
This check list is designed to assist (Acting) Returning Officers in carrying out post-election activities. This should be read alongside Commission guidance for further details on specific tasks.
	Task
	Date
	Tick

(√)

	Return of writ
	
	

	Ensure writ is correctly completed and returned as required
	Friday 7 May
	

	Retention of documents (Part F – guidance manual)
	
	

	Create packet for candidate’s home address forms and include a destruction date (21 days)
	Destruction date: Friday 28 May
	

	Create packet for nomination papers, mark that they are not open for public inspection and include a destruction date (one year)
	Destruction date: Friday 6 May 2011
	

	Ensure all election materials are accounted for, including marked registers and postal vote lists
	
	

	Pack up materials from the election and include a destruction date on all packets (one year). Mark that they are open to inspection. 
	Destruction date: Friday 6 May 2011
	

	Pack up used ballot papers, corresponding number lists and certificates of employment in separate packets, and mark that they are not open to inspection
	Destruction date: Friday 6 May 2011
	

	Deposits
	
	

	Calculate the number of votes required to keep the deposit. Return no later than the next working day after the declaration of the result (by allowing collection from the (Acting) Returning Officer’s office or by posting a cheque on that day).
	Monday 10 May
	

	Complete and return to the Election Claims Unit/Scotland Office Form K - Forfeited deposits, listing all lost deposits in accordance with chapter 14 of the Returning Officers' Expenses Guidance Notes issued by the MoJ (form and guidance available on the MoJ and Scotland Office websites)
	Monday 10 May
	

	Send forfeited deposits by BACS or cheque in the manner described in chapter 14 within 2 weeks of the election
	By Thursday 20 May
	

	Electoral data
	
	

	Return the following electoral data to the University of Plymouth, who are the Electoral Commission’s contractors:
· Declaration of result (including statement as to rejected ballot papers)

· Form K - Statement as to postal ballot papers

· Additional data form

Return completed Form K (Statement as to postal ballot papers) to the Secretary of State.
Return performance standards self-assessment form to the relevant Commission office 

Return evaluation of Electoral Commission guidance
	By Friday 28 May

	

	Collection of candidate expenses
	

	Create list of candidates and mark back the date that the expenses return is delivered
	Candidate deadline: 35 calendar days after result
	

	If the candidate declaration is not included with the return, remind agent and candidate that one must be provided within 7 days of the return being delivered (or, if candidate was outside the UK, it must be provided within 14 days after returning to the UK). Record when declaration made.
	
	

	Copying and sending the election expenses
	
	

	Copy the candidate expenses return twice. Make one copy available for public inspection, and send the other copy to the Commission. Make the election expenses (invoices & receipts) available for public inspection.
	w/c 12 July
	

	(Acting) Returning Officers are not required to copy all invoices & receipts and are not required to forward them to the Commission. We will provide (Acting) Returning Officers in selected constituencies with a list of candidates whose invoices & receipts we require. These should be copied from the original and sent to the Commission. Originals should be retained. All others should be retained – the Commission may request them at a later date.
	w/c 12 July
	

	Preparing the copy of the expenses for public inspection
	
	

	Remove the address for any permissible or impermissible individual donor on the form on which agents have listed the name and address of donors to their campaign. Ensure that only copies of the expenses returns are allowed to be inspected - the originals should be kept secure. Retain for inspection for two years.
	As soon as practicable after receipt
	

	Publishing details of the election expenses 
	
	

	Publish in no less than two newspapers circulating in the constituency a notice stating the place where the expenses returns can be inspected and the times that inspection will be allowed. Include in the notice the details of any candidate and agent that has failed to make a return.
	Within 10 days of submission deadline
	

	Send a copy of the notice to each election agent. Do not send a copy of the notice to any agent that is listed as not having made a return. 
	Day after submission deadline 
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