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Postal vote opening checklist 

· Signature sheet for staff to sign in on arrival

· Clear written instructions together with layout plan about the opening process for the staff, campaigners, agents, candidates and observers. 

· The following items of general stationery:

· Elastic bands

· Fingerettes.
· Pens, pencils, sharpener and rubber

· Sellotape

· Baskets/trays for the ballot papers/Postal Vote Statements and those for adjudication 

· Labels for the above trays

· Clear sacks for the ‘A’ envelopes

· Black sacks for rubbish

· A4 copy paper

· Paper clips

· Bulldog clips

· Equipment

· Scanners (tested)

· Extension leads

· Printer

· Projector and screen
· Laptop 

· Rejected stamp and pad 

· Ballot boxes and seals
· Forms 
· Batch headers

· Total headers

· Spread sheet

· Postal ballot paper accounts (see appendix A
· Control sheets

· To track the daily opening outcomes (see attached appendix B)
· Statement as to postal votes (after final opening) for submission to the Secretary of State and the Commission.

Appendix A

Local Government Elections 
5 May 2011
(Name of local authority/district/ward)
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Categories of rejection of postal votes

	1.
	Postal vote statements that were rejected because there was no signature
	Should include all statements rejected because no signature was given where required, but a date of birth was given. This includes those that were not verified against the record of identifiers

	2.
	Postal vote statements that were rejected because there was no date of birth
	Should include all statements rejected because no date of birth was given, but a signature was given or a waiver had been granted, including any that were not verified against the record of identifiers.

	3.
	Postal vote statements that were rejected because they did not have a signature or a date of birth
	Should include all statements on which neither identifier was given, including any that were not verified against the record of identifiers

	4.
	Postal vote statements with mismatched signature
	Should include all statements on which both a signature and a date of birth were given, and the signature only did not match the personal identifiers record.

	5.
	Postal vote statements with both mismatched signature and date of birth
	Should include all statements on which both a signature and a date of birth were given or a waiver had been granted, and the date of birth only did not match the personal identifiers record.

	6.
	Postal vote statements that did not match with both mismatched
	Should include all statements on which both a signature and a date of birth were given, and neither matched the personal identifiers record.

	7.
	Returned packs missing either a postal vote statement or a ballot paper account.
	Should include any postal voting statement or ballot paper which was marked provisionally rejected, and which could not be matched by the end of the final postal vote opening.


(insert number of ballot papers)


Box 1 of xxx








