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Abbreviations and Acronyms

AC
AMF
ARO
AS
ASD
AVCO

AVES

AVPD
AVSC

BAGs
BDO
BEL
EVM
FLC
FS
MCC
MCMC

M2
M3
NOTA
PB

PC
PCI
PER
BLO
P-FLCU
BU
CAPF
CEO
CPF
CSv

Assembly Constituency
Assured Minimum Facilities
Assistant Returning Officer
Assembly Segment
Absentee, Shifted and Dead

Absentee Voters of COVID-19
(category)

Absentee Voters of Essential
Services

Absentee Voters of PwD (category)

Absentee Voters of Senior citizen
(category)
Booth level Awareness Groups

Block Development Officer
Bharat Electronics Limited
Electronic Voting Machine
First Level Checking
Flying Squad

Model Code of Conduct

Media Certificate and Monitoring
Committee

Model 2

Model 3

None of the Above

Postal Ballot

Parliamentary Constituency
Press Council of India
Photo Electoral Roll

Booth Level Officer

Pre first Level Checking Unit
Ballot Unit

Central Armed Police Force
Chief Electoral Officer
Central Police Force

Classified Service Voter

CU
DEO
DFMD
ECI
ECIL

PPS

PV
PVC
RO
SLU
SP

SST
SVEEP

EDC
EEM
EMF
EPIC
ERO
ESPs
VAB
VCB
VFP
VIS
VST
ESC
ETPB

VVPAT
VVT

Control Unit

District Election Officer

Door Frame Metal Detector
Election Commission of India

Electronics Corporation of India
Limited

Pink Paper Seal

Polling Station

Proxy Voter

Postal Voting Centre
Returning Officer
Symbol Loading Unit
Superintendent of Police
Static Surveillance Team

Systematic Voter Education and
Electoral Participation

Election Duty Certificate
Election Expenditure Monitoring
Extended Minimum Facilities
Electors Photo Identity Card
Electoral Registration Officer
Expenditure Sensitive Pockets
Voter Assistance Booth

VVPAT Counting Booth

Voter Facilitation Poster

Voter Information Slip

Video Surveillance Team
Expenditure Sensitive Constituency

Electronically Transmitted Postal
Ballot

Voter Verifiable Paper Audit Trail

Video Viewing Team
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1.1

1.2

1.3

1. INTRODUCTION

GENERAL

1.1.1.

The Returning Officer has a pivotal role in election management. He/she is so called because he/
she conducts the election in a constituency and returns elected candidate. A Returning Officer is
responsible for overseeing the election in one constituency or sometimes in two, as directed by the
Election Commission of India.

. Under Section 21 and 22 of the R.P. Act, 1951, the Election Commission of India appoints the

Returning Officer and Assistant Returning Officer for a constituency, in consultation with the State
Governments and the Union Territories as the case may be.

. Returning Officer should clearly know the territorial extent of the constituency for which he/she is

the Returning Officer. The present allocation of seats to the State/Union Territories in the House of
the People, the total number of seats assigned to the Legislative Assemblies and the number of seats
reserved, if any, for Scheduled Castes and Scheduled Tribes in each State/Union Territory can be
seen in Annexure 1 and 2.

THE HANDBOOK AND OTHER REFERENCES

1.2.1.

1.2.2.
1.2.3.

This Handbook for Returning Officer is designed to give information and guidance needed for
optimal functioning of a Returning Officer. However, this is not an exhaustive compendium in all
aspects or as a substitute reference for the various provisions of election law for the conduct of
elections. Returning Officer should therefore, wherever necessary, refer to those legal provisions,
contained in the latest edition of the Manual of Election Law, which contains, among other things,
relevant extracts from

(2)  the Constitution of India,
(3)  the Representation of the People Act, 1950,
(4)  the Representation of the People Act, 1951,

(5) the Conduct of Elections Rules, 1961 and the Registration of Electors Rules, 1960 and
the relevant enactments with which Returning Officer should primarily be concerned. In
addition to this, Returning Officer must also have a copy of the Compendium of Instructions,
Compendium of Instructions on Election Expenditure Monitoring and the Handbook for
Presiding Officer, The Election Symbols Order, 1968 and the latest list of political parties
and election symbols issued by the Election Commission and refer to them as often as needed
and instructions issued by ECI from time to time.

The latest versions of all the Handbooks are available on the ECI website. (https://eci.gov. in)
Returning Officer should thoroughly study the annexure attached to each chapter of the Handbook.

He/She should ensure that various forms, statutory and non-statutory, to be used for the election are
the latest ones in force and stock them in adequate numbers.

DUTIES AND RESPONSIBILITIES

1.3.1.

The duty of a Returning Officer is to efficiently conduct the election to the Assembly/Parliamentary
Constituency. This involves duties at various stages as follows:

a) to publish the notice regarding the election;
b) to accept and scrutinize the nomination forms;
c) to publish the affidavits of candidates

d) to allot symbols to the contesting candidates;
e) to prepare the list of contesting candidates;
f) to print and dispatch Postal ballot papers, to manage ETPBs;

g) to print ballot papers with photograph of candidate for the EVM;
h) to prepare the EVMs and VVPATS for the elections;

1) to train Polling Personnel, Sector Officers, Area/Zonal Magistrates etc. in all aspects,
including use of EVMs with VVPATs;
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to depute Polling Officers to the polling booths with election materials;

to supervise the functions of the Polling Officers in his/her AC /PC on Poll day;

to ensure free and fair election;

to designate the counting centres and get them approved by the Commission well in advance;
to send notice to the candidates about the place, date and time of counting of votes;

to appoint and train counting staff;

to count the votes and declare the result.

to make fool proof arrangement for the DC and RC (Dispersal Centre and Receiving Centre);
to implement the Model Code of Conduct as per ECI’s guidelines;

to prepare the transport movement plan for the polling parties;

to make preparations for absentee Postal ballot voting;

to ensure speedy grievance redressal; and

to take initiatives for expenditure monitoring as per ECI instructions.

1.3.2  Returning Officer will be given thorough training regarding his/her various duties and responsibilities.
Returning Officer must attend these trainings and use the sessions for clarifying his/her doubts.
14 PRESENT SCENARIO

1.4.1. Returning Officer is in an environment where a number of changes have taken place, especially
during the past decade. They are briefly mentioned below:

a)
b)

c)

d)

g)

h)

)

k)
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The elections are conducted with Electronic Voting Machines with VVPATSs.
The system of Booth Level Officers has enabled the electoral roll to be more accurate.

The electoral roll now has the photos of electors. Now electors have the Electoral Photo
Identity Card. As the date of poll approaches, a Voter Information Slip is also handed over
to each elector through the Booth Level Officer. All these have served to minimize the scope
for impersonation.

A visible and rigorous enforcement of the Model Code of Conduct has enhanced the
credibility of elections and given confidence to the voters.

The Compendium of Instructions on Expenditure Monitoring is a breakthrough in the
management of money power in elections.

A number of guidelines have been issued with regard to advertisements in media, both print
and electronic. Identification of Paid News has also been emphasized.

In addition to the General Observers appointed under Section 20B of the Representation of
People Act, 1951 to watch the process in the field on behalf of the Commission, Expenditure
Observers are also appointed to ensure that money power is effectively curbed and a level
playing field is ensured.

A number of instructions have come in the management of Postal Ballots, Absentee Voter
Postal Ballots and Electronically Transmitted Postal Ballots (ETPBs), calling for greater
involvement of the Returning Officer.

Sector management has become an important aspect of planning. A Sector Officer who will
be in charge of 10-12 polling locations has to be identified with care.

The concept of Vulnerability Mapping has helped a great deal in enabling the voters from
vulnerable sections of society to come and vote. Manual of Vulnerability Mapping (available
on ECI website) has also been prepared.

The ‘NOTA'’ option with symbol has now been provided on the EVMs, VVPATs and Postal
Ballots (including ETPB). This allows people who do not want to vote for any one of the
candidates in their respective constituencies, the option of rejecting all of them without
giving up their right to vote in secrecy.




1.5

1.6

1) Some of the polling stations may be categorized as Critical Polling Stations and Polling
Stations falling in vulnerable areas. The Commission has directed that such polling stations
shall be covered by CAPF. The Polling Stations, where CAPF is not deployed due to non-
availability of otherwise, they shall be covered by one or more civil measures like Micro
Observers, Videography, CCTV or Web Casting.

m) A number of activities to ensure greater participation and a stronger democracy have been
initiated under Systematic Voters’ Education and Electoral Participation (SVEEP), enabling
all the stakeholders in the election process to be more informed than before.

CHAPTER SCHEME OF THE HANDBOOK

1.5.1.

1.5.2.

1.5.3.
1.5.4.

1.5.5.

1.5.6.
1.5.7.

1.5.8.

Chapters 2 to 4 dealing with Polling Stations, Polling Personnel and Election Materials refer to the
first stage of activity as Returning Officer.

As soon as the notification for election is published, a very important stage in the election process
begins. Returning Officer’s role in the nomination, scrutiny, and withdrawal of candidature and
allotment of symbols is extremely crucial. The details regarding these are covered in Chapters 5 to 8.

Chapter 9 deals with Uncontested Election.

Publication of the list of candidates after the allotment of symbols marks the beginning of a new
phase in which Returning Officer has to start arrangements for the actual poll process. These include
among others, printing and dispatch of Postal ballot papers/ETPBs, printing of ballot papers for
EVMs, and preparing EVMs and VVPATs for handing over to the polling personnel. These are dealt
with in Chapters 10, 11 and 12. The actual conduct of poll is dealt with in Chapter 13.

Various steps to be followed in the case of simultaneous elections to both the Lok Sabha and the State
Legislative Assembly are dealt with in Chapter 14.

Counting of votes and the Declaration and Publication of Result are detailed in Chapters 15 and 16.

Chapter 17 deals with Return and Forfeiture of Deposits. Chapter 18 deals with Monitoring of
Election Expenditure and Accounts of Candidates. The Chapter 19 deals with miscellaneous items.

A detailed account of contents, indicating the sub headings, chapter wise is given in the beginning of
the handbook for ready reference.

1.5.9. The annexures are placed at the end. An index of annexure is also given in the beginning of the
handbook.

SUMMING UP

1.6.1. Returning Officer should ensure that the election management is transparent, so that there is no scope

1.6.2.

1.6.3.

1.6.4.

1.6.5.

1.6.6.

for complaint of partiality from any stakeholder. Being transparent also adds to the credibility of the
election. The Commission takes a very serious note regarding the lack of neutrality on the part of any
official.

Returning Officer should meet the representatives of the recognized political parties and contesting
candidates as often as he/she can. It is extremely important to keep them informed of the Commission’s
instructions from time to time. Many of their doubts and apprehensions can be cleared through
mutual discussions. These meetings could also avert many situations that would lead to law and order
problems.

Returning Officer’s interaction with the media should be positive and he/she should use the media
effectively to disseminate information regarding the steps taken by him/her for a free and fair poll to
the public and all other stakeholders. This is an important confidence building measure.

Needless to say, Returning Officer should be thorough with the provisions of law and the latest
instructions of the Commission so that he/she can lead his/her team to conduct a free and fair election.

The Commission places a very high premium on training of all those who are involved in the election
process. Returning Officer should therefore take his/her training seriously, on all aspects, including
handling of the EVMs and VVPATs. Returning Officer should also take every effort to train his/her
polling personnel and counting staff.

Considering the multiplicity of agencies involved, Returning Officer should be able to elicit
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cooperation from all concerned by excellent coordination. It is equally important that he/she maintain
a very good communication link with the Observer(s) posted in his/ her constituency.

1.6.7. Last, but not the least, Returning Officer should have a clear plan of action from the very beginning
and he/she should draw up an activity chart in consultation with those concerned, so that the election
can be conducted to his/her credit.

1.7. ELECTORAL ROLL
Addition, Deletion and Corrections after final publication (In an election year)

1.7.1. After final publication of rolls, no suo-moto deletion shall be done in an election year. Deletion can
be done only on the basis of Form 7 or on the basis of a request of deletion made by the concerned
elector in declaration part of Form 8. If any deletion has to be made in the electoral rolls after
the final publication of rolls, i.e. during the period of continuous updation, the ERO shall consult
the DEO before making any such deletion. The DEO shall monitor all additions, deletions and
corrections from the date of final publication of electoral rolls onwards. In case deletions required in
any Assembly Constituency are more than 0.1% of the number of electors in the said constituency
in the finally published rolls, the DEO shall take the approval of the CEO before allowing such
deletions by the ERO.

1.7.2. After the announcement of elections, no deletion or correction of entries in the electoral rolls shall be
done by the ERO either suo-moto or on the basis of forms received. Forms 7, 8, received till the date
of announcement of election will be taken up for disposal by the ERO concerned after expiry of the
prescribed 7 days’ notice period. This means, Forms 7, 8, received till the date of announcement of
election would be processed as per due procedure till the 10th day from the date of announcement.
Forms 7, 8 received after the announcement of election would be kept separately and shall be taken
up for disposal only after completion of election.

1.7.3. Addition of names will be carried on till the last date of filing nominations. All the Forms 6 received
till 10 days before the last date of filing nominations shall be disposed of and the Addition Supplement
be prepared by the EROs up to the last date of filing of nominations.

There may be some instances where Form 8 for shifting from one place to another might be received
after the announcement of elections. In such cases, it would not be appropriate to deny such claims
in support of the applicants’ registration at the new place.

In view of the position mentioned, the Commission has directed that in all such cases where Form
8 are received for shifting from one place to another, the applicant will be enrolled at new address,
while he will be listed as ASD voter at old address, if located in your state. Specific instructions
shall be given to the concerned polling team to check identity of such elector on the basis of his latest
residence proof, if the person visits the polling station.

1.7.4. Preparation of supplement, integration and reprinting of integrated mother roll:

(a) At the time of final publication, the final roll will be a s