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	INSTRUCTIONS TO STAFF DEALING WITH THE OPENING OF POSTAL VOTERS' BALLOT PAPER’S ENVELOPE
	

	
	
	
	
	
	
	

	STAGE 1 - VERIFICATION

	
	
	
	
	
	
	

	Count the envelopes  for the constituency
	
	
	
	
	
	

	
	
	
	
	
	
	

	Does the count agree?
	
	No
	
	Recount
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Advise the Supervisor of the total
	
	
	
	
	
	

	
	
	
	
	
	
	

	STAGE 2 – OPENING AND CHECKING POSTAL VOTERS’ ENVELOPES

	Open envelope B
	
	
	
	
	
	

	
	
	
	
	
	
	

	Is there a Postal Voting Statement (PVS)?  If missing open envelope A and check
	

	
No
	

	Place in Supervisor's tray
	
	

	
	
	
	
	
	
	

	Is envelope A present?
 
	
	No
	
	Place in Supervisor’s tray
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Is the number on the PVS the same as the number shown on envelope A?
	

	
No
	


	Place in Supervisor’s tray
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Is it signed by the
voter?
	

	No
	

	Place in Supervisor's tray
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Place the PVS to your left and envelope A containing the ballot papers to your right
	
	

	SEE OVERLEAF FOR STAGES 3 AND 4
	
	
	
	




	STAGE 3 – OPENING THE BALLOT PAPER ENVELOPE 

	
	
	
	
	
	
	

	Open envelope A
	
	
	
	
	
	

	
	
	
	
	
	
	

	Is there a ballot paper inside?
	
	No
	
	Place in the Supervisor's tray
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Remove and unfold ballot paper and place FACE DOWN
	
	
	
	
	
	

	
	
	
	
	
	
	

	Does the number on the back of the ballot paper match the number on the envelope?
	

	
No
	

	Clip both items together and place in the Supervisor's tray
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Your Supervisor will remove the envelopes
	
	
	
	
	
	

	
	
	
	
	
	
	

	STAGE 4 – COUNTING THE BALLOT PAPERS

	
	
	
	
	
	
	

	Count the ballot papers FACE DOWN twice
	
	
	
	
	
	

	
	
	
	
	
	
	

	Do the counts agree?
	
	No
	
	Re-count
	
	

	
	
	
	
	
	
	

	Yes
	
	
	
	
	
	

	
	
	
	
	
	
	

	Advise the Supervisor of the total
	
	
	
	
	
	



3-Flowchart for PVs (C)
