
3-TIER PANCHAYAT ELECTIONS: 2022

Training of Election Officers:

SESSION: 2

District Administration, Kalahandi

Date: 08-02-2022



✓ Appointment of Polling Personnel & their movement 

✓ To do list:

➢ Ballot papers

➢ Statutory form filling practice

➢ Ballot Box- Opening, sealing, covering with cloth with address tag

➢ Presiding officer diary

✓ Challenged Vote & tendered vote

✓ Closure of Poll

✓ Deposit & carry over of materials.

✓ Suspension & initiation of department proceeding against Polling Personnel.

✓ Test & doubt clearing.

AGENDA



Dt. 16.02.2022 Dt. 18.02.2022

Golamunda Narla

Junagarh
M.Rampur

Karlamunda

Dt. 20.02.2022 Dt. 22.02.2022 Dt. 24.02.2022

Dharamgarh
Lanjigarh Kesinga

Koksara

Koksara
Bhawanipatna

Th. Rampur

Jaipatna
Kalampur

✓ The polling party comprises of one presiding officer & two polling officers

✓ Letter of appointment must be carried (sample attached)

✓ 1st Batch of Polling personnel will conduct polling on 16th & 18th Feb. 2022 & they will be

relieved on 18th Feb. 2022 after depositing material & obtaining clearance certificate from

the concerned BDO-cum-Election officer.

✓ 2nd Batch of Polling Personnel will conduct polling on 20th, 22nd & 24th Feb. 2022 and they

will be relieved on 24th Feb. 2022 after getting clearance from concerned BDO-cum-

Election officer.

Appointment of Polling personnel& their movement



Appointment Order of Polling Personnel



Pre-dispersal

✓ Sector officer will visit all polling booths under their jurisdiction & ensure all 

logistics arrangements by prior to 2 days of arriving of polling personnel.

Pre-Poll Day and Dispersal Centre.

✓ All polling personnel must report at 05 AM on the day before poll at the 

dispersal centre.

✓ They will check & meet their own polling party members at the dispersal 

centre and check the booth allotment.

✓ Then the entire Polling party will go to attendance centre to register their 

presence. (Mike announcement of absence of polling parties)

✓ Then they will go to the dispersal centre meant for them. While receiving 

materials all Covid protocols will be followed.

To do List



To do List (Cont.)

Different counters of dispersal center shall be situated at least 6 feet 

distance.

Materials to be handed over to the Presiding Officer at dispersal center.

✓ One Big size Ballot Box

✓ One Metal Trunk

✓ Indelible Ink- 02 Phials (Bottles) 

✓ Distinguishing mark Seal for Polling booth to be stamped on the back 

of the Ballot Paper- 01 No.

✓ Metal Seal for use by Presiding Officer for sealing of Ballot Box/ 

Envelopes etc.

✓ Cross Mark rubber Seal for voting.

✓ Rubber Seal for Presiding Officer.



Distinguishing 

mark seal
Metal Seal Cross mark 

rubber Seal

SEAL



Rubber Seal for Presiding Officer



• Form 5 (Sarapanch& Ward Member)- 02 Nos.

• For Samiti Member (Form 8 & 9)- 02 Nos.

• For Z.P. Member (Form No. 8)- 02 Nos.

Forms for validly nominated candidate’s list



Form 5 (Sarapanch& Ward Member)



For Samiti Member (Form 8)



For Samiti Member (Form 9)



For Z.P. Member (Form No. 8)



03 Copies to be received

✓One- working copy

✓Two- Display at Booth

✓Third- Reference of Presiding Officer

Electoral Roll



Electoral Roll



✓Sarapanch& Ward Member (Form-7) : 6 nos. 

✓P.S. Member (Form-12) : 3 Nos. 

✓Z.P. Member (Form-11) : 3 Nos.

Ballot Paper Account



Sarapanch& Ward Member (Form-7)



P.S. Member (Form-12)



Z.P. Member (Form-11)



• Marked Copy (Working Copy) of electoral roll- 01 No.

• Second copy of electoral roll (used by Presiding Officer)- 01 No.

• Unused & surplus Ballot Paper): 08 Nos. (WM- 02, Sarpanch-02, P.S. 

Member-02 & Z.P. Member-02

• Challenged Vote: 04 Nos. (Ward Member-01, Sarapanch-01, P.S. 

Member-01 & Z.P. member-01)

• Blind and companion vote: 04 Nos

• Appointment letter of Polling Agent: 01 no.

• Receipt Book of forfeited cash: 01 no.

• Presiding Officer’s special report: 01 no. (Sealed)

• Big Cover: 02 nos.

• Receipt Book: 01 no.

Envelopes



Marked Copy



Other Copy



Unused  ballot paper



Surplus ballot paper



Challenged votes



Blind and companion vote



Appointment letter of polling agent



Receipt book of forfeited cash



Presiding officers special report



Any other paper



✓Prohibited area:

✓Polling area

✓Waiting place

✓Entrance

✓Exit

✓Polling Hall

✓Vote Box

✓Polling Agents

✓Presiding Officer

✓Polling Officer

Labels



Labels



• Screens for compartment for secrecy

• Polling Material (Consumable & non-consumable)

• Now the Polling Party will check the materials in the tents provided there.

• Then after checking the correctness of election materials, they will move to the assigned booth in the assigned 

vehicle.

• After this, Sector Officers will confirm the receipt of election materials by their Presiding Officers and confirm their 

arrival in concerned booth after leaving the dispersal center.

Arrangements shall be made at the booth

✓ Polling area demarcation

✓ Polling compartment for secrecy of voting

✓ Sealing arrangement (Presiding Officer, PO 1, PO 2, Polling Agents)

✓ Queue of votes marking

✓ Affixing of labels

✓ Preparation of Ballot Paper for election purpose.

Arrangements to be done at Booths on pre-poll day



4 types of Ballot papers:

• Ward Member - Yellow Colour

• Sarapanch - Pink Colour

• P.S. Member - Blue Colour

• ZP member - White Colour

Ballot Papers



Ward Member (Yellow) Sarpanch(Pink) PS Member(Blue)



• Presiding officer is required to sign & affix his/her seal on the 

Ballot paper, put serial no. (same serial no, in counterfoil) & affix 

distinguishing mark seal on the top right-hand corner of the 

back side of ballot paper. 

(60% of total no. of voters- Ballot paper must be prepared 

on the pre-poll day)

• 3 types of folding will be done in a ballot paper with reference 

to validity nominated contesting candidate list. (Demonstration 

is must).

Authentication of Ballot Paper:



Folding of Ballot Papers



POLLING TIME: 7.00 am to 1.00 pm

One (1) hour prior arrangements:

• Copy of Electoral roll displayed at polling booth.

• A list of contesting candidates of Ward Member, 

Sarapanch, P.S. member & Z.P. member.

• Verifying the polling agent form with identity.

Poll Day



Immediately before 07.00 am

• Presiding officer will demonstrate the agents/ candidate the 

marked copy of electoral roll does not contain any entry or mark.

• Empty Ballot box demonstration to the agents/ candidates.

• Sealing the ballot box for polling.

Polling

• 1st Polling Office: Marked copy of electoral roll in charge

• →Elector will go to the 1st Polling Officer for identification with 

identity card.

Poll Day (Cont.)



✓Voters may come with an unofficial identity slip. Slip may contain 

name, Sl. No. & house no. of elector as in electoral roll. Slip must not 

contain name & symbol of any candidate. If the voter doesn’t have 

the unofficial identity slip, 1st PO will himself ascertain the identity of 

voter with reference to electoral roll.

Identity Card

✓ EPIC

✓ Aadhar Card

✓ Passport

✓ Driving License

✓ Service identity card with 

Photograph

✓ Passbook with Photograph 

issue by Bank/Post office

✓ PAN Card

✓ Smart Card issue by RGI under NPR

✓ MNRGA Job card

✓ Pension document with 

Photograph

✓ Official identity cards issued to 

MPs, MLAs

✓ Certificate of disability

✓ Freedom Fighter identity card

✓ Any other document to the 

satisfaction of Presiding Officer



✓1st Polling officer will hand over all ballot papers one by one in order 

of Sarpanch, Ward member, PS member & ZP member after 

obtaining the signature/ T.I. of voter in the counterfoil of each ballot 

paper to the 2nd Polling officer & put (√) mark against the name of 

the elector in working copy of electoral roll.

✓1st fold of ballot paper will be done.

2nd Polling Officer

✓Mark indelible ink on the left forefinger of voter & issue ballot papers 

one after one ( Sarpanch, WM, PS, ZP member)

✓ Fold ballot papers (next 2 times) & then restoring to the previous 

position (1st fold won’t be opened) & explain the marking procedure 

to the voter.

✓Voter will cast the vote & maintain the secrecy so as to avoid the 

cancellation of ballot paper.

Duty of PO1 and PO2



Marking of indelible ink on the left forefinger

Left Hand



Inside the Polling Booth



✓Candidate/ Polling agent can object to identity of a voter on 

the only ground that he is not the person he claims to be.

✓Objection fee: Rs. 2/- with presiding Officer.

✓Presiding Officer shall decide the objection summarily & his 

decision shall be final.

✓ If objection allowed,  deposit will be refunded.

✓ If objection disallowed, amount forfeited & receipt issued.

Challenged Vote



✓ If a person representing as a particular elector comes to the 

polling station after another person has already cast vote in 

his/her name, Presiding officer is satisfied with his identity, a 

tendered ballot paper will be issued.

✓On no account, this tendered ballot will be put in ballot box. ( It 

will be handed over to Presiding Officer)

✓Tendered vote will be put in envelopes meant for challenged 

votes for respective categories.

✓These shall not be opened for counting.

✓Blind & infirm voters can be accompanied by a companion to 

the voting compartment.

Tendered Vote



✓Presiding officer should distribute slips with his initial to all 

electors standing in queue “starting from the end of the 

queue” just before closing hour of poll.

Distribution of slip to voters during close of poll hour



✓Sealing the ballot box with 

address tag after due closure 

of ballot box.

✓Ballot box will be placed 

inside a cloth bag & seal with 

address tag again with seal & 

sign of Presiding officer.

✓The candidates/ agents may 

be allowed to affix their seal & 

signature.

CLOSURE OF POLL



✓ Metal Trunk

✓ Distinguishing mark seal for polling 

booth to be stamped on the back of 

ballot paper.

✓ Metal seal for use by PO for sealing of 

ballot box/ envelops etc.

✓ Cross mark rubber seal for voting.

✓ Presiding officer rubber seal.

✓ Screen for using as voting 

compartment.

✓ Copying Pencil.

✓ Self inking pad

Checklist: Carry over materials

✓ Ball pen/refill

✓ Pusher

✓ Metal rule

✓ Ink pad & ink

✓ Blade

✓ Cloth for cleaning finger of 

voter

✓ Wet sponge

✓ LED lamp



✓ Polling party will hand over the following materials before proceeding to 

subsequent block.

✓ Ballot box with cover bag & Address tag duly filled & signed by Presiding 

officer.

✓ Ballot paper account- Form 7 for ward member

✓ 3 Copies each  of Form 7 for Sarpanch & Form 7 for Ward member , Form 12

for PS member  and Form 11 for ZP member

➢ 1st in Sealed Cover 

➢ 2nd in Open Cover and to be handed over to BDO-cum-EO,

➢ 3rd to be kept with PO

Checklist: for Deposit



Checklist: for Deposit

✓ marked copy of electoral roll

✓ Second copy of electoral roll

✓ Unused ballot paper ( each category- 1 no.)

✓ Surplus ballot paper (each category-1 no.)

✓ Challenged voter envelope.

✓ Blind & companion envelope.

✓ Tender voter envelope.

✓ Diary of Presiding officer.

✓ Appointment letters of polling agent.

✓ Cash book and receipt book on challenged vote.

Envelopes



Diary of Presiding Officer



Diary of Presiding Officer (Cont.)



✓ If they don’t report in time scheduled for various election duties.

✓ Manhandling of ballot paper & ballot box.

✓ Improper sealing of ballot box.

✓ Wrong filing of Presiding officer’s report/ diary.

✓ Wrong filing of ballot paper accounts of each category.

✓ Missing election materials.

✓ Tampering the process of free & fair election.

Suspension & initiation of D.P. against polling personnel



1) How a ballot paper will be authenticated?

2) Who will be the in charge of marked copy of electoral roll?

3) If the elector does not have identity slip, will the elector be allowed 

to vote?

4) Who will be the in charge of indelible ink and where it will be inked?

5) Who is the final authority for deciding the fate of challenged voter?

6) What is tendered vote &will it be inserted in ballot box & counted?

7) If an elector was issued with ballot paper, but later refuses to vote, 

then what is to be done with ballot paper?

8) If an elector refuses to obey the secrecy of voting, will he/she 

allowed to cast the vote?

9) What is to be done during the closing hour of poll?

10) Will the candidate & his polling agent stay inside the polling station 

at a time?

Test questions & Doubt clearance









Wish you all 

for successful conduct of 

3-Tier PRI Elections-2022


