  his  proposers  or  any  other  person  or  in  

regard  to  any  place mentioned in the electoral roll or the nomination paper and no 

clerical, technical or printi ng error in regard to the electoral roll numbers of any 

such person in the electoral roll or the nomination paper shall  affect the full  

operation of the electoral roll or the nomination paper with  respect to such person 

or place in any case where the description  in regard to the name of  the  person  or  
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place  is  such  as  is  commonly  understood.  You  shall  permit  any such misnomer 

or inaccurate description  or clerical, technical or printi ng err or to be corrected and 

where necessary direct that any such misnomer, inaccurate description, clerical, 

technical or printi ng error in the electoral roll or in the nomination papers shall  be 

overlooked. You have no power in law to allow  any other err or to be corrected { See 

Section 33(4)of RP Act 1951}. 

5.17.2 Similarly if there is a complaint  regarding mismatch of photo in the photo electoral  

roll, you will  overlook the same after satisfying yourself about the identi ty of the 

person through some other document produced by him. 

 

5.17.3 Points, which you are thus required to dispose of under Section 33(4), of the said  

Act should invariably be disposed of at this stage. It will  be undesirable for you at the 

time of scrutiny to reject a nomination paper for defects, which could have been thus 

cured at the earlier stage of the presentation of the nomination paper.   
 

5.18 SIGNATURES OF CANDIDATES AND PROPOSERS IN NOMINATION PAPERS 
 

5.18.1 The candidate or his proposer is not required to write his name in full  by way of  

signature. It is not obligatory that the signature on the nomination paper should 

tally exactly with  the full  name of the person as printed in the electoral roll. If 

he adopts his usual form of signature e.g., one or more initi al letters followed by 

the surname, it  should be treated as valid signature for the purposes of the Act. 
 

5.18.2 A proposer can sign more than one nomination paper of the same candidate or of  

different candidates.  Having signed a nomination paper as a proposer, the 

proposer cannot withdraw from being such proposer. 

 

5.18.3  If a candidate or his proposer is unable to write his name to signify his signature,  

he shall be deemed to have signed the nomination paper, if he has placed a mark or 

thumb impression on that paper in the presence of the RO or such officer as may be 

specified in this behalf by the Election Commission  and such  officer  on being 

satisfied  as to the identi ty of that person.  The Commission has specified every 

officer belonging to an administ rative service not below the rank of sub-divisional 

officer as an officer in whose presence such mark may be placed. 

 

5.19 RECEIPT AND NOTICE OF SCRUTINY AND ALLOTMENT OF SYMBOLS 

 

5.19.1 A printed form of receipt for nomination paper and a notice to the candidate of the  

date and time for scrutiny has been incorporated as the last part of the nomination 
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paper. Fill  this in, detach the part from the body of the nomination paper and hand it  

over then and there to the person presenting the nomination paper by way of 

such receipt  and notice. RO can also issue separate receipt  and notice  in the same 

format for convenience. 

 

5.19.2  You should also hand over a writt en notice at this stage indicating therein the place, 

date and time for allotment of symbols. 

5.20 AFFIDAVIT TO BE SUBMITTED BY CANDIDATES 

 

5.20.1 Every candidate makes a declaration in his nomination paper that he is quali fied  

and not disquali fied for being chosen at the election. Among other disquali fications 

mentioned in Arti cles  102(1)  and  191(1)  of  the  Constitution  and  Chapter  II I  of  

Part  II  of  the Representation of the People Act, 1951, section 8 of the said Act lays 

down the disquali fication on conviction for offences specified therein.  Along with  

the nomination paper, every candidate is required to file an affidavit  in Form 26 

(Annexure 11-C, 12). 

 

The affidavit  should be sworn before a Magistrate of the First Class or before a 

Notary Public or a Commissioner of Oaths appointed by the High Court of the State 

concerned, on the last page of the Affidavit. The duly sworn affidavits should be on 

stamp paper of such denomination as prescribed under the state law of the state 

concerned(ECI Lr No 3/ER/2011/SDR dt 1.10.2011 and ECI lr no 3/4/2012/SDR dt 

24.08.2012 

 

5.20.2 If any candidate fails to file the said affidavit  along with  his nomination paper, if 

there is any defect in it, you should bring to his notice this requirement. 

Through the check list  handed over to the candidates or proposers,  the 

candidate should be asked to file duly sworn affidavit  latest by 3.00 p.m. on the 

last date of filing nominations.  (Annexur e-13) 

 

5.20.3 Item 5 of Part A and Part B of the revised Form 26 relates to information regarding  

criminal antecedents to be furnished by the candidates. It is clarified that in item 

(5)(ii) of the said Part A & Part B of Form-26 the details of all pending cases in which 

cognizance has been taken by the Court, irrespective of the quantum of punishment 

or framing of charges will have to be disclosed by the candidate.  

 

5.20.4 Detailed instructions and the format in which the affidavits in Form-26 have to be 

filed were isÓÕÅÄ ÖÉÄÅ ÔÈÅ #ÏÍÍÉÓÓÉÏÎȭÓ ÌÅÔÔÅÒ .ÏȢ σȾτȾςπρςȾ3$2 ÄÁÔÅÄȡ ςτȟ !ÕÇÕÓÔȟ 
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2012. Para 3 of this form requires that email ID of the candidate, if any, should be 

mentioned in this Form. The commission finds it necessary that authentic social 

media accounts of candidates should also be informed to the Commission. This 

information should be furnished in the said para 3 as follows: 

 

Ȱ-Ù ÃÏÎÔÁÃÔ ÔÅÌÅÐÈÏÎÅ ÎÏȢɉÓɊ ÉÓȾÁÒÅȣȣȣȣȣȢȢ 

-Ù ÅÍÁÉÌ )$ɉÉÆ ÁÎÙɊ ÉÓ ȣȣȣȣȣȣȟÁÎÄ 

-Ù ÓÏÃÉÁÌ ÍÅÄÉÁ ÁÃÃÏÕÎÔÓ ɉÉÆ ÁÎÙɊ ÁÒÅȣȣȣȣȣȢȱ 

 

The Commission has divided social media in broadly five different types: 

1. Collaborative projects (for example,    Wikipedia) 

2. Blogs and micro blogs(for example, Twitter) 

3. Content communities(for example,    YouTube) 

4. Social networking sites (for example, face book) 

5. Virtual  game worlds (e.g Apps) 

Information is to be given by candidates about their social media accounts.  

 

5.20.5  No column of the affidavit  should be left blank or fill ed by just ti ck/d ash marking.  

If the information asked for in a column is Nil or not applicable to the particular 

candidate then he should write 'Nil'  or 'Not applicable' or not known in that 

column. Incomplete affidavits are liable to be rejected leading to rejection of 

nomination paper. 

                  

4ÈÅ (ÏÎȭÂÌÅ  ÓÕÐÒÅÍÅ #ÏÕÒÔ ÈÁÓ  ÈÅÌÄ that in the affidavits filed by candidates along 

with their nomination paper, the candidates are required to fill up all columns therein 

and no column can be left blank. Therefore, at the time of filing of affidavit, RO has to 

check whether all columns of the affidavit filed with the nomination paper are filled 

up. If not, the RO shall give a reminder to the candidate to furnish information against 

ÂÌÁÎË ÃÏÌÕÍÎÓȢ 4ÈÅ (ÏÎȭÂÌÅ #ÏÕÒÔ ÈÁÓ ÈÅÌÄ ÔÈÁÔ ÉÆ ÔÈÅÒÅ ÉÓ ÎÏ ÉÎÆÏÒÍÁÔÉÏÎ ÔÏ ÂÅ 

furnished against any item, apÐÒÏÐÒÉÁÔÅ ÒÅÍÁÒËÓ ÓÕÃÈ ÁÓ Ȭ.),ȭ ÏÒ Ȭ.ÏÔ !ÐÐÌÉÃÁÂÌÅȭ ÏÒ 

Ȭ.ÏÔ +ÎÏ×Îȭ ÁÓ ÍÁÙ ÂÅ ÁÐÐÌÉÃÁÂÌÅ ÓÈÁÌÌ ÂÅ ÉÎÄÉÃÁÔÅÄ ÉÎ ÓÕÃÈ ÃÏÌÕÍÎȢ 4ÈÅÙ ÓÈÏÕÌÄ ÎÏÔ 

leave any column blank. If a candidate fails to fill the blanks even after reminder, the 

nomination paper will be liable to be rejected by the RO at the time of scrutiny of 

nomination papers. (Instruction No 576/3/2013/SDr dated 30.9.2013) 

 

5.20.6  Similar  action  should  be  taken  by  the  Specified  Assistant  Returning  Officer,  

 if  the nomination paper is presented to him. 
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5.21 OATH OF AFFIRMATION BY CANDIDATES 

 

5.21.1 A candidate at an election to Parliament, State Legislature or Legislative Assembly 

in a Union Terr itory is required under Arti cle 84(a) or Article 173(a) of the 

Constitution,  section 4(a) of the Government of Union Territories Act, 1963, or 

section 4(a) of the Government of National Capital Terr itory of Delhi  Act, 1991, as 

the case may be, shall make and subscribe an oath or affirmation in the prescribed 

form before some person authorized in that behalf by the Election Commission.    A 

model of the form of oath or affirmation is given in Annexure 14. 

5.21.2  The  Election  Commissionȭs  noti fications  authorizing  certain  persons  in  this  

behalf  are reproduced in Annexure 15. For any parti cular election, the authorized 

persons are, principally, the Returning Officer and the Assistant Returning Officers 

for the constituency for the election. In the case of a candidate confined in a prison 

or under preventive detention, the superintendent of the prison or commandant of 

the detention camp in which he is so confined or is under such detention is 

authorized to administer the oath. And in the case of a candidate confined to bed in a 

hospital or elsewhere owing to illn ess or any other cause, the medical 

superintendent in charge of the hospital or the medical practition er attending on 

him is similarly authorized. 

 

5.21.3  In the case of a candidate, who is out of India, the oath or affirmation may be 

made and subscribed before the diplomatic or consular representative of India in 

the country where the candidate happens to be, or any person authorized  by 

such diplomatic  or consular representative. Where the candidate is for any other 

reason unable to appear or prevented from appearing before the Returning Officer 

concerned or the Assistant Returning Officer the oath or affirmation may be made 

and subscribed before any other person nominated by the Election Commission on 

an application made to it  in this behalf. The Commission has also authorized all  

stipendiary presidency magistrates, all  stipendiary magistrates of the first class, all  

district judges and all  persons belonging to the judicial service of a State other 

than  district  judges,  as  officers  before  any one  of whom  the  candidate  can  

make  and subscribe the oath or affirmation. 

 

5.21.4  The  oath  or  affirmation  should  be  made  and  subscribed  before  the  date  fixed  

by the Election Commission for scrutiny of nomination papers at that election. 

The decisions of the Supreme Court in Pasupati  Nath Singh versus Harihar Prasad 

Singh (A.I.R. 1968-SC- 1064) and Khader Khan Hussain Khan and others vs. 

Nijalingappa (1970-1 SCA-548) have clarified the position and removed all  doubts 
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in regard to the actual making and subscribing the oath or solemn affirmation. 

 

5.21.5  According to these decisions, the oath or solemn affirmation can be made and 

subscribed by a candidate only  after  his nomination paper  has been deliv ered 

and it  cannot be so made and subscribed on the date of scrutiny. You should, 

therefore, advise the candidate to make the oath or affirmation immediately after 

presenting their  nomination papers and in any case not later than the day previous 

to the date of the scrutiny. As such oath taken at or before 12:00 of midnight of 

preceding day of day noti fied for scrutiny of nomination paper should be treated 

within  time. 

5.21.6  The oath or affirmation is to be made and subscribed in person before the 

authorized person. 

 

5.21.7  It is not necessary that the oath or affirmation should be made more than once if a 

candidate is nominated from more than one constituency at a general election. 

All that is required under Arti cles 84(a) and 173(a) is that the person concerned 

should make and subscribe an oath or affirmation according to the form set out for 

the purpose in the Third Schedule to the Constitution. According to the above 

referred decision of the Supreme Court in Khadar Khan Hussein Khanȭs case, when 

once this is done in respect of one nomination paper at a general election, the 

necessary quali fication is obtained and this removes the bar laid down by the above 

Articles. The candidates should show to the RO that oath has been validly made in 

respect of the nomination filed in the other constituency.  It would also be open to 

the candidate to make another oath in respect of the second constituency also. 

 

5.21.8  The onus of proving that a candidate had made or subscribed the oath or 

affirmation before some other authorized person rests on the candidate himself. It 

is sufficient if the candidate or his representative produces before you the 

certi ficate issued   to the candidate by the authorized person that he has made and 

subscribed the oath or affirmation before him on that day at a parti cular hour for 

that election. 

 

5.21.9  Section 36(2) (a) of the Representation of the People Act, 1951 requires that on the 

date for the scrutiny of nominations the nominated candidate should have the 

requisite quali fication including the quali fication of having made and subscribed 

the oath or affirmation. If the oath or affirmation is not made and subscribed 

before the date appointed for the scrutiny of nomination papers, the candidate 

shall  be held by you as not quali fied to stand for the election. It  is  not  necessary  
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that  every  nomination  paper  of  a  candidate  must  be accompanied by the form of 

oath signed by the candidate. 

 

5.21.10 The oath of affirmation has first to be made and then signed by the candidate 

before the authorized person. It should be borne in mind that mere signing on the 

paper on which the form of oath is written is not sufficient. The candidate must 

make the oath before the authorized person. The latter should ask the candidate to 

read aloud the oath and then to sign and give the date on the paper on which it is 

written. If the candidate is illiterate or unable to read the form the authorized 

person should read out the oath and ask the candidate to repeat the same and 

thereafter take his thumb impression on the form. In all cases, the authorized person 

should endorse on the form that the oath of affirmation has been made and 

subscribed by the candidate on that day and hour.   

 

5.21.11  The authorized person will  forthwith  give a certi ficate to the candidate that he 

has made and subscribed the oath before him on that day at a parti cular hour. The 

certi ficate will  be given to the candidate without  his applying for it. This will  avoid 

all  controversy later on as to whether the candidate had taken the oath or not. 

 

5.21.12   If the authorized person is the superintendent or commandant of the prison or 

camp he should issue forthwith  to the candidate a certi fied copy of the oath for 

producing it  as evidence before  you at the time of scrutiny of nominations.  The 

superintendent  of the prison or commandant of the detention camp will  

simultaneously send a writt en communication by the most expeditious means of 

transmission like fax to you indicating the date and time at which the parti cular 

candidate made and subscribed the oath or affirmation. He will  also send you the 

original of the oath or affirmation made and signed by the candidate. 

 

5.21.13     If the authorized person is a medical superintendent of a hospital or medical 

practition er or a diplomatic or consular representative of India in the country 

where the candidate happens to be or the district judge or person belonging to the 

judicial service of a State (other than district judge) or stipendiary presidency 

magistrate or stipendiary magistrate of   the first class or any other person 

nominated by the Election Commission, he should as soon as the candidate has 

made and subscribed the oath or affirmation, certi fy this fact on the form, keep 

a copy for his record and hand over the original to the candidate.  It will  be 

the responsibility of the candidate to see that the original oath or affirmation is 

produced before you at or before the time fixed for the scrutiny of nomination 
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papers. 

 

5.21.14          You  and  the  Assistant  Returning  Officers  should  get  these  forms  of  oath  

printed, cyclostyled or typed in the official language of that State and in English 

and keep them ready at hand. If any person intending to contest an election asks 

for a copy of the form it should be supplied to him. When a candidate who is 

confined to bed owing to illn ess takes his oath before a medical officer of a hospital 

or before a medical practition er it  will  be his responsibility to obtain two copies of 

the oath form to enable the medical officer or the medical practition er to administer 

the oath. 

5.22 NOMINATION BY OVERSEAS ELECTORS 

 

5.22.1  An overseas elector who is registered in roll under section 20A of the RP Act 1950 

shall be included in the part of the roll pert aining to the locality in which his place 

of residence in India as mentioned in his passport is located. Enrolment in the 

electoral roll also confers on an overseas elector the right to contest elections, 

subject to the fulfil lment of the other requirements of the law. One of the 

essential qualifications prescribed under the law is that candidate should make 

and subscribe an oath or affirmation in the prescribed form, before a person 

authorized by the Commission in this behalf. In the case of a candidate who is an 

overseas elector and who is outside India, the oath can be made before the 

diplomatic or consular representative of India in the country where the candidate 

happens to be. An overseas elector may approach the authorized person in the 

Indian mission of the country concerned for making the oath of affirmation. If an 

overseas elector who may file nomination papers is in India at the time of fili ng 

nomination, he may make the oath or affirmation before the RO/ ARO. If a candidate 

who is an overseas elector appears before the RO/A RO to make the oath, the  

RO/A RO  concerned  shall  ensure  that  the  identity  of  the  person  is  properly 

verified by carefully going through the part iculars of the passport of the person. 

Such person will  necessarily  have to produce his/ her original passport for 

verification by the RO/ ARO at the time of making the oath or affirmation. 

 

5.22.2  Copies of the affidavits should be displayed in the premises of a public place 

within  the constituency freely accessible to the general public.  Displaying copies on 

the ROȭs notice board  will  be  done  in  all  cases,  even  if  the  office  is  outside  the  

boundary  of  the constituency. 
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5.23 NOTICE OF NOMINATIONS 

 

5.23.1  After 3 p.m. on each day between the date of noti fication and the last date for 

making nominations, both days inclusive, publish on your notice board a notice of the 

nomination papers  filed .  This notice shall be in Form 3-A (Section  35 and Rule 7 

ANNEXURE 10). Your Specified Assistant Returning Officer should also do the same 

in respect of the nomination papers presented before him at the end of each day if 

he is receiving nomination papers from a different place. If more nomination papers 

than one have been presented before you in respect of the same candidate, notice 

must be given of all  of them.  A copy of this daily notice should be forwarded  to 

you by the Specified Assistant Returning Officer from day to day so that you may be 

aware of the latest position in the constituency as a whole. 

5.24 DISPLAY OF COPIES OF NOMINATION PAPERS AND AFFIDAVITS 

 

5.24.1 Copies  of nomination  papers  filed  by each  candidate  along with  copy of the 

affidavit accompanying the nomination should be displayed on the notice board in 

your office on the same day on which the nomination has been filed.  In addition  to 

this if the office of the ARO is outside the headquarters of the RO but within  the 

Assembly constituency, then copies of affidavits should be displayed on the notice 

board of the ARO also.   In cases where the offices of both the RO and ARO are 

located outside the boundary of the constituency, then one set of nomination and 

affidavit should be displayed on the notice board of the RO and another set 

should be displayed in some public premises within the constituency limits 

accessible to the general public.  If anyone furnishes any information 

contradicting the statements in the nomination form or the affidavits  by  means  of  a  

duly  sworn  affidavit,  copies  of  such  papers  should  also  be displayed on the 

notice board. If anyone asks for a copy of the papers mentioned above, the same 

should be made available to him/h er freely. Copies should also be handed over 

to media persons for wide dissemination of the information contained in the 

affidavits. 

             (Commission Instruction No.3/ER/2011/SDR dated20.7.2012 and 12.10.2012) 

5.24.2  A copy of the affidavits furnished by the candidates should be made available 

at the earliest  by you to the DEO who will  consolidate  all  such affidavits  

received  by the Returning Officers in his district and make available the same to 

any person or persons desirous of obtaining the same on payment of nominal 

copying charges. 
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5.24.3    Up loading Affidavits filed by candidates in the web site  

 

The affidavit filed by all candidates, whether set up by the recognized political parties 

or unrecognized political parties or independents shall be put up on the web site soon 

after the candidates  files the same and within 24 hours in any event . Even if any 

candidate withdraws his candidature, the affidavit already uploaded on the website 

shall not be removed.(Instruction No.3/ER/2011/SDR dtd 20.7.2012 & 12.10.2012 ) 

 

5.24.4   Up loading counter Affidavits  in the web site  

 

!Ó ÐÅÒ ÔÈÅ ÄÉÒÅÃÔÉÏÎÓ ÉÎ ÔÈÅ #ÏÍÍÉÓÓÉÏÎȭÓ ÏÒÄÅÒ .ÏȢ σȾ%2ȾςππσȾ*3-II, dated 27-03-

2003, the affidavits filed by candidates are to be disseminated by displaying copies 

thereof on the notice board of the Returning Officer and by making copies available 

freely to those seeking the same. In the said order, it was also directed that if anyone 

furnishes information countering the statements made by any candidate in his 

affidavit by means of a duly sworn affidavit, such counter affidavit shall also be 

disseminated along with the affidavit of the candidate concerned in the same manner, 

i.e. by displaying copy on the notice board and furnishing copies to others on demand.  

The Commission has decided that, all counter affidavits (duly notarized) filed by any 

person against the statements in the affidavit filed by the candidate shall also be 

uploaded on the website along with the affidavit concerned. Such uploading should 

also be done within 24 hours of filing of the same. (Instruction No. 3/ER/2013/SDR/ 

Dated: 12th June, 2013) 

 

5.25 PUBLISHING INFORMATION ON ȬGOVERNMENT DUESȭ 

 

5.25.1 The information furnished by the contesting candidates in relation to the 

Government dues to the five departments mentioned in item (8) (ii ) & (iii)  of the 

affidavit  should be published by the Returning Officers concerned in at least two 

newspapers having local circulation, one of which should be a vernacular 

newspaper. This should be published by the Returning Officer within  two days 

after preparing the list of contesting candidates. A format in which the Returning 

Officers may publish the information is given at ANNEXURE  16.  If there is more 

than one constituency in a District, the Distr ict Election Officer may publish the 

above information in a consolidated form in respect of all  constituencies 

(constituency-wise) in that district, by suitably modifying the format, referred to 

above. 
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5.25.1 When the information on Govt dues is published in the Newspaper ,there should be a 

note added therein mentioning the places where the other details viz.(criminal 

background, assets, liabilities and education qualification) of all the contesting 

candidates can be found. The note should also mention that the affidavit can be 

viewed on the website of the CEO and path to the website should also be 

mentioned.(No 3/ER/2011/SDR dt 8.2.11) 

 

5.26 DEPOSITS 

 

5.26.1  Under the Law, i.e., section 34 of the Representation of the People Act, 1951, 

every candidate at an election to the House of the People must make a security 

deposit of ̀ 25,000/ - (Rupees Twenty Five Thousand only). 

For  an  election  to  a  State  Legislative  Assembly,  the  amount  of  security  deposit  

is ̀ 10,000/ - (Rupees Ten Thousand only). 

 

5.26.2 A  candidate  belonging  to  a Scheduled  Caste/ Scheduled  Tribe  is  required  to  

make  a security deposit of only half of the amounts mentioned above, even in a 

general constituency. 

 

5.26.3 Every candidate presenting a nomination paper has an option to make the security 

deposit either in cash with  you or by depositing in the Reserve Bank of India or a 

Government Treasury (through challans) the appropriate sum as required by 

Section 34 of RP Act 1951. Unless the sum is deposited in cash with  you, a receipt  

(the challan) in proof of the deposit must be enclosed with  the first nomination 

paper presented on behalf of the candidate. 

 

5.26.4  The  deposit  should  be  made  under  the  followi ng  Head  of  Account  for  

Election  to Parliament: - 8443 -CIVIL DEPOSITS-121-DEPOSITS IN CONNECTION 

WITH ELECTIONS-2- DEPOSITS MADE BY CANDIDATES FOR PARLIAMENT. 

 

5.26.5  The deposit should be made under the following Head of Account for Election to   

State / Union  Territory  Legislatures:-  8443-  CIVIL  DEPOSITS-121-DEPOSITS  IN 

CONNECTION WITH ELECTIONS-1-DEPOSITS MADE BY CANDIDATES FOR 

STATE/UNION   TERRITORIES  LEGISLATURES.   One deposit sufficient for each 

constituency.   

5.26.6  One deposit is required from each candidate in respect of his candidature in a 

constituency and once such a deposit has been made (other than deposit made 
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before the RO) and the receipt  enclosed with  his first nomination paper, the 

candidate is not required to make any other deposit in respect of subsequent 

nomination papers, which may be presented on his behalf in that constituency. 

 

5.26.7  A  candidate  must,  however,  make  a  separate  deposit  in  respect  of  each  

different constituency in which he files nomination papers.  It is already clarified 

that no candidate can be nominated from more than two Parliamentary/Assembly 

constituencies. 

 

5.26.8    Security deposit cannot be made by a cheque. 

 

5.27 DEPOSIT BY SCHEDULED CASTE OR SCHEDULED TRIBE CANDIDATE 

 

5.27.1  A candidate belonging to a Scheduled Caste or a Scheduled Tribe is not 

debarred from contesting an election from a general constituency. This is clear from 

section 55 of the Representation of the People Act, 1951 which says that a member 

of the Scheduled Castes or of the Scheduled Tribes shall  not be disquali fied to hold a 

seat not reserved for members of those castes or tribes, if he is otherwise quali fied 

to hold such seat. A candidate who is a member of Scheduled Caste or Scheduled 

Tribe is, therefore, entitl ed to make the concessional amount of deposit specified in 

clauses (a) and (b) of section 34(1), irrespective of whether the constituency is a 

reserved constituency or not. It is not obligatory for such a candidate contesting an 

election from a general constituency to fill  up the declaration in the nomination 

paper that he is member of a Scheduled Caste or a Scheduled Tribe. But the 

candidate to be eligible to deposit the concessional amount must satisfy you that he 

is a member of a Scheduled Caste or a Scheduled Tribe through a Certi ficate issued 

by an authority  duly authorized by the State Government for the purpose. 

 

5.28 TRANSMISSION     OF     NOMINATION     PAPERS     BY     SPECIFIED     

ASSISTANT RETURNING OFFICER 

 

5.28.1 Instruct  the Specified  Assistant  Returning  Officer  to  forward  to  you,  for  further 

necessary action at your end, all  the nomination papers received by him as also all  

other papers connected therewith, immediately after the last day for making 

nominations or if convenient, in batches from day to day. In any case, all  such 

papers should reach you latest by 7 p.m. of the last day for making nominations. 
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5.29 INTIMATION     BY     POLITICAL     PARTIES     ABOUT     THEIR     AUTHORISED 

CANDIDATES 

5.29.1.  As has been mentioned in para 10 above, the nomination of a candidate set up 

by a recognized National or State party is required to be subscribed by only one 

elector  as proposer, whereas the nomination of all  other candidates (a party 

recognized as State Party in another State and including candidates set up by 

registered-unrecognized parties) is  to  be  subscribed  by  ten  electors  as  

proposers.  Therefore,  the  question  whether  a candidate has been set up by a 

recognized National or State party becomes relevant at the time of scrutiny of 

nomination papers for determining as to whether the nomination has been valid ly 

subscribed  by the required number of proposers or not. In view of this 

important provision in law, the Commission has directed that all  politi cal parties, 

whether recognized  or  registered-unrecognized,  must  send  their  intim ations  in  

regard  to  the candidates set up by them to the Returning Officers, not later than 

3.00 p.m. on the last date for making nominations Accordingly,  you shall  accept 

only those intim ations  from the politi cal parties, in Forms A and B prescribed by 

the Commission for the purpose, which are received by you, latest by 3.00 p.m. on 

the last date for making nominations. Any inti mation  received  by  you  thereafter  

shall  not  be  taken  into  consideration  for  any purpose. In such  cases the time of 

receipt  of the Form shall  be recorded by you on the Form.   If the Form is delivered 

by the candidate or any other person, his/h er signature should also be obtained 

under such entries made by you. Printed, cyclostyled and photocopies of form `"ȭ 

may be used by politi cal parti es, but these must be signed in ink by authorized 

office bearer(s) of the politi cal party concerned. Similarly, fax copies of such forms 

are not acceptable. Photocopy of Form B submitted for the main candidate can be 

used for the substitute candidate. 

5.30 PREPARATION OF CONSOLIDATED LIST OF NOMINATED CANDIDATES 

 

5.30.1  Immediately after 3.00 p.m. on the last date for filing  nominations,  or as soon 

as possible after you have received all the nomination papers from the Specified 

Assistant Returning Officer you should prepare a consolidated list  of all  the 

nomination papers, presented either before you or before the specified Assistant 

Returning Officer.  Such consolidated list  of nominated candidates shall  be prepared 

in the followi ng form:- 
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LIST OF NOMINATED CANDIDATES 
 

Name of the State ......................................................................................... Name of 

Parliamentary/Assembly ConstituencyȣȣȣȣȣȣȣȣȣȣȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢȢ 

 

Sl. 

No 

Name 

of 

Candid

ate 

Address of 

Candidate 

Symbols 

chosen 

in Order 

of 

preferen

ce by the 

cacandid

ate. 

Name of 

Politi cal 

Party  

(National/  

State or 

registered) by 

which the 

Candidate 

claims to have 

been set up /  

independent 

candidate 

Whether 

Forms 

Ȭ!ȭ and Ȭ"ȭ 

have been 

received by 

3.00 p.m. 

on the last 

date for 

making 

nominations 

in respect of 

the 

candidate 

Whether main 

candidate or 

substitute 

candidate of the 

party  (as per 

part yȭÓ 

intimation in 

Form B) 

1 2 3 4 5 6 7 
       
       
       
 

Place .................................... 

Date .....................................                                                            Returning Officer    
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5.30.2  Even if more than one candidate has claimed to be set up by the same party, the 

names of all  such candidates should be included in the relevant category, i.e., 

category (i)  or (ii),  as may be relevant. However, suitable remarks should be given in 

respect of each such candidate in columns 6 and 7 of the above list, taking into 

consideration the inti mation received, if any, from the party concerned in the 

prescribed Forms A and B by 3.00 p.m. on the last date for making nominations. 

This will  facilit ate your task at the time of scrutiny of nomination papers of the 

concerned candidates. 

 

5.30.3  You should also indicate in the above list, the symbols chosen, in the order of 

preference, by each candidate. For this purpose, the choice indicated in the 

nomination paper first delivered in respect of the candidate should be taken into 

account. However, in the case of a candidate claiming to have been set up by a 

recognized National or State party, and in whose favour the requisite inti mation in 

Forms A and B has been received from the politi cal party concerned by the 

stipulated date and time, the symbol reserved for that party should be shown in 

column 4, provided that the candidate concerned has, in any of his nomination 

papers duly filed by him, made a declaration that he has been set up by such party 

and sought allotment of the reserved symbol of that party. 

 

5.30.4  If more nomination papers than one have been presented in respect of the same 

candidate, it  is not necessary to include the name of that candidate in the list  more 

than once. 

 

5.30.5  Send one copy of this list  to the Chief Electoral Officer by the fastest means of 

communication, marked ȬElection ImmediatÅȭ.  One  copy  of  the  list  should  also  be  

sent  forthwith  to  the  Election Commission.  On  many  occasions  in  the  past,  it  

has  come  to  the  notice  that  while preparing  the list  of nominated  candidates,  

complete  address  of the candidate  is not indicated under column 3 of the list  in 

the above form. Consequently, while preparing the lists of valid ly nominated 

candidates and contesting candidates, the address of the candidates remains 

incomplete. This creates a lot of difficulti es and inconvenience at later stages 

when some communication is required to be sent to the candidate. Therefore, every 

care should be taken to ensure that complete address of each candidate is indicated 

properly in the list  of nominated candidates. 
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5.31 APPOINTMENT OF ELECTION AGENTS 
 
5.31.1  Note that under the law, it  is not necessary or incumbent on a candidate to 

appoint  an election agent at the time of fili ng of his nomination paper. Such 
appointment may, if the candidate  so  desires,  be  made  at  any time  he  likes  or  
not  at  all.  In other words,  the appointment of an election agent has, in the first 
place, been made optional and secondly, has been made independent of the 
nomination. Every such appointment has to be made by a formal communication by 
the candidate in Form 8 in duplicate, which has to be forwarded to you. Return one 
copy thereof to the candidate/election agent after affixing thereon your seal and 
signature in token of your approval of the appointment. 

 
5.31.2  The Commission has decided that Photo Identi ty Cards shall  also be issued to 

election agents. For this purpose, the letter of appointment of election agent in Form 
8 itself, with photograph, should serve the purpose of such identi ty card. In future, 
all  candidates should be instructed to affix the photographs also of their  election 
agents on the top right  portion of both the copies of their  appointment letters in 
Form 8. These photographs should also be attested by the Returning Officer in the 
same manner as has been instructed in the case of attestation of photographs of 
candidates. 

 
5.31.3  Any person who is disquali fied under the Constitution or under the 

Representation of the People Act, 1951, for being a member of either House of 
Parliament or either House of the Legislature of a State or for voting at elections 
shall, so long as the disqualification subsists, be disquali fied for being an election 
agent at any election. 

5.31.4  The Commission has instructed that the ministers of the union or states and MP, 
MLA, MLCs and any other person provided with  security  cover by the state shall  not 
be appointed as election agents (and also  as  polli ng  and  counting  agents)  as the 
security personnel accompanying them cannot be permitt ed to enter polli ng 
station and counting centre, nor can their  security be jeopardized in the absence of 
their  security personnel. No person with security cover can be allowed to surrender 
the security cover to enable him to become an election agent. 

 
5.31.5  Every candidate is also permitted to appoint an additional election agent for 

assisting the candidate in various expenditure related matters. The prohibitions 
indicated in 7.23 and 7.24 would apply to the appointment of the additional 
election agent also. This additional agent would be for the purpose of performing 
only the non-statutory duties relating to expenditure monitoring matters. The 
statutory duties the election agent is authorized to perform on behalf of the 
candidate can be performed only by the election agent appointed under Section 
40 of the Representation of PeoplÅȭs Act, 1951 read with Rule 12 of the Conduct of 
Election Rules, 1961. 
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5.32  REVOCATION OF APPOINTMENT OF ELECTION AGENT 
 
5.32.1 A candidate may revoke the appointment of election agent at any time by a 

letter in Form 9, which is to be lodged with  you in order to take effect. If an election 
agentȭs appointment has been revoked or if  he dies, the candidate may appoint 
another election agent in his place. 

 
5.33 SPECIMEN SIGNATURES OF CANDIDATE AND HIS ELECTION AGENT 
 
5.33.  In  order  to  prevent  any  malpractices  at  polli ng  stations  by  unscrupulous  

persons pretending to be polli ng agents appointed by the candidates or their  
election agents, you should obtain and circulate the specimen signatures of the 
candidates and their  election agents to each Presiding Officer in the proforma as 
given in Annexure 23, so that the Presiding Officers are in a position to verify the 
signatures of  candidates/th eir  election agents on any form or document presented 
on their behalf. 

 

5.34 MAINTENANCE OF ACCOUNTS OF ELECTION EXPENSES BY CANDIDATES 

FROM DATE OF THE NOMINATION 

 

5.34.1  Under  the  law  (Section  77  of  the  Representation  of  the  People  Act,  1951),  

every candidate  or  his  election  agent  has  to  keep  a  separate  and  correct  

account  of  all expenditure in connection with  the election to the House of the 

People or, as the case may be, Legislative Assembly of a State/Union  Territory, 

incurred or authorized by him or by his election agent between the date on which 

he has been nominated as a candidate and the date of declaration of result of the 

election, both dates inclusive.   (In this regard, see also Chapter XVII and Instructions 

on Expenditure Monitori ng in Elections.) 

5.34.2  Further, under section 78 of the said Act, every contesting candidate has to lodge 

a true copy of the said account within  30 days from the date of declaration of 

result of the election, with  the District Election Officer.  In the computation of this 

30 dayÓȭ period, the date of declaration of result  of election is excluded.  If 30th  day 

so computed, is a Sunday or other holiday and office of the DEO is closed on that 

day, the account of election expenses may be lodged on the next day if it is open, 

and in that event the account will  be deemed to have been lodged in time. 

 

5.34.3   In order to ensure that all  candidates comply with  the requirements of law 

relating to maintenance of accounts of election expenses from the dates of their  

nominations and fili ng of their  returns of election expenses in the manner and 

wi thin the time required by law, you shall  invite  the attention of each candidate to 
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the above provisions of law in writi ng. This should be done by addressing a 

letter to each candidate as in Annexure 19, as soon as he files his nomination 

paper. 

 

5.34.4  The format of the register prescribed by the Commission for maintaining the 

account of election expenses by the candidates is given at Annexure 19 issued 

vide Commissionȭs  letter No.76/2003/J.S.II dated 24 October, 2003. The 

candidates  are required to maintain the day-today account of election expenses 

along with Cash Register and Bank Register and the details of the expenditure 

incurred by politi cal parties, other associations, individu al, etc. 

 

5.35  Separate Bank Account  to be opened by each candidate for  elect ion 

expenditure 

 

5.35.1  In order to facilitate  monitori ng of election expenditure, each candidate is 

required to open a separate bank account exclusively for the purpose of election 

expenditure. This account shall be opened at least one day before the date on 

which the candidate files his nomination papers. The Account Number of this 

bank account shall be communicated  by  the  candidate  in  writi ng  to  you  at  the  

time  of  fili ng  of  his nomination. All election expenditure shall be made by the 

candidate only from this bank account. All money to be spent on electioneeri ng 

shall be deposited in this bank account irr espective of its funding from any source 

including candidateȭs own fund. 

 

5.35.2  The bank Account can be opened either in the name of the candidate or in the 

joint name with  his election agent for the purpose of election expenditure. The 

bank account should not be opened in the joint name with  any family member 

of the candidate or any other person, if he/s he is not the election agent of the 

candidate. 

 

5.35.3  The bank account can be opened anywhere in the state. The accounts can be 

opened in any of the banks including the co-operati ve banks or in the post 

offices. The existing bank account of the candidate should not be used for this 

purpose as it  has to be a separate bank account for election purpose. 

 

5.35.4 Wherever the candidate has not opened the bank account or not intimated the bank 

a/c   no., you shall issue a notice to each such candidate to comply with the 

#ÏÍÍÉÓÓÉÏÎȭÓ ÉÎÓÔÒÕÃÔÉÏÎÓȢ The Commission has clarified that if the separate bank 
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account is not opened before nomination for election expenses or any amount is 

spent, without depositing the same in the said bank account, it will be treated that the 

ÃÁÎÄÉÄÁÔÅ ÈÁÓ ÎÏÔ ÍÁÉÎÔÁÉÎÅÄ ÔÈÅ ÁÃÃÏÕÎÔ ȰÉÎ ÔÈÅ ÍÁÎÎÅÒ ÐÒÅÓÃÒÉÂÅÄȱȢ 

5.35.5 All election expenditure shall be made by the candidate, only from this bank account. 

All expenses to be incurred by the candidate on electioneering shall be deposited in 

this bÁÎË ÁÃÃÏÕÎÔȟ ÉÒÒÅÓÐÅÃÔÉÖÅ ÏÆ ÉÔÓ ÓÏÕÒÃÅ ÏÆ ÆÕÎÄÉÎÇ ÉÎÃÌÕÄÉÎÇ ÃÁÎÄÉÄÁÔÅȭÓ Ï×Î 

fund.  A self -certified copy of the statement of this bank account shall be submitted 

by the candidate to the DEO along with the statement of the account of election 

expenditure as required to be filed within a period of 30 days from the date of 

declaration of results.  

 

 The candidate(s) shall incur his/her election expenses by crossed account payee 

cheque, or draft or by RTGS/NEFT from the bank account opened for election 

purpose.  However, if the amount payable by the candidate(s) to any person/entity, 

for any item of expenditure, does not exceed Rs. 20,000/- during the entire process 

of election, then such expenditure can be incurred in cash, by withdrawing it from 

the said bank account.   

 

  The candidate(s)is required to deposit the entire amount meant for election 

expenses in the said bank account and all their election expenses are to be incurred 

only from the said account.   

 

    The candidate(s)is also required to ensure that neither their agents and their 

followers nor they themselves carry cash exceeding Rs.50,000/ - in the constituency 

ÄÕÒÉÎÇ ÅÌÅÃÔÉÏÎ ÐÒÏÃÅÓÓȟ ÁÓ ÐÅÒ ÄÉÒÅÃÔÉÏÎ ÏÆ (ÏÎȭÂÌÅ 3ÕÐÒÅÍÅ #ÏÕÒÔ ÉÎ ÃÁÓÅ ÏÆ %ÌÅÃÔÉÏÎ 

Commission Vs. Bhagyoday Jan Parishad and Ors. (SLP No. CC 20906/2012).  

 

   It is hereby clarified that if any election expenses are incurred without routing it 

through the said bank account or not by way of cheque or draft or RTGS/NEFT,as 

mentioned in para (v) above,  it will be treated that the candidate has not maintained 

the accounts in the manner, prescribed by the Commission.  

 

   The DEOs shall issue suitable instruction to all the banks or post offices located in 

their districts  to ensure that they open dedicated counters for election purpose to 

facilitate prompt service to the candidates in opening of bank accounts. The banks 

shall also allow withdrawals and deposits from the said account on priority basis 

during the election period.  
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5.36 INTIMATION  TO  CONTESTING  CANDIDATES REGARDING  RESTRICTIONS  ON  

THE PRINTING OF PAMPHLETS OR POSTERS, ETC. 

 

5.36.1   Section 127A of the Act requires that every election pamphlet or poster should 

have on its face  the  names  and  addresses  of  the  printer  and  publisher  thereof,  

and  that  wi thin  a reasonable time after printing the document, one copy of the 

declaration as to the identi ty of the publisher together with  a copy of the document 

should be sent to the Chief Electoral Officer of the State (if  it  is situated in the State 

Capital), or to the District Magistrate of the District, in which it is printed. Any 

contravention of this provision shall  be punishable with imprisonment for a term, 

which may extend to six months, or with  fine, which may extend to two thousand 

rupees, or with  both. 

 

5.36.2  In order that there is strict observance of and compliance with, the requirements 

of the abovementioned provisions of law on the subject, the Commission has issued 

detailed directions in its Order No. 3/9  (ES008)/9 4-J.S. II, dated 02.09.1994. A copy 

of the said Order dated 02.09.1994 is given in Annexure- 20 

 

5.36.3   You should carefully go through the contents of the said Order for strict 

observance of, and compliance with  the same. If any Officer who is responsible 

for the enforcement of the provisions of law and the directions of the Commission 

in this regard is found to have failed in the due discharge of his duties, he will  be 

liable to severe disciplin ary action apart from any penal action that may be called 

for against him for breach of his official duty. 

 

5.36.4   Copies of the above said Order shall  be handed over to each candidate when he 

comes to the Office of the Returning Officer for fili ng of his nomination paper and 

an acknowledgement obtained in writi ng thereof.  

 

5.36.5  The Chief Electoral Officer and the Returning Officer shall  bring in writing to the 

notice of all  printi ng presses the contents of the above said Order and shall  also issue 

a Press Note for the guidance of the candidates and to make the public aware of 

strict provisions of law relating to printi ng of posters,  pamphlets  etc. by the 

candidates  and politi cal parties. 

5.36.6 Returning officer should note that instructions on Expenditure control and 

monitoring are given in greater details in Chapter XVIII of this hand book, dealing 

with Accounts of Election Expenditure. ROs should also ensure that they should get a 
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copy of Ȱ)nstructions on Election Expenditure & Monitoringȱ January, 2014 issued 

by the Commission and read the latest instructions. 
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CHAPTER - VI 

SCRUTINY 
 
6.1 SCRUTINY OF NOMINATIONS BY RETURNING OFFICER 
 
6.1.1  Scrutiny of nomination papers should be done by you and not by any of the 

Assistant Returning Officers. The only exception to this mandatory requirement 
is when you are unable to do so owing to unavoidable circumstances; in such a 
situation one of the Assistant Returning Officers authorized by you in this behalf 
can do the scrutiny. Such exceptions should, however, be extremely rare. If it  so 
happens in your constituency and you have to delegate this duty unavoidably, it  
would be safe to record immediately the unavoidable reasons for such delegation 
as also your writt en authority in favour of one of your Assistant Returning 
Officers by name.  You should also inti mate the District Election Officer about it  
immediately. 

 

6.2 SCRUTINY ɀ A QUASI-JUDICIAL DUTY 
 

6.2.1 Scrutiny of nomination papers is an important quasi- judicial function. You have 
therefore to discharge this duty with  complete judicial detachment and in 
accordance with  the highest judicial standards. You must not allow any personal 
or politi cal predilections to interfere with  the procedure that you follow or the 
decision you take in any case. Law expects you to be fair, impartial, and treat all 
candidates equally. You must also conduct yourself in such a manner that it 
would appear to all  concerned that you are followi ng this high code of conduct. 
Even if a candidate or his agent is difficult  or cantankerous, you must be 
courteous and patient, but firm. It is expected of you to be prompt and orderly. 
But at the same time you have to be firm so that your task may be 
accomplished in a prompt, orderly and businesslike manner. You should not 
take any direction from any superior  authority including the CEO or the 
Commissionȭs Observer in deciding the validi ty or otherwise of a nomination 
paper. You should only be guided by the provisions of the law and the 
instructions given by the Commission from time to time. 

 

6.3 PERSONS TO BE ADMITTED 
 

6.3.1  Take up the scrutiny of the nomination papers at the placed fixed by you on the 
day and at the hour fixed for the purpose which would have already been 
inti mated to the candidates. Only  such  persons  as  are  entitl ed  to  be  present  
under  Section  36 of RP Act,1951,  viz.,  the candidates, their  election agents, one 
proposer of each candidate and one other person duly authorized in writi ng by 
each candidate ( such person can be an advocate also, if the candidate so 
desires), and no other person shall be admitted at the scrutiny. In the case of 
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candidates set up by registered un-recognized politi cal parties and independent 
candidates also, only one of the proposers may be admitt ed at the scrutiny. 

6.3.2  It is not necessary that a candidate or his representative should be present at 
the time of scrutiny of  nominations  and  no  nomination  can  be  rejected  solely  
on  the  ground  of  absence  of  the candidate or his representative during 
scrutiny proceedings. But, if any objection is raised with  regard to the 
nomination of the candidate and there is no one to rebut it  on his behalf, 
the Returning Officer may be justified in rejecting the nomination paper if he 
finds substance in the objection raised, but remain un-rebutted. 

 
6.4 EXAMINATION OF NOMINATION PAPERS BY CANDIDATE, ETC. 
 
6.4.1 If any candidate, his election agent, his proposer or the person authorized 

by him desires to examine any of the nomination papers or the accompanying 
documents, give him all  reasonable faciliti es for the same.    You must also 
inform all present whether all  candidates have furnished the requisite 
information in the prescribed proforma duly supported by affidavits (Form 26 
and Affidavit  at Annexure  11 -C and 12), relating to criminal background,  if 
any, assets, liabiliti es, educational quali fications etc 

 
6.5 ALL NOMINATION PAPERS TO BE SCRUTINIZED 
 
6.5.1 You should then take up nomination papers one after another and scrutini ze 

them. If more than one nomination paper has been presented by or on behalf 
of one candidate, you should take them up together and scrutini ze them one 
after another. All the nomination papers, whether presented to you or to the 
Specified Assistant Returning Officer, must be scrutini zed by you. It would not be 
corr ect or legal to pass over other nomination papers of a candidate wit hout 
scrutiny, merely because one or more nomination papers of that candidate have 
been already found valid by you. 

 
6.5.2  The  whole  process  of  scrutiny  of nominations should be videographed in all 

cases for  ensuring more  transparency  in  the  scrutiny. 
 
6.6 OBJECTIONS AND SUMMARY INQUIRYɀ REASONS TO BE RECORDED IN 

EVERY CASE OF OBJECTION OR REJECTION 
 
6.6.1  Even if no objection has been raised with regard to a nomination paper, you 

have to satisfy yourself that it  is valid in law. If any objection is raised, you 
will have to hold a summary inquiry to decide the same and to treat the 
nomination paper to be either valid or invalid. You should record your decision 
in each case giving briefly  the reasons particularly where an objection  has  been  
raised  or  where  you  reject  the  nomination  paper. Your decision could be 
challenged later in an election petition  and hence the importance of 
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recording a brief statement of reasons at this time. If you accept the 
nomination paper of a candidate overr uling the objections raised by an 
objector, he may be supplied with  a certi fied copy of your decision upon his 
request.   

6.7 PRESUMPTION OF VALIDITY 
 
6.7.1  There is a presumption that every nomination paper is valid unless the 

contrary is prima facie obvious or has been made out. In case of a reasonable 
doubt as to the validi ty of a nomination paper, the benefit  of such doubt must 
go to the candidate concerned and the nomination paper, should be held to be 
valid.  Remember that whenever a candidatÅȭs nomination paper is rejected 
without proper reason and he is prevented thereby from contesting the 
election, there is a legal presumption that the result  of the election has been 
materially affected by such improper rejection and the election will,  therefore, be 
set aside. There is no such legal presumption necessarily in the converse case 
where a candidatÅȭs nomination has been wrongfully accepted. It is always safer, 
therefore, to adopt a comparatively liberal approach in dealing with  minor 
technical or clerical errors. 

 
6.8 CRUCIAL DATE FOR DETERMINING QUALIFICATION AND DISQUALIFICATION 
 
6.8.1 You will  notice that sub-section (2) (a) of Section 36 of the said Act, clarifies 

that the quali fication or disquali fication of a candidate should be related to the 
date fixed for scrutiny of nominations. This is sometimes material, e.g., in 
regard to the age of a candidate or in regard to being an elector  in a 
constituency or in regard to the subsistence of a contract wi th Government, etc. 
in deciding  whether  a  person  is  quali fied  or  disquali fied  to  contest  the  
election.  You should, therefore, see whether the disquali fication subsists on the 
date fixed for scrutiny. 

 
6.8.2 Articles  84, 102,  173  and  191  of the Constitution of India and  Chapters  II  

and  II I of Part  II of the said Act, 1951 deal with  quali fications and 
disquali fications for membership of Parliament and State Legislatures. You 
should carefully study these provisions. 

 
6.9 GROUNDS, WHICH ARE INSUFFICIENT FOR REJECTION OF NOMINATION 

PAPERS 
 
6.9.1 Do not reject any nomination paper on the ground of any defect, which is not 

of a substantial character [Section 36(4) of the said Act]. Any mistake or error of 
a technical of clerical nature should, therefore, be ignored by you. 

6.9.2 You may also note that Rule 4 of the Conduct of Elections Rules, 1961, lays down 
that failure to complete, or defect in completing a declaration regarding 
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symbols in the nomination paper is not a defect of a substantial character. 
 
6.9.3  Do not reject a nomination paper o n l y  b e c a u s e  none of the persons referred 

to in Section 36(1) of RP Act, 1951 was present at the time of scrutiny of 
nomination. A nomination paper should be accepted or rejected on merits, taking 
all  the available material into account.   However, there may be cases where 
assistance of candidate/  representative would be required for clarifying/ corr ecting 
errors.  For instance, if the details regarding entries in the electoral roll in respect 
of the candidate or proposers as mentioned in the nomination paper do not tally with  
those in the electoral roll, and if the candidate was not able to corr ect the entries at 
the time of the preliminary examination by the RO when the nomination was 
presented, the candidate or his representative will  have to be present during 
scrutiny to clarify and point  out the corr ect entries in the electoral roll.  In such cases 
if no one turns up for scrutiny on behalf of that candidate, you wi ll  be justi fied in 
rejecting the nomination paper. Your order rejecting the nomination paper in such a 
case should bring out the entire facts. 

  
 Nomination papers may also not be rejected on the ground that Forms A and B 

signed in any ink other than blue (No.56/2012/127 of ECI dated 18th October 2012). 

 

6.9.4 In the past, there were instances where nomination papers were rejected on 
flimsy grounds, e.g. mistakes made in the nomination paper regarding; 

 (a) the year of election, or  

 (b) the exact name of the House of the Legislature or any minor error in the 
name of the constituency,  

 (c)  the description  of an electoral roll number,  or  

 (d)  the choice of symbols, or  

 (e)  some discrepancy between the age, name, or other parti culars of the 
candidate or his proposer as given in the nomination paper and in the 
electoral roll and so on,  

  

6.9.5 Such unjustifiable and improper orders of rejection on technical grounds had led 
to a large number of election petitions  and the eventual setti ng aside of several 
elections with  consequent waste of time, money and labour for all concerned,  
with  adverse and damaging observation of courts all of which could have been 
avoided. Similar instances of improper rejections should not occur again and it is 
up to you to interpret the provisions of the law intelli gently and with  
commonsense. Do not, therefore, reject any nomination paper for such technical 
or clerical err ors or discrepancies. Most of them can and should be directed by 
you to be set right at the time of the presentation of the nomination paper 
[section 33 (4) proviso of RP Act, 1951]. It would, therefore, be very 
undesirable  if you fail at the proper stage to help a candidate by exercising 
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your powers and discretion under the proviso to Section 33(4) of the said Act and 
later at the time of scrutiny you reject his nomination paper on the ground of 
those very defects which could have been set right under that section. 

6.9.6 If the amount is not deposited in cash with you,  you  should  examine  
meticulously  the  receipts  for  payments  made  as  deposit  either  in  the 
Reserve Bank of India or in a Government Treasury with  reference to the seals of 
the Treasury or Bank, etc. and make sure that the deposit has actually been 
made in the Bank or Treasury. It may be ensured that where a Treasury is a 
ȬBanking Treasuryȭ the payment receipt  of the Bank is endorsed on the Challan. 
Doubts, if any, should be got clarified then and there.    

 
6.10 GROUNDS FOR REJECTION OF NOMINATION PAPERS 
 

6.10.1  You must reject a nomination paper, if-   

(i)  the candidate is clearly not qualified in law to be a member of the Legislature 
concerned, or 

(ii)  the candidate is clearly disqualified in law to be such member, or  

[N.B.  The Commission will supply to you through the Chief Electoral Officer 
consolidated list of persons, who have been disqualified under Sections 8A and 
11A(b) (for corrupt practices) and 10-A (for failure to lodge account of election 
expenses) of the said Act, 1951. 

 
(iii)  Requirements of Section 33 of R.P.Act, 1951 are not fulfilled.  

(iv)  the prescribed affidavit has not been filed at all by the candidate, or [N.B. If the 
prescribed affidavit  has  been  filed,  but  are  found  or     considered  to  be  
defective  or  containing  false information, the nomination should NOT be rejected 
on this ground.] 

(v)  the nomination paper has not been signed by the candidate and/or by the required 
number of his proposer(s), or   

(vi)  any of the proposers was not an elector of the constituency or was not eligible to be 
a proposer at the  time  of  presentation  of  the    nomination  paper  (whereby  the  
nomination  paper  is  not subscribed by the required members of proposers), or   

 
(vii)  the proper deposit has not been made in accordance with Section 34, or   

 
(viii)  the oath or affirmation is not made by the candidate as required under the 



97 

 

Constitution  of India, Government  of Union Territories  Act, 1963 or the 
Government of National Capital Territory of Delhi Act, 1991, as the case may be, or   

 
(ix)  the candidate  does  not belong to the Scheduled  Caste  or the Scheduled  Tribe  and  

he has  filed nomination paper to contest a seat reserved for the Scheduled Castes 
or, as the case may be, the Scheduled Tribes, or   

 
(x) where  the  candidate  is  not  an  elector  of  the  constituency  for  which  he   has  

filed nomination paper and he has neither filed a copy of the electoral roll of the 
constituency in which he is registered as an elector or of the relevant part thereof or 
a certified copy of the relevant entries relating to his name in such electoral roll 
along with the nomination paper nor produced the same at the time of scrutiny as 
required under Section 33(5) of the said Act.. In such event, the nomination paper 
must be rejected even if you are in possession of the electoral roll of that different 
constituency.  

 
(xi)  incomplete affidavits are liable to be rejected leading to rejection of nomination 

paper on the ground of not filling up all columns in the affidavit even after 
ÒÅÍÉÎÄÅÒÓ ÓÉÎÃÅ ÔÈÅ (ÏÎȭÂÌÅ 3ÕÐÒÅÍÅ ÃÏÕÒÔ ÏÆ )ÎÄÉÁ ÈÁÓ ÈÅÌÄ ÔÈÁÔ ÔÈÅ ÖÏÔÅÒ ÈÁÓ 
the elementary right to know full particulars of the candidate who is to 
represent him in the Parliament/Assemblies and such right to get information is 
universally recognised as natural right flowing from the concept of democracy 
and is an integral part of Art. 19(1)(a) of the Constitution of India. 

Note on item (ix)  

In order to prevent non-SC/ST persons contesting election from reserved 
constituencies, the Returning Officers at the time of scrutiny of nominations should 
satisfy themselves that the candidates contesting from reserved constituencies belong 
to SC or ST, as the case may be. Wherever in doubt, the Returning Officer must insist 
on production of SC/ST certificate issued by competent authorities. Where, however, 
the certificate produced by the candidate is also challenged, the Returning Officer 
need not go into that question, except where it is alleged that the certificate produced 
is forged or is not issued by competent authority. In the case of any 
allegation/suspicion about the genuineness of the certificate, the Returning Officer 
should get the position cross-checked with the authority which purportedly issued 
the SC/ST certificate in question, before deciding the validity of the nomination paper 
of the candidate concerned. If on such cross-checking/verification, the Returning 
Officer is satisfied that the certificate in question is not genuine, he should not only 
reject the nomination of the candidate concerned, but should also initiate criminal 
proceeding against the candidate for adducing forged documentary evidence before 
him.  (Instruction No 4/3/2008/js -ii (vol III ) dated 2.7.2008) 
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6.10.2 You should invariably record the reasons for rejecting a nomination paper on the 

spot, and supply certi fied copies of the order immediately in cases where all  the 
nomination papers filed by a candidate have been rejected by you. This may be 
done even in the absence of an application from him and without  payment. Where 
one of the nomination papers of a candidate is accepted by you, in that case, you 
shall  supply a certi fied copy of your order rejecting the other nomination paper(s) to 
the candidate, if he applies for it. 

 
6.10.3 In view of the provision in law (made in 1996) whereby the nomination papers of 

candidates set up by recognized National and State Parties are required to be 
subscribed by only one elector  as proposer and of other candidates by ten electors 
as proposers certain clari fications were sought from the Commission regarding 
setti ng up of candidates by politi cal parties. Clarifications given on these points are 
as under:- 

 
(i)  Nomination paper filed by a candidate claiming to have been set up by a 

recognized National or State Party subscribed by only one elector  as 
proposer, will  be rejected, if a notice in writi ng to that effect signed by the 
authorized office- bearer of that party has not been delivered to the 
Returning Officer of the constituency by 3.00 p.m. ON THE  LAST DATE FOR 
MAKING NOMINATIONS IN FORMS Ȭ!ȭ AND Ȭ"ȭ devised by the Commission 
for the purpose under para 13 of the Election Symbols (Reservation and 
Allotment)  Order, 1968. 

(ii)  If a candidate has filed more than one (but not more than four) nomination  
papers - some as candidate set up by a recognized politi cal party and the 
others as candidate set up by an unrecognized politi cal party or as an 
independent candidate - in case the nomination paper filed as a candidate of a 
recognized politi cal party is rejected on the ground of the non- receipt  of the 
said notice in Forms Ȭ!ȭ and Ȭ"ȭ by 3.00 p.m. on the last date for making 
nominations from the concerned recognized politi cal party, any or all  other 
nomination papers will  be accepted if the same are proposed by ten electors 
and are otherwise found valid on scrutiny. In such a case, he would be 
deemed to be a candidate set up by an un- recognized party, if such party has 
sent notices in Forms ȬAȭ and Ȭ"ȭ by 3.00 p.m. on the last date for making 
nominations and otherwise as an independent candidate. (In such event, 
the choice of symbols in the nomination paper with  ten proposers first 
delivered to the Returning Officer by that candidate or on his behalf will  
only be considered whether that nomination paper is accepted or rejected 
during scrutiny.) 

 
(iii)  If a candidate has filed one nomination paper with  both Parts I & II thereof 

fill ed and he fails  to bring notice  in Forms  Ȭ!ȭ and  Ȭ"ȭ from the authorized  
officer-bearer  of the concerned politi cal party, the nomination paper may 
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be accepted if Part II is properly fill ed and subscribed by ten electors as 
proposers, as there will  be substantial compliance with  the provisions of 
Section 33 of the Representation of the People Act, 1951. 

 
(iv)   If a candidate, who filed his nomination paper as candidate claiming to be set 

up by an un- recognized politi cal party, fails to bring in his favour a notice from 
the concerned politi cal party in Forms Ȭ!ȭ and ȬBȭ, his nomination paper will  
be accepted if it  is subscribed by ten electors as proposers, and he would be 
deemed to be an independent candidate. 

 
(v)   If it  is found at the time of scrutiny that a candidate has been nominated from 

more than two  constituencies  of  the  same  class  of  a  general  election  or  
the  simultaneous  bye elections, his/h er nomination paper filed in the third, 
fourth constituencies, etc. will  not be maintainable  under section 33(7). 
Further, a candidate who has been nominated from more than two 
constituencies  will  also be guilty  of making a false declaration  in his 
nomination  paper,  which  contains  a  categorical  declaration  that  he  has  
not  been nominated from more than two constituencies. The Returning Officer 
must, however, be absolutely satisfied beyond any shadow of doubt that the 
candidate concerned has filed nominations from more than two constituencies, 
before rejecting his nomination in the thi rd/ fourth constituency etc. on this 
ground. 

 
(vi)  If nomination  papers of a candidate, one nominating him as a candidate 

set up by a recognized politi cal party and the other as an independent 
candidate, are accepted, he may be deemed to be a candidate set up by a 
recognized politi cal party. 

 
(vii)  The nomination paper of a substitute candidate of a recognized politi cal 

party signed by only one proposer will  be rejected if the nomination paper of 
the main approved candidate of that recognized politi cal party is accepted. 
However, if such substitute candidate has also fill ed Part II of the nomination 
paper with  ten proposers or filed another nomination paper and it  is 
subscribed by ten electors as proposers, his nomination paper(s) will  be 
scrutini zed independently by treating the candidate as an independent 
candidate. Further, if the nomination paper of the main approved candidate 
of the party is rejected, then also the nomination paper of the substitute 
candidate will  be accepted, provided that the party has already inti mated 
his name as its substitute candidate in Form Ȭ!ȭ and Ȭ"ȭ filed before 3 pm on 
the last date for making nominations.     

[N.B. It must be noted that a State Party, which is recognized in some other 
State/ Union Terr itory but is not recognized as such in your State/Union  
Territory, such party should be treated as unrecognized party by you, even if it  
has been allowed by the Commission to use its reserved symbol in your 
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constituency under the Symbols Order, 1968.] 
 
6.11 ADJOURNMENT OF HEARING OF OBJECTION 
 
6.11.1 If a candidate to whose nomination paper an objection has been taken applies 

for time to rebut such objection, you should adjourn the hearing of the 
objection till  the next day or the day after that, but not beyond 11.00 a.m. on 
that day. The scrutiny of all other nomination papers must, of course, be 
completed on the day of scrutiny, notwithstanding such adjournment in respect 
of one or more nomination papers. If the day next is a holiday, the hearing 
should be completed before 11 a.m. on the day fixed for withd rawal of 
candidatures. 

6.12 LIST OF VALIDLY NOMINATED CANDIDATES ɀ FORM 4 
 
6.12.1 When the scrutiny has been completed, draw up a list  of the valid ly nominated 

candidates, in Form 4. There will  be one entry only in respect of each valid ly 
nominated candidate in the list, although more than one nomination papers than 
one in respect of him may have been accepted as valid by you. I f none of the 
nomination papers o f  a  candida te  has been found valid on scrutiny, his name 
should not be entered in this list. 

 
6.13 CORRECTION IN THE NAMES OF CANDIDATES 
 
6.13.1 In the past, there have been complaints from some candidates that their  names 

were not correctly spelt  in the ballot  paper. In order to avoid such complaints, 
each candidate or in his absence, his election agent or his proposer, may be 
required to give the corr ect spelling of the name of the candidate in each of the 
languages in which the ballot  papers are to be printed, in writi ng either at the 
time of fili ng the nomination or immediately after the scrutiny of nominations 
is over or at the time of the allotment of symbols. If a candidate considers that 
his name is incorr ectly spel t or is otherwise incorr ectly  shown in his nomination 
paper or is different from the name by which he is popularly known, he may, at 
any time before the list of contesting candidates is prepared, furnish in writi ng 
to you the proper form and spelli ng of his name and you shall, on being 
satisfied as to the genuineness of the request make the necessary correction or 
alteration in the list in Form 4 and adopt that form and spelli ng in the list of 
contesting candidates. 

   
6.14 ARRANGEMENT OF NAMES IN THE LIST OF  VALIDLY  NOMINATED  

CANDIDATES, ETC. 
 
6.14.1 As per Section 38 of the said Act, Form 4 (list  of validly nominated candidates) 

and Form 7A (List of contesting candidates), names of candidates in the said lists 
have to be arr anged under three categories, i.e. (i)  candidates of recognized 
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National parties  and  State  politi cal  parties  in  the  States  concerned,  (ii)  
candidates  of  registered unrecognized politi cal parties and (iii) oth er 
(independent)  candidates. Therefore, names of candidates have to be arranged in 
the said lists and also on the ballot  papers in the same order under these 
categories. It may be noted that names have to be arranged alphabetically in 
each of the  above  mentioned  three  categories  separately,  in  the  manner  
explained  in    Chapter  V. However, the headings of the above mentioned three 
categories as given in Forms 4 and 7A should not appear on the ballot  papers. 

 
6.14.2 You will  determine the arrangement of the names of candidates in alphabetical 

order in each of the three categories in the list of valid ly nominated candidates, 
the list  of contesting candidates and also in ballot  papers on the basis of the 
first letter of his name irrespective of whether the name given is the proper 
name or surname. The initi als, if  any, prefixed to the name of a candidate 
should be ignored for the aforesaid purpose. Thus in the case of candidate giving 
his name as T.K. Reddy, the place of that candidate, according to alphabetical 
order in the relevant category should  be determined  with  reference  to the 
letter  ȬR and not T. However, if two candidates in the same category have 
the same name but different initi als, for example P.S. Reddy and T.K. Reddy, 
then the two names should be arranged inter se with  reference to the first 
letter of the initi als. Further, if two or more such candidates have the same 
name but different surnames, then their  names should be arranged inter se 
in alphabetical order with reference to the surnames. 

 
6.14.3 Rules 22(3) and 30(3) of the Conduct of Elections Rules 1961 provide that 

if two or more candidates bear the same name, they shall  be distinguished by 
the addition  of their  occupation or residence or in some other manner. In such 
cases, the arrangement of names of those candidates, if falli ng under the same 
category in the list  of valid ly nominated candidates and contesting candidates 
and in the ballot  paper will  be with  reference to the distinguishing names of the 
candidates. 

 
6.14.4 There will  also be no objection to the addit ion of any honorific, academic, 

hereditary, professional or any other title  to the name of a candidate, but such 
title  should on no account be taken into consideration, in the arrangement of 
names in alphabetical order in the lists of valid ly nominated candidates or of 
contesting candidates or in the ballot  papers. 

 
6.14.5 The names of the candidates in the list  of valid ly nominated candidates should 

be arranged alphabetically according to the script  of the language as specified or 
first specified in the thi rd column of Commissionȭs   direction  No.3/4/2008/JS-
II/ SDR dated 16th September,  2008  in  case  of Legislative Assembly Election 
(Annexure 17)  and Commissionȭs direction No. 3/4/2008/J S- II/ SDR dated 6 
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February, 2009 in case of Lok Sabha Election (Annexur e 18). 
6.14.6 Two copies of the list of validly nominated candidates should be sent to the Chief   

Electoral Officer by the next available post or by Fax/E-mail or by special messenger. 
One copy of the list  along with  an English translation should be forwarded to the 
Election Commission. The list  of valid ly nominated candidates should be sent by you 
immediately on the very day on which scrutiny of all  nomination papers is 
completed, so  that  it  may  reach  the  Commission  before  the  last  date  for  the 
withd rawal of candidatures. 

 

  




