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	☐
	List of all staff
	

	☐
	Signing-in sheets for staff
	

	☐
	Spare copies of instructions for staff
	

	☐
	Sample entrance passes for reference, including samples of the identification badges held by Commission representatives and accredited observers
	

	☐
	Verification sheets – if a laptop or PC is to be used, the spreadsheets should be prepared in advance. Have available paper copies of the spreadsheets in case of equipment failure.
	

	☐
	Counting sheets, grass skirts, kangaroo boards (in case of multi-member wards)
	

	☐
	Results sheets
	

	☐
	Postal ballot boxes and related envelopes
	

	☐
	PC/laptop, printer and photocopier
	

	☐
	‘Rejected’ stamp and ink pad 
	

	☐
	‘Provisionally rejected’ stamp and ink pad for any final postal vote opening

	

	☐
	Sorting trays (which could be marked with the names of the candidates)
	

	☐
	Cover sheets or cards dividers to identify bundles of counted ballot papers
	

	☐
	Electoral law reference books and other guidance, including Electoral Commission guidance
	

	☐
	Letter openers and scissors
	

	☐
	Sacks and ties for counted ballot papers
	

	☐
	Packets or envelopes for rejected ballot papers
	

	☐
	Assorted stationery items, including marker pens, pencils, rulers, adhesive tape, notepaper, string, rubber thimbles, paper clips and rubber bands
	

	☐
	Calculators
	

	☐
	Large box or other receptacle for the mixing and storage of verified ballot papers if empty ballot boxes are not to be used for that purpose
	

	☐
	Materials to be used in the event of an equality of votes (e.g. an unused pack of cards, slips of paper, etc.)
	

	☐
	Anything else
	



