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DO’s

1. Sector officer shall ensure to communicate the following-

 i) Safe arrival report.

 ii)  Timing of the starting of mock poll.

 iii) Timing of the starting of actual poll.

2. SO shall submit the two hourly format.



DO’s

3. SO shall submit 2nd copy of 17C.

4. SO shall submit 2nd copy of mock poll certificate.

5. Shall/can approach apolitical entities for coordination 

regarding food etc.

6. SO shall collect the contact numbers of presiding officers 

before hand in the morning for coordination and inform the 

presiding officer about vehicle and where it is parked.

7. SO shall submit detailed report in case of any issue arise 

during poll.



DON’Ts

1. SO shall inform presiding officers not to test EVM prior to 

mock poll.

2. Poll shall not be halted for food etc. at any cost.



READY RECKONER FOR PRESIDING 

OFFICERSREADY RECKONER FOR 

PRESIDING OFFICERS

1 Election Date 26-04-2024

2 Election time As per declaration by ECI

3 On previous day of poll 25-04-2024

A Polling team will reach Mangaldai College before 6 AM and will decode their respective PS from the 

decoding center.

B After decoding the PS, polling team will receive EVM, VVPAT, and all polling materials as per check 

list along with remuneration. Presiding Officer -

• Will check Address tag, Pink Paper Seal and will compare with EVM machine no.

• Will check BU, CU, and VVPAT and their number as well as ballot paper fixed under the screen of 

BU.

• Will check the Thumbwheel for its correctness.

• Will check Mark Copy of the Photo ER, list of contesting candidates and display notices.

• Will check that the “Candidate Set Section” duly sealed and the pink paper seal is intact.

• Will check the power of the battery by switching “ON” the switch and therafter switch “OFF”.

• Will not try connect CU, BU, and VVPAT and will not test the VVPAT before mock poll.

• Will not expose the VVPAT directly under sunlight and not even in the polling station.

C • Will contact respective Sector Officer and Security personnel.

• Will move to Transport Cell to avail alloted vehicle.

• Will move to their alloted PS.

D • Will inspect the PS as per instruction given by ECI as well as will prepare necessary papers well 

ahead required for the day of poll.

• Will prepare the layout of the PS for the day of poll



4 On the day of Poll 26-04-2024

Activity during Mock Poll

A • Will set up the polling station as per the guidline of ECI.

• Will display notices specifying the PS at outside prominently.along with all other 

posters/notices.

• Will be ready for Mock Poll by connecting EVM and VVPAT (BU  → VVPAT → CU / Unlock 

Paper Roll knob of VVPAT / Switch ON the CU).

• Will verify the appoitment letter of polling agents.

• Will start Mock Poll as per giudeline 90 minutes before the actual hours of commencement 

of poll.

• At least 50 votes should be cast during Mock Poll pressing all unmusked blue button 

including NOTA.

• Will take out the VVPAT slips from the drop box after completion of Mock Poll, check to the 

satisfaction of the polling agents, put stamp on the back side of the slips, put the slips in 

the black envelope provided, put the black envelope in the plastic box, and seal the box 

with pink paper seal. Do sign as well as obtain signature of polling agents on the envelope.

B • Will fill up Part-I (Mock Poll Certificate) of Presiding Officer’s Report (Annexure-5) and 

Presiding Officer’s Diary (Annexure-&) along with presiding officer’s signature and polling 

agent’s signature.



C • Will clear the CU by pressing the “CLEAR” button. (CRC)

• Will seal the result section of CU by using Green Paper Seal, Address Tag, and Special 

Tag.(Presiding officer and polling agents to note down the Sl. No. of Green Paper Seal).

• Will put signature of presiding officer and polling agents on the Green Paper seal just 

below the Sl. No. as well as on the back side of Special Tag.

• Presiding Officer will note down the sl. No. of CU on the front side of the Special tag before 

sealing of the CU.

• Will seal the VVPAT drop box by using Address Tag after ensuring removal of all mock poll 

slips.

D • Will place BU & VVPAT in the voting compartment (VVPAT on left side of BU), will connect 

with CU and switch on the CU at the time fixed by ECI.

E • Will allow polling agents to note down the Sl. No. of the BU, CU, and VVPAT.

F • Will make declaration at the commencemnt of the poll.

• Will read out the provisions of the section 128 of the R. P. Act 1951 to maintain secrecy of 

voting.

• Will read out the declaration by the Presiding Officer before commencement of the poll 

Part-I(Annexure-6) and will also obtain signature of polling agents along with own 

signature.



G • Will ensure that polling starts sharp at the appointed time.

• Just before the first voter signs in Form 17A (Register of voter), the Polling Officer 1 shall check with the 

Presiding Officer and record in INK in Form 17A  that “Total in the Control Unit checked and found to be 

Zero”,

H • Will keep vigil on the whole polling process, on polling officers as well as on the polling agents for smooth conduct 

of voting.

I • Will maintain Polling Agents/Releiving Agents movement Sheet (Annexure-11)

J • Will issue Specimen of Entry Pass (Annesure-12)

K • Will maintain records pertaining to Anexxure – 13, 14, 15, 16, 18, 19, and 20 as and when necessary as per 

guideleine of ECI.

L • Will process as per guideleine of Ministry of Law Justice & CompanyAffairs (Legislative department) Notification 

pertaining to Identification of Electors (49H), Facilities for Public servants on election duty (49I), Challenging of 

Identity (49J), Electors not allowed to cast vote (49M), Complain about particulars printed on paper slip (49MA), 

Voting of Blind or Infirm Elctors (49N), Electors decing not to vote (49O), Tender votes (49P) etc. Clear instructions 

are given in the Handbook of Presiding Officer for reference.

M • Will maintain 2 hourly report.

N • Will have periodicl checking of register of voters with the votes casted in the CU to avoid mismatching.

O • Will distribute pre-numbered slips to the voters starting from the last person in que at the prescribed time for end of 

polling to ensure that no one can cast vote who have come after the prescribed time.

P • Will close the poll by pressing Close button of CU and put on the cap after last voter cast his vote or at the 

precribed closing time.

Q • Will make a declaration in Part III (Annexure-6) at the end of poll by signing and obtaining signature of polling 

agents.

R • Will prepare “accounts of votes recorded” in Form 17C and copies thereof will be furnished to the Polling Agents 

present.

Activity during Actual Poll



S • Will swtich “OFF” the CU. The BU, CU, and VVPAT will be disconnected. Power pack of 

the VVPAT will be removed. CU, BU, and VVPAT will be put back in their respective 

carrying cases.

T • Will seal above mentioned carrying cases at both sides with the help of thread of 

Address Tag sealed properly bearing Presiding Officer’s signature, date and seal as well 

as signature of Polling Agents if they desire to put signature.

U • Will note the names of the Polling Agents/Contesting candidate who have put their 

signature after sealing of voting machine will be noted in Part IV (Annexure-6).

V • Will prepare Presiding Officer’s Diary (Annexure-7) properly.

W • Will fill up remaining part of declarations to be done at the end of poll.

X • Will fill up Annexure-22 and seal all election papers by signing and obtaining signature of 

Polling Agents/Contesting candidate as per guidline.

Y • Will ensure that all Six large packets contains all relevants small packets as per 

guideline before sealing. (Please refer 7.5, page no. 66,67,68 of HOP)

Z • Will deposit all items of election records and materials including EVM and VVPAT to 

Official-in charge of the Receiving Center and will obtain a receipt. After successful 

submission the Presiding Officer will be releived.



1. If any unit goes wrong before actual poll or mock poll, then only the defective unit 

will be replaced with a new unit by returning the defective unit to SO. Presiding 

Officer’s Report Part-I and Part-IV (Annexure 5) will be prepared.

2. If BU or CU or both BU & CU goes wrong during actual poll, then complete set of 

BU, CU, & VVPAT will be replaced with a new set. Mock Poll will be done by casting 

1 vote for all contesting candidates including NOTA. Presiding Officer’s Report Part-I 

and Part-V (Annexure 5) will be prepared. Old units will be sealed in carrying cases. 

Power pack of defective VVPAT will be removed before sealing.

3.  If only VVPAT goes wrong durin actual poll, then defective VVPAT will be replaced. 

No Mock Poll. Presiding Officer’s Report Part-V (Annexure 5) will be prepared. 

Power pack of defective VVPAT will be removed before sealing. If only battery of 

VVPAT goes wrong, then the battery will be replaced. No mock poll.

4. If battery of CU goes wrong during actual poll, then the battery will be replaced. No 

mock poll. Presiding Officer’s Report Part-II (Annexure 5) will be prepared.

Replacement of EVM/VVPAT
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