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Checklist of information to be provided to attendees at the verification and count
The venue and access arrangements
· Timing of the verification and count

· Count venue location/map

· Disabled access
· Access requirements and identification (e.g. accreditation/photo 
ID/letters etc. to support admission).

· A layout plan of the venue, indicating the key areas of interest for 
counting agents and observers. You may wish to provide a hand-out 
listing all ballot box numbers and the names of the polling stations 
they relate to.
· Provide do’s and dont’s (e.g. reminding attendees that smoking is 
not allowed within the building, advise on any policy regarding 
drinking and use of mobile phones).

· Provide relevant secrecy requirements 
The facilities
· Refreshments

· Media area/press room

· Public announcement system (including when and how this will be 
used, for example, setting out what parts of the process are being 
carried out where and when: for example, to let everyone know when verification has been completed, what the turnout figure is and when 
and where the adjudication of doubtful ballot papers is to be carried out).
Roles and responsibilities
· Identify the Returning Officer and other key members of staff (e.g. 
you may wish to provide pictures of yourself and your key staff to 
help attendees identify you at the count).
· Explain the role of the Returning Officer and other key members of 
staff.
· Provide details of who will be available to respond to queries and to 
act as liaison between candidates, agents, observers and key staff.

Postal votes

· Process for the final opening of postal votes.
The verification process
· Outline the process of the verification and what those in attendance 
can expect to see.
 
· Process for consultation with election agents on the statement of 
verification.
The count
· Outline the process of the count and what those in attendance can 
expect to see.
· Process and principles for adjudicating doubtful ballots (e.g. 
providing copies of examples of doubtful ballot papers 
(Commission’s placemat).

· Process for re-counts (e.g. who can ask for a re-count, when this can 
happen).
· Procedure for the result declaration (e.g. including if the candidates 
will be able to give a speech.)




























































































































