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Categories of voters entitled to vote 
by postal ballot

 Voters on Election Duty

 Absentee voters (AVPD,AVSC,AVES)

 Service Voters, other than those who opt for 
proxy  voting (CSV),



POSTAL 
BALLOT

Personnel  on 
election 

Duty(Form-12)

Absentee 
voter(Form-

12D)

Voting at facilitation 
center

AVSC/AVPD AVES

Voting at PVCHome Voting

Voting at RO 
Headquarter



WHO ARE ON ELECTION DUTY
Govt. Staffs

 Polling Agent

 Polling Officer

 Presiding Officer

 Police officer

 Commissioners Observers

 Staff member of observers

 Micro observers

 Sector Officer

 Zonal officer



Non-Govt.Staffs

 Drivers

 Conductors

 Cleaners

 Videographers

 Staffs of expenditure monitoring team

 Staffs working in control room

 Help Line Staffs

 Staffs appoint for dispatch and receive Poll Material

 EVM Maintenance Staffs 



INFORMATION TO CONTESTING CANDIDATES

All recognized Political Party shall be inform in writing about :

 Name of facility center/venue 

 Date and time

 They shall be allow to send their representative to witness the process of voting 
at the facilitation center.

 They are requested to advice their representatives only to watch the process 
and not interfere into it.



Documents used for postal ballot at 

facilitation  centre

Two Sets(one for PC another for AC)

Postal Ballot Paper,

Form13A - Declaration  by Elector,

 Form138 - Cover A (Inner Envelope)

 Form13C - Cover B (Outer Envelope)

Form 13D - Instructions for the Guidance of Elector.



• Colour of postal  ballot  paper  and 

envelopes:

White colour for Lok Sabha election, whether general or
bye-election.

Pink colour for Vidhan Sabha election whether general or
bye-election .















Duty of Polling officer at Facilitation Center:

First polling officer:
 He will be in charge of the list of Voters on Election Duty (ANNEXURE-4).

 Identification of the voter. He will verify the identity of Voters on Election 
Duty based on EPIC or any other photo identity document, and put cross 
mark on the  name of the voter as provided in annexure-4 .

Second polling  Officer:
Obtain the signature of each voter in a register as per the (ANNEXURE-5). 

will be in-charge of indelible ink. He shall apply indelible ink in the left 
hand's forefinger of such voter.







Third  Polling Officer:

 will be in-charge of postal ballot paper of Parliamentary Constituency and form 
13A(Attestation),13B (small envelope) 13C (bigger envelope).(All in White color)

will enter Postal Ballot serial no in Form 13B and in Form 13A .

Write serial no and Part no of voter in counter foil in Postal Ballot paper.

Detach the  counter foil of Postal Ballot and keep in a safe cover/canvas bag

Fourth Polling Officer:

 will be in-charge of postal ballot paper of Assembly Constituency and form 
13A(Attestation),13B (small envelope) 13C bigger envelope .( All in Pink Color)

will enter Postal Ballot serial no in Form 13B and in Form 13A .

Write serial no and Part no of voter in counter foil in Postal Ballot paper.

Detach the  counter foil of Postal Ballot and keep in a safe cover/canvas bag



Duty of Gazetted officers for attestation of declaration: 

 The officer shall attest the declaration based on the identification of the 

voter by his identity document and the voter will put his signature in form 
13A in presence of him

 He must check before attestation that the SI. No. of the ballot paper is filled 
up in the space provided in the declaration, it is signed by the elector in his 
presence and his address is duly mentioned.

 The attesting officer should append full signature with date and write in 
hand or put a stamp showing his designation& office address.



VOTING PROCEDURE:

 There is no specified mark of recording of vote. A voter can put a 'cross' (X)
or 'tick' ('1) against the name of the candidate of his choice.

 Not to sign or write anything in the space provided which shall be liable to
be rejected

 Not to vote more than one candidate which shall land in out right rejection

 After marking the choice, he will fold the postal ballot paper, put in the inner 
cover in Form  13B and paste  it. 

 Then the  voters  shall  sign the  declaration  in Form  13A in the  presence  
of  and  have  the  signature  attested  by  the  concerned authority  as  
mentioned  in Form13D. 

 Thereafter,  both  Form  13B containing  the  postal  ballot  and  duly  
attested  Form  13A shall  be  put separately  in outer envelope  in Form  13C 
and  sealed  by  the  voter  himself .
 The Sealed form 13C shall be dropped  in the steel container / voting box 
meant for parliamentary Constituency  and Assembly constituency .



Casting of postal ballot at Facilitation Centre:
 Voter will go to first polling officer who will identified him and allow him for

issuing postal ballot.

 Then the voter will go to the second polling officer who will apply in his
finger and sign in voter register provided by Returning Officer.

 After that he will receive the postal ballot of Nawarangpur PC and other 
forms from third polling officer and he shall go into the PC voting 
compartment and mark his choice against the name of the candidate in the 
postal ballot in secrecy.

 He shall write the serial number of the postal ballot paper, if not already 
filled up, in the space provided for the same in the declaration in Form13A 
and on the inner envelope (Form13B - Cover A) in which the polled postal 
ballot is kept

 The voter shall thereafter sign the declaration in form-13 A .write his/her 
Postal address of registration in the electoral Roll, write his name on the 
space provided and get it attested by the gazetted officer as required by 
law. 

 After sealing of envelope in Form 13C, the same will be dropped in the 
drop box kept in the drop box kept in facilitation centre meant for PC.



Then he will go to 4th polling officer and collect postal ballot
of Assembly Constituency and other forms and shall go into
the AC voting compartment and mark his choice against the
name of the candidate in the postal ballot in secrecy.

He shall write the serial number of the postal ballot paper, if
not already filled up, in the space provided for the same in the
declaration in Form13A and on the inner envelope (Form13B -
Cover A) in which the polled postal ballot is kept
The voter shall thereafter sign the declaration in form-13 A
write his/her Postal address of registration in the electoral Roll,
write his name on the space provided and get it attested by
the gazetted officer as required by law.
 After sealing of envelope in Form 13C, the same will be
dropped in the drop box kept in the drop box kept in
facilitation centre meant for AC.



Duty of In-Charge of facilitation centre

 He shall show empty ballot box  to all person present in the 
hall before the casting of postal ballot is started.

 He will ensure that the ballot box is sealed and before first 
Elector cast his/her Vote. 

 He will ensure after voting is over that the drop box is open in 
presence of the representatives of  contesting candidate that 
no vote is remaining in the box.

• He is to see that after all voters have cast their vote in both PC 
and AC. 

• He is to see that voter form 13A is being attested by attesting 
officer



• He is to see that secrecy of voter is adhered to.

• He is to see that no one present in the Facility Center 
interferes in Voting process

• And he can order such person to leave the place immediately

• He will ensure that the entire process of voting at Facilitation 
Center is video graphed



 He shall  keep the AC and PC wise Segregated postal 
Ballot in large cotton bags / Ballot box with writing the 
followings on it.

 Name of assembly constituency/Parliamentary       
constituency
 Date of polling
 Number of polled postal ballot
 Name of venue 

 He is to send report in format-1 Annexure-6 to ARO/RO 
with signature  of representatives of  contesting candidate 
present  therein.

He is to see that copy of the annexure-5 (register of 
voters) register is given to the candidates on their request 
for it.



 He is to see that after voting is over, the Annexure-5 
(register of votes) should be sealed. (in the same 
manner as the Register in Form 17A)

• He is to see that the cotton bag/ Ballot box is 
deposited with the Returning Officer for each day. 
There shall be separate bags/box for different days/ 
facilitation centre. 






