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GENERAL INTRODUCTION 

 

The Independent High Electoral Commission (IHEC) is an independent, neutral, governmental 
and professional institution. It is supervised by the Council of Representatives.  

The IHEC performs its works according to article no. 102 of the Iraqi Constitution in terms of Law 

no. 11 of 2007. It has all the authorities relevant to electoral events, including organizing elections 

and ensuring fair and transparent implementation of elections.   

The Iraqi Council of Representatives issued an amendment to Election Law no. 16 of 2005. This 

represents the legal framework which regulates the Council of Representatives election, 

according to an open list system. 

The IHEC then issued Polling and Counting Regulation no. 18 of 2009 and polling and counting 

procedures as an instruction manual to facilitate the implementation of this important process.  

The Election Law divides Iraq into multiple electoral districts based on governorates; each 

governorate represents one electoral district. The IHEC has registered political entities and 

certified their candidate lists on this basis. Consequently, there will be a specific ballot for each 

governorate.  

Article 1 of the Council of Representatives Election Law also stipulates that reserved seats have 

been allocated for specific minorities as follows: 

¶ In Baghdad governorate: one seat for Christian and one seat for Sabean Mandean 
components 

¶ In Ninewa governorate: one seat for Christian, one seat for Yizidi and one seat for 
Shabak components 

¶ In Kirkuk, Dahuk and Erbil governorates: one seat for Christian components. 
 

The seats allocated for Christian components will be voted within one national electoral district.  

 
In order to broaden opportunities for the participation of all eligible Iraqis in the voting process, 
specific polling centres and stations will be established for IDPs who registered to vote absentee, 
so that they can cast a ballot for the political entity and candidate of their choice for the 
governorate from which they have been displaced. Additionally, facilities will be provided for 
special voting for specific categories of voters are not able to cast their ballots in regular polling 
stations on Election Day. Those people will vote at special polling stations prior to the Election 
Day on 04 March 2010 or on Election Day on 07 March 2010. 
 
For regular polling stations, sorting and counting will take place at the polling station. Ballots 
for absentee and special voting polling stations will take place at GEO Count Centres.  
 
GEO Count Centres will be operational from 04 March 2010 until completion of counting 
processes. They will be open daily from 08:00 am to 05:00 pm.  
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KEY POINTS ON POLLING AND COUNTING 

 

1. Polling Centre and Polling Station Structure 

¶ For the purposes of conducting the Council of Representatives election, the IHEC will 
establish polling centres throughout Iraq. Each centre consists of one or more polling 
stations, each of which is expected to serve up to around 400 voters. Polling centres will be 
open for regular polling, absentee voting for IDPs and special voting.  

¶ There will be a unique number for each polling centre and for each station (1, 2, 3 etc). This 
number will be recorded as the polling station number in all polling and counting forms and 
on all ballot boxes and other sensitive materials for that polling station. Absentee polling 
stations for IDPs will be indicated by an additional letter to the station number (1/  а, 2/  а etc), 
and special voting polling stations by the additional letter (1/ϴ, 2/ ϴ-, etc)1. 

 

2. Regular Polling and Counting 

¶ In regular polling stations, each station will have its own voter list, which lists voters in 
alphabetical order. Each voter who wishes to vote will sign (or thumbprint) the voter list prior 
to receiving a ballot. If a voter is not listed on the voter list, s/he will not be able to vote in that 
polling station. 

¶ Counting of ballots for regular polling stations will take place in the polling station following 
close of polls. Polling staff will complete all reconciliation and counting processes, and 
complete Polling Station Reconciliation Form 501 and Polling Station Result Form 502. 
Reconciliation and Result Forms will then be transported to the IHEC Data Entry Centre at 
the National Office.  

 

3. Absentee Voting for IDPs and Special Voting 

There will be two kinds of polling for absentee polling stations for IDPs and special voting 
polling stations. 

A. Voting with Voter List (absentee voting for IDPs and special voting with voter list) 

B. Voting with Conditional Ballot (special voting with conditional ballot) 

 
A. Absentee and Special Voting with Voter List  

¶ Absentee voting for IDPs will take place on 07 March 2010 and follows the same procedures 
as regular polling with the exception that counting will take place in GEO Count Centres. 

¶ Special voting with voter list will take place on special voting polling day, 04 March 2010, and 
also follows the same procedures as regular polling with the exception that counting will take 
place in the GEO Count Centres. 

¶ Each polling station will have a copy of the polling station voter list. This lists votersô 
names in alphabetical order. Each voter who wishes to vote will sign (or thumbprint) the 
designated field on the voter list prior to receiving a ballot. If a voter is not listed on the 
voter list, s/he will not be permitted to vote in that polling station.  

 

                                                           
1
 Transcribed as ómimô and ókhassô. 
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B. Special Voting with Conditional Ballot 

¶ Special voting with conditional ballot will take place for some categories of voters on 04 
March and for other categories of voters on 07 March 2010. Each polling station facilitating 
special voting with conditional ballot will have a blank voter list. This voter list is filled in on 
polling day according to the documentation presented by the voter. Each voter will also 
sign the voter list prior to receiving a ballot.  

¶ Because there is no pre-printed voter list, special voters will cast what is known as a 
óconditional ballotô. The conditional ballot will be sealed inside an envelope on which is 
written the voterôs personal data, as recorded in the polling station voter list. The voterôs 
data on the conditional ballot envelope will then be crosschecked afterwards against the 
voter register database. If the voter is proven to be eligible according to the voter register 
database, then the vote will be counted. If the voter is not found to be eligible, then the 
conditional ballot envelope, with the ballot inside, will be rejected. 

¶ In order to ensure the secrecy of the vote, inside the conditional ballot envelope, the ballot 
will be sealed into a secrecy envelope. This contains no information on the voter, but 
includes the name of the governorate for which the voter is voting. Once the voterôs 
eligibility is verified, the secrecy envelope will be removed from the conditional ballot 
envelope prior to the start of counting processes at the Count Centre. 

 

4. Reconciliation and Counting of Ballots for Absentee and Special Voting Polling 
Stations 

¶ For all absentee and special voting polling stations, after close of polls, the ballot boxes 
will be sealed and partial reconciliation will take place using Form 500 (Polling Station 
Reconciliation Form for Absentee and Special Voting).  

¶ Ballot boxes and all sensitive materials will then be transported to the GEO Count Centre 
where the ballot boxes will be opened and reconciliation will be completed using Count 
Centre Reconciliation Form 503. 

¶ In cases of special voting with conditional ballot, the voterôs eligibility will be verified by 
checking the voterôs data written on the conditional ballot envelope.     

¶ The ballots will be batched by governorate and counted at the Count Centre.   

¶ Results will be recorded on Count Centre Result Form 505 which will subsequently be 
transferred to the Data Entry Centre at the IHEC National Office. 
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COUNT CENTRE MANAGEMENT  

 

1. COUNT CENTRES 
 
The IHEC will open Count Centres in each governorate for the purpose of sorting and counting 
ballots from absentee polling stations and special voting polling stations with voter list or with 
conditional ballot. They will also process ballots from regular polling stations requiring audit.  

Following completion of counting processes at the Count Centre, the Result Forms will be 
transported from the Count Centre to the Data Entry Centre at the IHEC National Office in 
Baghdad. All materials from the Count Centre, including all counted ballots, will be transferred to 
the GEO warehouses where they will then be stored. 
 
Count Centres will open daily from 08:00 am until 05:00 pm. Count Centre staff must arrive 
before 8:00 am, so that the Count Centre is fully operational by 08:00 am. 
 
 

2. PEOPLE AUTHORISED TO ENTER THE COUNT CENTRE 
 
Only the following categories of people may be present in the Count Centre: 

o Count Centre officials 
o Authorised staff members of the IHEC 
o Authorized staff members of the United Nations 
o Accredited political entity agents 
o Accredited observers 
o Accredited media representatives (without equipment, except in those cases where it is 

permitted by the IHEC for particular reasons) 
o Members of the security forces ONLY if their presence is needed. 

 

Note: All of the above must wear a badge or armband issued by the IHEC, except security 
personnel. 

Note: No one is authorised to carry weapons inside the Count Centre, except for security 
personnel on duty, responsible for security of the Count Centre, if required. 

 

A. Count Centre Officials 

¶ All Count Centre staff are members of the IHEC and must remember to behave neutrally at 
all times.  All staff must sign and adhere to the IHEC Code of Conduct. 

¶ Count Centre staff will also attend training before special voting polling day, and must be 
available to assist in Count Centre preparation activities. 

¶ During Count Centre operations, different processes will start and finish at different times. 
Staff responsible for processes which are completed will assist with other processes which 
are ongoing. 
 

Reporting lines at the Count Centre are as follows: 

¶ Count Centre Officials, in their processing teams, report to their area supervisor. 

¶ All area supervisors report to the Count Centre Manager or Deputy Manager directly. 

¶ The Count Centre Manager reports to the Count Centre Committee at the National Office and 
also to the GEO Manager. 
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Count Centre Officials consist of: 

1. Count Centre Manager  
2. Deputy Count Centre Manager 
3. Intake, Storage and  Archive Supervisor and Officers 
4. Reconciliation Supervisor and Officers 
5. Verification Supervisor and Officers 
6. Batching Supervisor and Officers 
7. Counting Supervisor and Officers 
8. Audit Supervisor and Officers 
9. External Relations Officer 
 

 
i) Count Centre Manager 
 
Duties of the Count Centre Manager include; 

¶ Managing the day to day running of the Count Centre facility and its needs.   

¶ Understanding all technical aspects of Count Centre procedures, and supervising all staff and 
activities in the Count Centre to ensure procedures are followed correctly. 

¶ Organizing and following up on all security arrangements. 

¶ Ensuring the presence of observers, media representatives and political entity agents is 
recorded in the Count Centre daily journal. 

¶ Resolving any problems which arise in the Count Centre; seeking advice/assistance from the 
GEO Manager when needed. 

¶ Preparing statistical and any other reports relating to Count Centre operations, and reporting 
these to the National Office and the GEO. 

¶ Supervising the complaints submission process taking place in the Count Centre. 

 
 

ii) Deputy Count Centre Manager 
 
The Deputy Count Centre Manager assists the Count Centre Manager in management of the 
Count Centre as above. 

 
 

iii) External Relations Officer 
 
The External Relations Officer a staff member of the IHEC GEO Media Unit, who will be 
responsible for guiding visitors to the Count Centre, including observers, political entity agents 
and media representatives. Duties include: 

¶ Receiving all visitors to the Count Centre and logging their details in a table in the Count 
Centre daily journal as outlined below: 
 

Item Name Organization Badge 

Number 

Time of 

Arrival 

Time of 

Departure 

Signature Comments 

        

 

¶ Guiding visitors while they are present in the Count Centre, and facilitating appropriate 
access to processing areas. 

¶ Allowing observers and agents to view the binder of result forms on request.  

¶ Referring concerns and complaints to the Count Centre Manager or Deputy Manager. 
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iv) Storage and Archive Team 
 
There will be a Team Leader in charge of the Storage Team and another one for the Archive 
Team, under the overall supervision of the Storage and Archive Supervisor.  
 
The Storage and Archive Teams are responsible for:  
 

¶ Organizing storage of all materials in the Count Centre. 

¶ Moving materials from one process area to another. 

¶ Tracking materials for all polling stations and batches in the Count Centre. 

¶ Receiving materials at the Count Centre and packing of materials for transportation from 
the Count Centre following completion of counting processes. 

¶ Packing of forms for transfer to the Data Entry Centre at the National office. 

¶ Archiving forms for each polling station and forms of each batch in the archive area.  
 
 

v) Process Area Officials 
 

¶ Count Centre staff will work in teams of Count Centre Officials to complete activities at each 
processing area. The number of teams for each area will depend on the number of polling 
stations to be processed. 

¶ An area supervisor is responsible for overall management of each process area.  
 

 Area Staff 

1 Intake  Each team consists of 2 Intake Officials  

2 Reconciliation Each team consists of 2 Reconciliation Officials plus one 

Reconciliation Team Leader 

3 Verification Each team consists of 5 Verification Officials plus one 

Verification Team Leader 

4 Batching  Each team consists of 3 Batch Officials, plus one Batch 

Team Leader 

5 Counting Each team consists of 4 Count Officials plus one Count 

Team Leader 

6 Audit Each team consists of 2 Audit Officials  
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B. Accredited Observers, Political Entity Agents and Media Representatives 

¶ Electoral observers, political entity agents and media representatives play an important role 
in helping to ensure the integrity of counting processes.  

¶ Observers and political entity agents may enter the Count Centre from the start of operations, 
from the delivery of special voting polling materials on 4 March 2010, and may be present in 
the Count Centre during all Count Centre operating hours.  They may also request to stay 
overnight in the Count Centre, if they desire. 

¶ Observers, political entity agents and media representatives are accredited by the IHEC, and 
issued with accreditation badges.  They must wear their accreditation badges at all times, 
and present this along with a photo ID document to the External Relations Officer.  

¶ They must sign and abide by the relevant code of conduct adopted by the IHEC. 

¶ They will be provided with information and will receive instructions at the Count Centre by the 
External Relations Officer (media representative from the GEO). 

¶ The External Relations Officer will establish a schedule to rotate agents and observers in 
order to ensure that the conduct of Count Centre operations is not disrupted. 

¶ Observers, agents and media representatives may observe all processes in the Count 
Centre, but they may not see or take notes of the voter list or conditional ballot envelopes 
because they contain voter personal data. 

¶ Observers, political entity agents and media representatives may take notes of their 
observations in their own notebooks. They may discuss any issues with the External 
Relations Officer, Count Centre Manager or Count Centre Deputy Manager, but they may not 
communicate with any other Count Centre staff. 

¶ Observers and agents may follow a vehicle carrying polling materials from the polling centre 
or the GEO Warehouse to the GEO Count Centre and from the Count Centre to the Data 
Entry Centre at the National Office in Baghdad.  They may not travel in an IHEC vehicle. 
 
 

Observers 

¶ No more than two observers for each observer organization may be present in the Count 
Centre at any one time. 

¶ Observers can make their own record of ballot box seal numbers. They may also sign Result 
Forms 502 and 505 in the óremarksô section as witnesses, if they wish to do so. 

¶ Observers cannot file an official complaint.  They may raise any concerns in public reports to 
the organization they represent. 

¶ International accredited observers have the right to be accompanied by an interpreter and 
security personnel, who assist their work. 

 
Note: Electoral observers may raise and discuss any concerns with the External 
Relations Officer or Count Centre Manager or Deputy Manager, but they cannot file a 
formal complaint or insist on any IHEC staff member taking any particular action 
according to the IHEC Regulation on Observation no. 13 / 2009. However, the External 
Relations Officer, Count Centre Manager or Deputy Manager will record any concerns 
raised by observers in the Count Centre journal and, where possible, resolve the 
issues raised. 
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Political Entity Agents 

¶ No more than two agents for each political entity may be present in the Count Centre at any 
one time. 

¶ Political entity agents have the right to submit a complaint to the IHEC by completing a 
Complaint Form 110/2010.  The Complaint Form may be submitted at the Count Centre, the 
GEO or the IHEC National Office in Baghdad. 

¶ Political entity agents have the right to object to decisions of the Count Centre Manager 
according to the IHEC Regulation on Political Entities no. 14 / 2009.  The Count Centre 
Manager is not obliged to act upon any objection. 

¶ Agents can make their own record of seal numbers. They may also sign Result Forms 502 
and 505 in the óremarksô section as witnesses, if they wish to do so. 

 
Note: If any observer, agent or media representative conducts her/himself 
inappropriately or interferes in counting processes, the External Relations Officer or 
Count Centre Manager or Deputy Manager must warn him/her twice to behave in 
accordance with the relevant code of conduct. If the misconduct continues, the Count 
Centre Manager or Deputy Manager may ask the observer, agent or media 
representative to leave the Count Centre. The Count Centre Manager must record the 
incident in the Count Centre journal. 

 
 

Media Representatives 

¶ The media has an important role in covering counting processes taking place in the GEO 
Count Centre, and thereby promoting the transparency of electoral processes. 

¶ Media representatives are prohibited from recording and/or filming or making interviews in 
the Count Centre 

¶ Media representatives are not allowed to bring into the Count Centre any electronic 
equipment (cameras, recording devices) except at specific times with prior approval of the 
IHEC. 

 
 

Security Personnel 
 
Security Officials are responsible for security at the Count Centre. Policemen and Count Centre 
security personnel should station themselves outside the Count Centre, unless their presence is 
needed in an emergency or is requested by the Count Centre Manager or his/her Deputy. The 
GEO Manager, Count Centre Manager and his/her Deputy must ensure they have all 
necessary contact numbers for the security forces, in case of emergency. 
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3.  COUNT CENTRE OPERATIONS 

 
 

A. Preparation of the Count Centre 
 

¶ All Count Centre staff are expected to be present at the specified times for training 
sessions organized at the Count Centre. 

¶ The Count Centre Manager, Deputy Manager and all staff must be available to prepare 
the Count Centre and all materials required for its operations at times agreed with the 
Count Centre Manager. The Count Centre must be prepared in a way that ensures 
efficient and secure delivery of materials.  

¶ A sign identifying the site as óIHEC GEO Count Centreô will be put in place. 

¶ Observer organizations, political entity agents and media representatives will be notified 
by the GEO as to where the GEO Count Centre is located and any other relevant 
information. 

 
Note: The Count Centre will be closed on Election Day, 07 March 2010, and will re-open on 
08 March 2010.    
 
 
B. Count Centre Processes Step-By-Step 
 
The Count Centre operation consists of the following processes: 

¶ Intake: Intake at the GEO Count Centre is the process of receiving and accounting for 
polling station sensitive materials.  

¶ Reconciliation: Reconciliation is the process of verifying polling processes through ballot 
accounting checks. There are two main reconciliation checks: checking total ballots cast 
against signatures on the voter list, and checking total ballots (inside and outside the ballot 
box) against ballots received. 

¶ Verification: Verification of conditional ballot envelopes is the process by which the voterôs 
personal data, as written on the conditional ballot envelope, are checked in the voter register 
database to verify that the voter is on the voter list and eligible to cast a ballot for the correct 
governorate. 

¶ Batching: Reconciled and verified materials will then be batched.  Special voting and 
absentee ballots are not counted by polling station, but by governorate batch in the Count 
Centre. Each batch will therefore have ballots for one governorate only, but these will 
come from a mixture of different absentee and special voting polling stations. 

¶ Counting: Valid ballots will then be sorted and counted using the same procedures which 
were applied for counting in regular polling stations. Ballots from absentee and special 
voting polling stations will be counted by batch of governorate ballots. Ballots of audited 
regular polling stations will be counted by polling station. 

¶ Audit: Audit is the process of investigating materials and forms of a polling station in 
cases where a problem has been identified, in order to determine the problem and resolve 
it if possible. 
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C. Start of Count Centre Operations 
 

The following outlines the planned processing schedule at the Count Centre, indicating start 
dates for each process, to be undertaken until the process is fully completed. 
 

Intake 

Special voting polling stations 

04 March 
(evening)  

 

Reconciliation 

Special voting polling stations 

05 March  

Verification 

Special voting polling stations 
(with conditional ballot) 

05 March Verification of a polling station may take place 
after reconciliation of that polling station 

Intake 

Absentee and regular polling 
stations requiring audit 

08 March This will take place following intake at the GEO 
warehouse  

Reconciliation 

Absentee polling stations 

08 March This will start after completion of reconciliation for 
all special voting polling stations 

Batching  

Absentee and special voting 
polling stations 

10 March To commence on the instruction of the  IHEC 
National Office 

Counting 

All polling stations 

10 March  

 
 
D. Count Centre Materials 
 
There are two types of materials used at the Count Centre:  
 

¶ Sensitive materials are materials which may be used for fraudulent purposes and must 
be kept secure or under staff supervision at all times. Those materials are ballots, 
conditional ballot envelopes, voter lists, official ballot stamps, forms and the station journal 
when it contains information. 
 

¶ Non-sensitive materials cannot be used for fraudulent purposes (for example, stationery, 
etc.). Non sensitive materials from polling stations will not be received at the Count 
Centre, but will be delivered to and stored at the GEO warehouse. 

 
 

Materials Management  
 
Polling station and batch ballot boxes containing ballots or other sensitive materials must be 
kept under supervision and secure at all the times. If ballot boxes are moved immediately from 
one process area to another, they do not need to be sealed. At all the other times, however, 
ballot boxes must be sealed and seal numbers recorded on Record of Seals Form 506. Form 
506 will be kept attached to the ballot box of the relevant polling station or batch.  
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Count Centre Coloured Tape 
 
In the Count Centre, the status of sensitive materials for a polling station is indicated by 
coloured tape as follows: 
 

Å Blue tape: indicates that the ballot boxes for a polling station contain conditional 
ballot envelopes which are ready to be verified. 

Å Green tape: indicates that the ballot boxes for a polling station are ready to be 
batched and counted. 

Å Yellow tape: indicates that ballots are counted. 

 Å   Red tape: indicates that a problem has been identified and materials are pending 
audit before processes for the polling station or batch can continue in the Count 
Centre. 

 
 
 

FORMS USED AT THE COUNT CENTRE 

 

 Form Purpose 

1 Form 515 GEO Warehouse Intake Form for Regular Polling Stations 

2 Form 516 GEO Warehouse Intake Form for Absentee Polling Stations 

3 Form 517  Count Centre Intake Form for Special Voting Polling Stations 

4 Form 503 Count Centre Reconciliation and Verification Form (for Special Voting 
Reconciliation and Absentee) 

5 Form 504 Count Centre Batching and Counting Form 

6 Form 505 Count Centre Result Form for Absentee and Special Voting 

7 Form 110/2010 Complaint Form  

8 Form 500 Polling Station Reconciliation Form for Absentee and Special Voting 

9 Form 501 Polling Station Reconciliation Form (for Regular Polling) 

10 Form 502 Polling Station Result Form (for Regular Polling)  

11 Form 514-A Material Transfer Form from Polling Centre to Polling Station and 
Retrieval (for Absentee and Special Voting Polling Stations) 

12 Form 506 Record of Seals Form 

 
 
Count Centre Forms 503 and 504 have three copies (one original and two carbon copies). 

Count Centre Form 505 has four copies (one original and three carbon copies).  

Polling station Forms 501 and 502 have four copies (one original and three carbon copies).  
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4. Storage and Archive  
 
The storage and archive area is the area of the Count Centre where sensitive materials and 
forms are stored and tracked. This should be done in a way that ensures that materials for 
any specific polling station can be quickly and easily found at any time.  
 
 

A. Storage 

 
1.  Storage Methodology  
 
In all cases, materials for all polling stations of a polling centre will be stored together, in 
sequence by polling station number, together with the A3 tamper evident bags which contain 
the forms for all polling stations of the centre, placed in a ballot box (or other container). 
 
The storage area will consist of four areas:  

a. Special voting materials area: For each polling station, there will be one or two ballot 
boxes containing cast ballots or conditional ballot envelopes plus one ballot box containing 
sensitive materials. There will also be another ballot box for the polling centre containing 
all forms A3 tamper evident bags for all polling stations of that centre.  

b. Absentee materials area: For each polling station, there will be one ballot box containing 
cast ballots plus one ballot box containing sensitive materials. There will also be another 
ballot box for the polling centre containing all forms A3 tamper evident bags for all 
absentee polling stations of that centre.  

c. Quarantine materials area: This area are is used for storing all materials with red tape 
around them, indicating that materials require audit. Forms tamper evident bags should be 
inside or taped to the ballot boxes for each polling station or batch. 

d. Area for materials ready transportation: Counted materials will be removed and placed 
in a separate area for ultimate onward transportation.  

 
Note: Make sure that materials from each kind of voting process (regular, absentee 
and special voting) are stored in their assigned part of the storage area.  

 
2. Assistance in moving materials between process areas 
 

¶ Storage Officers will provide assistance, as required, in moving ballot boxes between 
process areas, and in returning materials back to the storage and archive area for storage. 

 
3. Storage after Counting 
 

¶ As materials are batched and counted, counted materials will be repacked in ballot boxes 
representing counted batches.  

¶ It is expected that the number of ballot boxes required will be reduced after the counting 
process, and consequently less space will be required in the storage and archive area.  

 
4. Transfer of counted ballots to the GEO Warehouse 
 
Once all complaints have been processed, audits completed and special voting and absentee 
materials counted, all sensitive materials will be transferred from the Count Centre to the GEO 
warehouse. 
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B. Archive 
 
An archive area will be established for archiving of all forms received or completed at the 
Count Centre. Copies of relevant forms will be filed after each process is completed.  
 
The archive area should be set up before the start of Count Centre operations, with files ready 
for each polling station in polling centre and station order. Files must also be created for each 
batch created at the Count Centre. 
 
Archive files will contain the following forms: relevant handover forms, intake forms, 
reconciliation and reconciliation/verification forms, batch forms and result forms, as well as 
any audit information if relevant. 
 
The Archive Team will also ensure the binder of Result Forms for observers and political 
entity agents is updated with new Result Forms, after they have been displayed on the Count 
Centre wall. 
 
The archive area is also responsible for packing Reconciliation and Result Forms for 
transportation to the Data Entry Centre in Baghdad, following completion of counting 
processes. 
 
 

C. Tracking 
 
The Storage and Archive Team must ensure proper tracking of all materials in the Count 
Centre, including what polling station or batch materials are present, where they are located at 
any given time and at what stage they are in Count Centre processes.  
 
There will be a storage and archive logbook containing a list of all polling centres and stations 
in the Count Centre, as well as batches, once created. It is important to ensure the logbook is 
up to date at all times. 
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SECTION 1 

INTAKE 

 

 
Intake 
 
Intake at the GEO Count Centre is the process of receiving polling materials used in polling 
stations and centres. 

 
 
Intake Staff 
 

¶ Intake will be performed by Intake Teams consisting of two Intake Officers under the 
supervision of the Intake Area Supervisor.  

 
 
When Does Intake Take Place at the Count Centre? 
 

¶ On 04 March, intake will take place for materials for special voting polling stations with list 
and with conditional ballot. 

 

¶ On 08 - 09 March, intake will take place for absentee polling stations, and some polling 
stations for special voting with conditional ballot.  

 

¶ From 08 March onwards as necessary, intake will take place for regular polling stations 
which require audit. 

 
 
Preparation for Intake 
 
The following items are required for intake and should be available in the intake area: 

¶ Intake checklist (for the Intake Area Supervisor to log overall polling centres and stations 
received at intake) 

¶ Binders or trays for Intake Forms 515, 516, 517 and Material Transfer Form 514/A 

¶ Intake Form 517 (intake of special voting materials only) 

¶ Empty ballot boxes (or materials boxes) for A3 forms tamper evident bags and the 
complaints A3 tamper evident bag 

¶ Scissors for opening A3 tamper evident bags 

¶ Blue pens 

¶ Red tape to be placed on materials for polling stations requiring audit. 
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Materials to be Received at Intake 
 
a) From Special Voting Polling Stations (early voting) 
 

Materials from special voting polling stations and centres delivered directly to the Count 
Centre should include: 

¶ One or more ballot boxes containing special voting ballots or conditional ballot 
envelopes.  

¶ Ballot box containing one A2 tamper evident bag containing the voter list, polling 
station journal and official ballot stamp, and one A2 tamper evident bag containing 
ballot stubs, unused ballots, and the envelope of spoiled/discarded ballots. 

¶ One A3 tamper evident bag (labelled Count Centre) containing the first copy of Form 
500. 

¶ One A3 tamper evident bag (labeled GEO) containing the second copy of Form 500. 

¶ Form 514-A (Material Transfer from Polling Centre to Polling Station and Retrieval) 
packed into the polling centre A2 tamper evident bag. 

 
b) From Absentee and Special Voting Polling Stations  (Election Day voting) 

 
Materials from absentee and special voting polling stations delivered first to the GEO 
warehouse and then to the Count Centre should include: 

¶ One or more ballot boxes containing ballots or conditional ballot envelopes.  

¶ Ballot box containing one A2 tamper evident bag containing the voter list, polling 
station journal and official ballot stamp, and one A2 tamper evident bag containing 
ballot stubs, unused ballots, and the envelope of spoiled/discarded ballots. 

¶ One A3 tamper evident bag (labeled National Office) containing the first copy of Form 
500. 

¶ Form 516 (GEO Warehouse Intake Form for Absentee and Special Voting Materials) 

¶ Material Transfer Form 514-A packed into the polling centre A2 tamper evident bag. 
 

c) From Regular Polling Stations  
 

Materials from regular polling stations delivered first to the GEO warehouse and then to 
the Count Centre, if required, should include: 

¶ One ballot box containing ballots and two A2 tamper evident bags containing sensitive 
materials. 

¶ One A3 tamper evident bag (which was opened and re-sealed again) containing the 
second copy of Forms 501 and 502 (labeled GEO). 

¶ Form 515 (GEO Warehouse Intake Form for Regular Polling Stations). 
 

 
Intake step-by-step 
 
Arrival of polling station materials  

 
¶ Storage Officers will offload the sensitive materials from the transport truck or vehicle.  

Note: Non-sensitive materials should not be offloaded. These should remain on the 
truck for transportation to the GEO warehouse.  

¶ Storage Officers will line up polling station sensitive materials, in order to maintain a 
continuous flow of materials to the Intake Teams. It is important that materials are lined up at 
intake by polling centre. Materials of each polling station of a polling centre should be kept 
together and processed in sequence. 
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¶ The Intake Team will receive materials for a polling centre and will account for materials for 
each polling station of the centre, one by one, recording this on the relevant intake form. 

¶ It is suggested that one or two Intake Officers assist the Intake Supervisor in logging all 
polling stations received at intake. Completed intake forms can be given to these Intake 
Officers for logging in the Intake Log and for filing in the binders. 

 

W Materials from Special Voting Polling Stations Delivered Directly to the Count Centre 
  

¶ The Intake Team will use Form 517 (Count Centre Intake Form). 

¶ The Intake Team will have a ballot box for each polling centre for collection of A3 tamper 
evident bags (labeled Count Centre) containing forms for all polling stations of that centre. 
The name and number of the polling centre must be marked on the ballot box. 

¶ The intake area will have a ballot box for collection of A3 forms tamper evident bags (labeled 
GEO). This will contain forms from polling stations of more than one centre, which will be 
transferred to the GEO after intake. 

 
For the Polling Centre Coordinator A2 tamper evident bag 

¶ The intake area will have a box for collection of A3 tamper evident bags from all centres 
containing complaints envelopes (labeled Complaints), to be transferred to the GEO after 
intake.  

¶ The intake area will also have a box for collection of the remaining contents of the polling 
centre A2 tamper evident bag #2 (unused forms, Polling Centre Coordinator Reporting Form 
510 etc) to be transferred to the GEO after intake. 

 
Note: Any non-sensitive items delivered in error will also be put aside for 
transportation to the GEO warehouse. 

 
Note: Do not send materials from more than polling centre at the same time to an 
Intake Team. There must be coordination between the Storage Team and Intake Team 
to ensure a continuous flow of materials. 

. 
 

For each special voting polling station, the Intake Team will undertake the following steps:  
 

¶ Ensure you have Count Centre Intake Form 517 for recording materials received. 

¶ Check that serial numbers of ballot box seals match those recorded on Form 514-A. 

If the seal numbers do not match, note the discrepancy in the remarks field on Form 514-
A and on Intake Form 517. Interview the delivering staff member to ascertain any known 
reason for the discrepancy and record findings on both forms. If the explanation is not 
acceptable, place red tape around the ballot box(es) and A3 forms tamper evident bag 
indicating that the materials require audit, attaching the A3 tamper evident bag to the 
ballot box. 

¶ Verify and record the presence of polling station materials on Form 517: 
V One or two ballot boxes containing cast ballots or conditional ballot envelopes 
V One ballot box containing polling station sensitive materials 
V Two A3 tamper evident bags, (one labeled Count Centre and the other labeled GEO), 

removed from polling centre A2 tamper evident bag #1  

If any visible irregularity is obvious relating to the contents of the ballot box or other 
sensitive materials, or if any sensitive materials are missing, place red tape around the 
ballot box and A3 tamper evident bag for the Count Centre, indicating that the materials 
require audit. Note the irregularity on Forms 514-A and 517. 
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¶ Open the first A3 tamper evident bag (labeled Count Centre) and verify that the first copy of 
Form 500 is present and fully completed. If Form 500 is not present or not fully completed, 
open the second A3 tamper evident bag (labeled GEO) to see if Form 500 is present and 
fully completed. If the Form 500 for the GEO is present and complete, this form will replace 
the copy of the Count Centre. If there is no complete Form 500, place red tape around the 
ballot box and A3 tamper evident bag for the Count Centre indicating that the materials will 
be audited. Note the irregularity on Forms 514-A and 517.  

¶ After verifying the presence of Form 500 and checking that it is fully completed, replace Form 
500 into the tamper evident bags and close them with adhesive tape. Place them into the 
intake area boxes (the Count Centre copy will be placed into the Count Centre box for that 
polling centre and the GEO copy will be placed into the box for forms to be transferred to the 
GEO). 

¶ Ensure the delivering staff member signs Intake Form 514-A and 517 and give her/him a 
copy. Retain the other copies for archiving at the Count Centre. 

¶ According to the instructions of the Area Supervisor, notify the Intake Supervisor or designate 
that intake for the polling centre is completed, to ensure all polling stations completed at 
intake are properly logged. 

¶ Proceed with intake of the next polling station for that centre in the same manner. 

¶ After completion of all polling stations for the centre, place a lid on the ballot box containing 
the A3 tamper evident bags (labeled Count Centre) but do not seal it. Ensure all ballot boxes 
are labeled with the polling centre name and number.  

¶ The Storage Team will remove the ballot boxes and tamper evident bags to the storage and 
archive area.  

 
Note: If materials delivered to the Count Centre are not labeled with the polling centre 
and station information (ballot boxes or A2 tamper evident bags) or they are missing 
some information, if it is possible to identify the polling station to which the materials 
belong, then label the materials properly. If it is not known to which polling station the 
materials belong, then place red tape around the ballot boxes and other polling station 
materials, to indicate that the materials require audit.  

 
Note: Following completion of intake of special voting polling materials, the box 
containing A3 tamper evident bags labeled GEO, the box containing A3 complaints 
tamper evident bags, and the box containing the remaining contents of polling centre 
A2 tamper evident bag #2 and any non-sensitive items delivered in error will be 
transported to the GEO warehouse. 

 
 

W Materials from Absentee and Special Voting Polling Stations Delivered First to 
the GEO Warehouse and then to the Count Centre 

 
Polling station materials for absentee polling centres and some special voting polling centres will 
be delivered first to the GEO warehouse. There, the forms A3 tamper evident bag #2 (for the 
GEO) will be retained. On receipt of materials at the Count Centre, instead of Form 517 (Count 
Centre Intake Form), the Intake Team will use Form 516 (GEO Warehouse Intake Form for 
Absentee and Special Voting Polling Stations). Materials to be delivered to the Count Centre are:  

¶ Material Transfer Form 514-A.  

¶ A3 tamper evident bag #1 (labeled Count Centre) 

¶ Ballot box containing A2 tamper evident bags 

¶ One or more ballot boxes containing ballots or conditional ballot envelopes. 
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W Materials from Regular Polling Stations Delivered First to the GEO Warehouse 
and then to the Count Centre 

 
Instead of Form 517 (Count Centre Intake), the Intake Team will use Form 515 (GEO Warehouse 
Intake for Regular Materials), which will be delivered to the Count Centre with the sensitive 
materials which require audit.  
 
Seal numbers will be checked against Form 515 (GEO Warehouse Intake). 
 
Materials to be delivered to the Count Centre are:  

¶ One A3 tamper evident bag # 2 containing Forms 501, 502 completed in the polling station 
(GEO copy) 

¶ Ballot box containing counted ballots and A2 tamper evident bags with polling station 
sensitive materials inside  

¶ Form 512 

  

W Reasons for Quarantine of Polling Station Materials at Intake 
 
In addition to materials from regular polling stations requiring audit, polling station materials may 
be set aside for audit during intake for the following reasons: 

¶ There is a discrepancy in seal numbers between seals on the ballot box and those noted on 
forms 

¶ There is a visible irregularity related to the contents of the ballot box or tamper evident bags 

¶ Sensitive materials are missing (for example, A2 tamper evident bag or unused ballots) 

¶ Form 500 is not present or is not fully completed. 
 

In these cases, red tape will be placed around the ballot box and other sensitive materials for the 
polling station. The A3 tamper evident bag will be taped to the ballot box, and materials will be 
moved and stored in the quarantine area of the Count Centre until audit is complete. Any 
irregularity must be noted on the intake form. 
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SECTION 2 

RECONCILIATION  
 

 
Reconciliation  
 
Reconciliation is the process of verifying polling processes through accounting checks.  
 
The reconciliation process takes place before sorting and counting in order to:  

1) Check that ballots cast match signatures on the voter list  

2) Check that the total number of ballots (inside and outside the ballot box) matches the 
number of ballots received by the polling station.  

 
 

Reconciliation Staff 
 
Reconciliation will be undertaken by Reconciliation Teams. Each team consists of three staff: 
one Reconciliation Team Leader and two Reconciliation Officials, under the supervision of the 
Reconciliation Area Supervisor.  

 
Note: To guarantee that the materials of polling stations match the materials of the 
polling centre as a whole, the Reconciliation Supervisor in cooperation with the 
Storage Supervisor will bring the materials of each polling station of a polling centre 
one at a time in sequence. 
 
 

Preparation for Reconciliation 

 
The following materials are required for reconciliation and should be available in the 
reconciliation area: 
 

¶ Form 500 (Polling Station Reconciliation Form - completed at the polling station and 
packed into an A3 tamper evident bag) 

¶ Form 503 (Count Centre Special Voting Reconciliation and Verification Form  - blank 
for completion during reconciliation) 

¶ A sufficient number of transparent plastic bags 

¶ Scissors (for opening tamper evident bags) 

¶ Permanent marker (for labelling plastic bags) 

¶ Blue pens 

¶ Notebook (for drafting reconciliation data before completing Form 503). 
 
 

 
1. RECONCILIATION - SPECIAL VOTING WITH CONDITIONAL BALLOT 

 
With the help of Storage Officers, ballot boxes (one or more) containing cast conditional ballot 
envelopes and the A3 tamper evident bag containing the first copy of Form 500 for the special 
voting polling station are brought to the table of a Reconciliation Team. 
 
Note: Reconciliation takes place using Count Centre Reconciliation Form 503. 
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1. Before Opening the Ballot Box 
 
Before conducting the reconciliation process, complete the fields in the top part of Form 503 
(including name and number of the polling centre and station etc).   
 
Then the following takes place: 
 
× Recording Data from Form 500 onto Form 503 
 
The Reconciliation Team Leader copies the following data from Form 500 onto Form 503:  

¶ Field 4 of Form 500 (total ballots received) to field 1 of Form 503.  

¶ Field 13 of Form 500 (total number of signatures on the voter list) to field 2 of Form 
503.    

¶ Field 7 of Form 500 (total number of unused ballots) to field 3 of Form 503.   

¶ Field 9 of Form 500 (number of spoiled ballots) to field 4 of Form 503.   

¶ Field 15 of Form 500 (number of discarded ballots) to field 5 of Form 503.   

¶ On Form 503 the Reconciliation Team Leader calculates the sum of fields 3 + 4 + 5 
(unused + spoiled + discarded ballots) and records the total in field 6.  This represents 
total ballots outside the ballot box. 
 

Note: The Reconciliation Team Leaderôs notebook will be used as a draft worksheet, as 
it is possible that mistakes will be made during the reconciliation process. By using a 
draft, mistakes can be corrected and the correct information can then be copied to the 
original form.  

 
 
2. After Opening the Ballot Box 
 
The Reconciliation Team sorts the ballot box contents into the following categories, as 
applicable: 
 
a) For verification, sorting and counting 

¶ Intact conditional ballot envelopes. 
b) For reconciliation only (not for verification, sorting and counting) 

¶ Loose ballots 

¶ Loose, secrecy envelopes (with a ballot inside)  
c) Not for reconciliation, or verification, or sorting and counting  

¶ Open and empty conditional ballot envelopes (to be set aside and not used)  

¶ Open and empty secrecy envelopes (to be set aside and not used). 
 

After completing the process of grouping the ballot box contents into the above categories, the 
Reconciliation Team will perform the following: 

¶ Double count the intact conditional ballot envelopes (containing ballots inside secrecy 
envelopes) and record the number in field 7 of Form 503. 

¶ Separate these intact conditional ballot envelopes, which will go on to the verification 
process, from the other categories, which will not go on to the verification process. 

¶ Double count the intact secrecy envelopes (containing ballots) and loose ballots and 
record the number in field 8 of Form 503.   

¶ Calculate the sum of fields 7 + 8 and record the total in field 9 of Form 503. This 
represents total ballots found inside the ballot box. 
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After recording the contents of the ballot box, the Reconciliation Team will now perform the 
following reconciliation calculations: 
 
 

 Performing the First Reconciliation Calculation 

¶ Conduct the first reconciliation calculation by comparing field 2 of Form 503 (signatures on 
the voter list) with the total of fields 9 + 5 (contents of the ballot box plus discarded ballots) 
and record the result in field 10 of Form 503.  

¶ The difference (discrepancy) should be 0 (zero). If it is zero, continue with the second 
reconciliation calculation. 

¶ If the discrepancy is not 0 (zero), check the calculations on Form 503 to make sure there 
is no mistake. If the discrepancy persists, the Reconciliation Team should recount the 
signatures as well as the intact conditional envelopes, loose secrecy envelopes (with a 
ballot inside) and loose ballots inside the ballot box. If the problem is not resolved, record 
the discrepancy in field 10 and proceed to the second reconciliation calculation.  
 
 

 Performing the Second Reconciliation Calculation 
 

¶ Conduct the second reconciliation by comparing field 1 (total number of ballots received) 
with fields 6 + 9 (total ballots outside plus ballots inside the ballot box) and record the 
result in the field 11 of Form 503.  

¶ The difference (discrepancy) should be 0 (zero). If the discrepancy is not 0 (zero), check 
the calculations on Form 503 to make sure there is no mistake. If the discrepancy persists, 
the Reconciliation Team should recalculate ballots outside the box (unused, spoiled, and 
discarded ballots), and recount ballots inside the box (intact conditional ballot envelopes, 
loose secrecy envelopes and loose ballots). If the problem is not resolved, record the 
discrepancy in field 11.  

¶ The Reconciliation Team Leader and Reconciliation Officials team sign their names in the 
right hand section of the form to confirm that the team has completed reconciliation for the 
polling station.  

 
 
Important Notes:   
 

¶ If, after the reconciliation processes have been completed, there is a discrepancy in 
either the first or second reconciliation calculations, check the tolerance level table 
in Annex 1, to see whether the discrepancy is inside or outside the agreed level. 

 

¶ If the discrepancy of BOTH reconciliation calculations is within the agreed level, 
place blue tape on the ballot boxes of the polling station to indicate that the 
materials are ready for verification. 

 

¶ If the discrepancy of EITHER reconciliation calculations is outside the agreed 
tolerance level, write óoutside tolerance levelô on the bottom of Form 503 and place 
inside the ballot box the tamper evident bag containing Form 500 and the first and 
the second copies of Form 503. Then place red tape on the ballot boxes. The polling 
station materials will be moved to the quarantine section of the storage area for 
audit. 
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Disqualifying items which will not proceed to the verification process 
 

¶ Disqualify all loose ballots and loose secrecy envelopes, together with open and empty 
conditional ballot envelopes and open and empty secrecy envelopes by writing the word 
"disqualifiedò across them. Place all disqualified items in a transparent plastic bag labeled 
"disqualified materials", with the name and number of the polling centre and number of the 
polling station. Then seal the bag and place it in the original ballot box of the polling 
station. 

 
 
3. Packing and Storage 
 

¶ The Reconciliation Team will sort the conditional ballot envelopes by governorate, place 
them in plastic bags and write the followings on the bag:  
i. Name and number of the special voting polling centre.  
ii. Number of the polling station  
iii. Name and number of the governorate for which the ballots are cast 
iv. Number of conditional ballot envelopes inside the bag.  

 

¶ The labeled plastic bags with the conditional ballot envelopes sorted by governorate are 
placed in the ballot box(es) with the top two copies of Form 503. 

 

¶ The last (third) copy of Form 503 is given to the archive. 
 

¶ If the ballot boxes are not to be moved immediately to the verification process, seal the 
ballot boxes and record the seal numbers on Form 506 Record of Seals Form. 

 

¶ The A3 forms tamper evident bag containing Polling Station Reconciliation Form 500 will 
be given to the archive. 

 
 

 
2. RECONCILIATION - SPECIAL VOTING WITH VOTER LIST AND ABSENTEE 

 
 

1. Before opening the ballot box 
 
The procedures described above in section 1 on reconciliation of special voting polling 
stations with conditional ballot will be followed in copying data from Form 500 to Form 503. 
 
 

2. After Opening the Ballot Box 
 
The Reconciliation Team will: 

¶ Open the ballot box and empty the ballots onto the table. 

¶ Unfold the ballots, keeping them face down throughout the whole process. 

¶ Count the ballots and record the total in field 7 of Form 503. 

¶ Repeat the total in field 9 of Form 503.  
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Performing the First and Second Reconciliation Calculations 
 

¶ Perform the first and second reconciliation calculations, according to procedures 
described above in section 1 on reconciliation of polling stations with conditional ballot.  

¶ After completing Form 503, the Reconciliation Team Leader and Reconciliation Officials 
sign their names in the right hand section of Form 503, to confirm that the team has 
completed reconciliation of the polling station.  

 
Important Notes:   
 

¶ If, after the reconciliation processes are completed, there is a discrepancy in either 
the first or second reconciliation calculations, check the tolerance level table in 
Annex 1, to see whether the discrepancy is inside or outside the agreed level. 

 

¶ If the discrepancy of BOTH reconciliation calculations is within the agreed level, 
place green tape on the ballot boxes of the polling station to indicate that the 
materials are ready for batching and counting. 

 

¶ If the discrepancy of EITHER reconciliation calculations is outside the agreed 
tolerance level, write óoutside tolerance levelô on the bottom of Form 503 and place 
inside the ballot box the tamper evident bag containing Form 500 and the first and 
the second copies of Form 503. Then place red tape on the ballot boxes. The polling 
station materials will be moved to the quarantine section of the storage area for 
audit. 

 
 

3. Packing and Storage 
 
The Reconciliation Team will: 
 

¶ Replace the ballots into the ballot box, along with the top two copies of Form 503.  

¶ Give the last (third) copy of Form 503 to the archive. 

¶ Seal the ballot box and record the seal numbers on Form 506 Record of Seals Form, for 
transfer to the storage area pending batching and counting. 

¶ Give the A3 forms tamper evident bag containing Polling Station Reconciliation Form 500 
to the archive. 
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SECTION 3 

VERIFICATION OF CONDITIONAL BALLOT ENVELOPES 

 
Verification 

 
Verification of conditional ballot envelopes is the process by which a voterôs details, as written on 
the conditional ballot envelope, are checked in the voter register database to verify that the voter 
is on the voter list and eligible to cast a ballot for the correct governorate. If the voter is found on 
the voter list, her/his ballot will be counted. Additionally, the process facilitates detection of 
possible multiple voting. 
 

 

Verification Staff  
 

A Verification Team consists of one Verification Team Leader and five Verification Officers, 
under the supervision of the Verification Area Supervisor. 
 
The Verification Team will receive separate training on entering data from the conditional 
ballot envelopes and on using the verification database programme.   
 

 

When does verification take place? 
 
Once reconciliation is completed for a special voting polling station, the Count Centre may 
proceed with verification of conditional ballot envelopes for that polling station.  
 

 

Preparation for Verification  
 

The following items are required for verification and should be available in the verification 
area: 
 

¶ Forms 503 (Count Centre Special Voting Reconciliation and Verification Form) 

¶ ñRejectedò stamp 

¶ A sufficient number of transparent plastic bags 

¶ A permanent marker pen for labeling plastic bags 

¶ An empty ballot box (as a spare for temporary storage) 

¶ Blue pens (for Verification Officers to mark conditional ballot envelopes approved or 
rejected) 

¶ Rubber bands  
 

 

Verification Step by Step 
 

¶ Verification will be conducted for all special voting polling stations with conditional ballot 
belonging to the same polling centre in sequence. It will use the same Form 503 as was 
used for the polling station during the reconciliation process. 

¶ For verification, the left hand side of Form 503 will be completed for the polling station by 
the Verification Team Leader.  

¶ The verification process will check voter data on each conditional ballot envelope against 
the voter register database and either accept or reject the envelope. 
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A. Preparatory Steps 
 
The Verification Team Leader will: 

¶ Take the ballot box and Form 503 for the first polling station of the polling centre. 

¶ Copy the number recorded in field 7 of the reconciliation section of Form 503 (total 
conditional ballot envelopes to be verified) into the field 12 in the verification section of 
Form 503.  

¶ Open the special voting ballot box.  

Note: For verification, only intact conditional ballot envelopes will be used. The 
plastic bag of disqualified items should be disregarded.  

¶ Prepare a plastic bag for rejected conditional ballot envelopes and label this órejectedô, and 
a second bag labeled órejected multiple votingô. 

¶ Carefully take out the conditional ballot envelopes, place them on the table and distribute 
approximately 10 at a time to each Verification Officer. 

¶ Ensure the five Verification Officers enter the correct polling centre and station codes in 
the verification programme in their respective laptops. 
 
Note: In cases where there was voting for more than one governorate in the polling 
station, the verification of conditional ballot envelopes will take place by 
governorate.   
 
 

B. Verification of Voter Data on the Conditional Ballot Envelope 
 

¶ Verification Officers take each conditional ballot envelope in turn and search in the voter 
register database to find the voter, according to procedures outlined in the User Manual 
for Verification of Conditional Ballot Envelopes. 

¶ If the verification programme confirms that the voter cannot be found and the conditional 
ballot envelope is to be rejected, the Verification Officer marks a cross in the top left hand 
corner of the envelope (X) to indicate that it is rejected. 

¶ If the Verification Officer selects a voter and the verification programme recognizes that 
information for this voter has already been selected, it notifies the Verification Officer that 
this conditional ballot envelope is to be rejected as it is a case of multiple voting. The 
programme displays the number of the other polling centre and station which has another 
conditional ballot envelope for that voter.  

The Verification Officer will mark the envelope rejected (X) and write on it ómultiple votingô 
along with the other polling centre and station number. 

¶ If data for a voter is correctly found in the database, the conditional ballot envelope is to be 
accepted and the Verification Officer marks in the top left hand corner of the envelope a 
tick (ã) to indicate that it is accepted. 

 
 

C. Handling Conditional Ballot Envelopes   
 

¶ When any conditional ballot envelope is rejected because the voter cannot be found in the 
database, the Verification Officer passes it immediately to the Verification Team Leader 
who stamps it órejectedô and places it into the plastic bag for rejected conditional ballot 
envelopes. 
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¶ When any conditional ballot envelope is rejected because of multiple voting, the 
Verification Officer gives it immediately to the Verification Team Leader, who stamps it 
órejectedô and places it into the plastic bag labeled órejected, multiple votingô. 

¶ Accepted conditional ballot envelopes are collected together into a box. 

¶ The Verification Team Leader redistributes new conditional ballot envelopes to the 
Verification Officers as necessary. 

¶ When all conditional ballot envelopes for a governorate are verified, the Verification Team 
Leader transfers the accepted conditional ballot envelopes into the original transparent 
plastic bag labeled for that governorate. The bag is then left unsealed and is placed in the 
spare empty ballot box (for temporary storage). The Verification Team Leader then opens 
another bag labeled for a different governorate and distributes the conditional ballot 
envelopes to the Verification Officers for verification as described above. 

¶ The process is repeated until all conditional ballot envelopes for all governorates for that 
polling station have been verified against the voter register. 

 
 
D. Completing Form 503  
 
At the end of the verification process, there will be three categories of conditional ballot 
envelope: 

1. Accepted conditional ballot envelopes packed into their original plastic bags, labeled 
with the governorate name; 

2. Rejected conditional ballot envelopes for voters who could not be found in the 
database in a plastic bag labeled órejectedô 

3. Rejected conditional ballot envelopes for voters with more than one conditional ballot 
envelope, in a plastic bag labeled órejected multiple votingô. 

¶ Under the supervision of the Verification Team Leader, the Verification Officers sort the 
rejected conditional ballot envelopes by governorate, double count them, and bundle them 
by governorate with rubber bands. The Verification Team Leader records the totals in field 
14 of Form 503.  

¶ The Verification Officers now double count the accepted conditional ballot envelopes, 
governorate by governorate, and the Verification Team Leader records the totals in field 
13 of Form 503.  

¶ The Verification Team Leader then calculates the sum of fields 15 + 16 and deducts from 
this the number recorded in field 12. This is to check that the total of rejected and 
accepted conditional ballot envelopes together is the same as the total conditional ballot 
envelopes at the start of verification. The difference should be zero. If the difference is not 
zero, a mistake has been made. Check the calculation and, if necessary, recount all the 
categories of conditional ballot envelopes to correct the error. 

¶ The Verification Team ensures that all verified conditional ballot envelopes are placed into 
the correct plastic bag (accepted envelopes in a separate bag for each governorate, and 
rejected and órejected, multiple votingô envelopes in the rejected bags. 

¶ All labeled bags are placed back in the original ballot box(es) of the polling station. 

¶ Finally, the Verification Team Leader and Verification Officials sign Form 503, 
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Removal of Conditional Ballot Envelopes 

 
Staff should ensure they have available: 

¶ Paper cutters (for opening envelopes) 
¶ Empty ballot box, sealable kit-box or A2 tamper evident bag (for the opened and empty 

conditional ballot envelopes) 
¶ Red pens (for correcting secrecy envelopes if necessary) 

 
For the removal of the conditional ballot envelopes, the following steps must be followed: 

¶ Take the accepted conditional ballots envelopes for one governorate only. 

Note: Secrecy envelopes will only be removed from accepted conditional ballot 
envelopes. It is not required to open rejected conditional ballot envelopes. 

¶ Open each conditional ballot envelope and remove the secrecy envelope from inside it.  

¶ All secrecy envelopes must be removed from the accepted conditional ballot envelopes. 
No personal data should be found on envelopes for the ballots before delivering them to 
the Batching Team in order to ensure the secrecy of the votersô choice. 

Note: if the governorate for which the voter is casting a ballot as noted on the 
secrecy envelope does not match the one recorded on the conditional ballot 
envelope, the governorate on the secrecy envelope is crossed out and the one on 
the conditional ballot envelope is copied onto the secrecy envelope. This must be 
done in red pen. 

¶ The lid is placed on the ballot box(es), which will remain in the process area until all ballot 
boxes belonging to the same special voting polling centre have been processed in the 
same way. 

 
 

Packing and Finalizing the Verification Process 
 
¶ Place the empty conditional ballots envelopes in an empty ballot box, seal it and label the 

ballot box óempty conditional ballot envelopesô for sending to storage  

¶ Replace the secrecy envelopes into the governorate bags and seal these inside the 
original ballot box(es), to be sent later for batching. Record the seal numbers on Record of 
Seals Form 506.  

¶ Send the original (top) copy of Form 503 to the archive and place the second copy in the 
ballot box which contains the secrecy envelopes, for delivery to storage.    

 
Note: Once verification is complete for all polling stations of a special voting polling 
centre, the Verification Team places green tape around the ballot boxes of all polling 
stations to indicate that they are ready to be batched and counted. All materials and the 
top copies of Form 503 are removed to the storage and archive area. 



 29 

SECTION 4 

PREPARATION OF BATCHES 

 

 
Batching 
 
Special voting and absentee ballots are not counted by polling station, but by governorate 
batch. Each batch will therefore have ballots for one governorate only, but these will come 
from a mixture of different absentee and special voting polling stations.  

 
Batching Staff 
 
Each Batching Team will consist of one Batch Team Leader and two Batch Officers, who will 
prepare the batches under the supervision of the Batch Area Supervisor. 

 
When does batching take place? 

 
Batching can only take place for all polling stations once they are reconciled, and for special 
voting polling stations with conditional ballot, once the verification process has also been 
completed.    
 
Batching will not start until after Election Day and after the close of the 48 hour submission 
period for all Election Day complaints. Batching will not begin in the Count Centre until the 
IHEC National Office gives the instruction to commence batching.  
 
The Complaints Department at the IHEC National Office will also provide a list of polling 
stations requiring investigation. These must be kept in the quarantine area and not batched 
until they have been audited and instruction is received to count or not count these ballots. 
After that, ballots which will be counted, according to National Office instruction, will be sent 
for batching. 
 

Preparation for Batching 
 
In determining batches, the following should be observed: 

¶ Where possible, absentee ballots for IDPs should be mixed with special voting ballots or 
secrecy envelopes. 

¶ Batches should consist of up to approximately 1000 ballots. 
 
The following items, required for batching, should be available in the batching area: 

¶ Empty ballot boxes, at least one for each governorate batch 

¶ Blank ballot box labels for each governorate batch 

¶ Form 504 (Count Centre Batching and Counting Form) 

¶ Notebook for batch logbook (for Batch Supervisor to record batch numbers) 

¶ Blue pens.  
 

Batch Numbering 
 
Each batch will be assigned a unique number, which will be used on all materials and forms 
relating to that batch. This number consists of 3 digits and will be recorded in the top section 
of Form 504. 
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Batching step-by-step 
 

Once the Batch Area Supervisor, in cooperation with the Count Centre Manager, has 
determined which polling stations will be batched together, the following process will take 
place for each batch: 

¶ The first section (right hand half) of Form 504 (Count Centre Batching and Counting 
Form) will be completed by the Batch Team Leader. 

Note: It is important to remember that polling stations may have ballots of more than 
one governorate. The process of mixing ballots from polling station ballot boxes to 
ballot boxes of governorate batches in many cases will be creating more than one 
governorate batch at the same time (i.e. one batch for each governorate ballot). 

¶ Prepare the required number of empty ballot boxes for the batching process, at least one 
for each governorate batch.  

Note: It may not be known prior to batching how many ballot boxes are needed for each 
governorate. If additional ballot boxes are needed during the process, a second or third 
ballot box for a particular governorate may also be prepared, and the ballot boxes will 
be numbered in sequence (ballot box 1, 2 etc), alongside the governorate ballot name.  

¶ Label each empty ballot box with the batch number, as well as the name and code of the 
governorate of the ballots. 

¶ Prepare a Form 504 for each governorate batch, by completing the top section of the form, 
and record all batch numbers in the batch logbook. 

¶ Receive polling station ballot boxes containing ballots or secrecy envelopes from the 
storage and archive area. Ballot boxes should have green tape around them to indicate 
that the polling stations are ready for batching. 

¶ Open the ballot box(es) of the first polling station. Polling station ballot boxes should be 
opened one at a time. 

¶ Take out the ballots or secrecy envelopes and check to ensure the governorate of the 
ballots or envelopes is correct. 

¶ Record on Form 504 for that governorate batch: 
o The polling centre and station numbers in fields 2 and 3, and 
o The number of ballots and secrecy envelopes in field 5. 

¶ Then place the ballots or secrecy envelopes in the corresponding batch ballot box labeled 
with the name of the governorate ballot. 

¶ Repeat the above process for the next polling station. 

¶ Once a batch for a particular governorate is completed (i.e. around 1,000 ballots for the 
batch is reached, or there are no more ballots for that governorate in the Count Centre), 
the total ballots or secrecy envelopes in the batch will be calculated by adding items in 
field 5 and writing the total in field 6. 

Note: Batch ballot boxes may contain a mixture of ballots and secrecy envelopes.  

¶ The Team Leader and other members of the batch team will sign Form 504 and place the 
top two copies inside the batch ballot box (or in ballot box 1 if more than one is used). 

¶ The third copy of Form 504 will be given to the archive. 

Note: Ballot boxes must remain under staff supervision at all times, until delivery to the 
count table. If counting will not take place on the same day, all ballot boxes must be 
sealed overnight, and the seal numbers recorded on Record of Seals Form 506. 
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SECTION 5 

COUNTING 

 

Sorting and Counting 
 

After a governorate batch has been prepared for counting, valid ballots and then votes cast for 
political entities and for their respective candidates will be sorted and counted. 
 

Valid ballots will be sorted and counted using the same procedures applied for counting in 
regular polling stations. Absentee and special voting ballots will be counted by governorate 
batch. Ballots of regular polling stations will be counted by polling station. 
 

Count Staff 
 

Each Count Team consists of one Count Team Leader and four Count Officers, under the 
supervision of the Count Area Supervisor.  
 

Preparation for Counting 
 

The following items are required for counting and should be available in the counting area: 

¶ Form 504 (Count Centre Batching and Counting Form ï with the first half completed and 
in the ballot box) 

¶ Form 505 (Count Centre Result Form) 

¶ Red pens 

¶ Rubber bands 

¶ Post it notes 

¶ Notebook (to be used as a draft for recording form information). 

 
Counting Batches step-by-step 
 

The counting process follows the procedures for counting ballots at regular polling stations.  

¶ During the counting process, periodically check under the counting table and under the 
chairs to make sure that no ballots have fallen on the floor. 

¶ Observers must be able to see the counting process but must not be able to touch the 
ballots or otherwise interfere with the count. 

¶ The Count Team Supervisor is responsible for filling in all counting forms. 

¶ The double count method will be followed in all steps of sorting and counting in order to 
avoid mistakes. 

¶ Only red pens will be used on the Count Table until final completion of forms. 

¶ Count staff must announce to observers and agents each step they are about to 
undertake, the status of each ballot paper (unstamped, blank etc) and the results. 

Note: Sorting and counting processes will use two forms: the left hand side of Form 
504 (Count Centre Batching and Counting Form) for sorting valid ballots, and Form 505 
(Count Centre Result Form) for recording votes for political entities and candidates. 
  
Note: The Team Leaderôs notebook will be used as draft worksheet, as it is possible 
that mistakes will be made during sorting and counting. By using a draft, mistakes can 
be corrected and the correct information can then be copied onto the original form.  
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1. Opening the ballot box 
 

After receiving the batches of ballot boxes containing ballots and secrecy envelopes, the 
Count Team will perform the following: 
  
A. Double Count Method  

 

Throughout the counting process, the method of double counting will be followed.  
 

Ballots and special voting secrecy envelopes will be counted in groups. Each group 
consists of 25 ballots and will be placed in an (X) shape. 
 

Ballots will be given to another Count Officer in order to re-count them. Thus the counting 
process will be easier as every group contains 25 ballots. If the total is different in the two 
counts, the ballots will be given to a third Count Officer to check the number. This method 
will be used in counting ballots after sorting into categories and also after sorting valid 
ballots by political entity and candidate.  

 
B. Checking Governorate of Ballots and Secrecy Envelopes 
 

The Count Team will open all ballot box(es) for the batch and check to make sure the 
ballots and secrecy envelopes are for the correct governorate. In case a ballot or secrecy 
envelope is found for a different governorate, it should be returned to the Batch Area 
Supervisor. A note should be made in the Team Leaderôs and Count Area Supervisorôs 
notebooks of the number of ballots or secrecy envelopes returned to the Batch Area 
Supervisor. 

  
C. Checking Total Ballots and Secrecy Envelopes for the Batch  
 

The Count Team will count the total ballots and secrecy envelopes inside the ballot box 
and compare the total with the number recorded in field 6 of Form 504. If there is a 
difference, recount the ballots and secrecy envelopes to make sure no mistake is made, 
and then record the total in field 7 on the left hand side of Form 504. 

 

D. Opening Secrecy Envelopes 
 

The Count Team will now open the secrecy envelopes, to make ballots are ready for 
counting. The Count Team will open the secrecy envelopes and check that the ballot 
inside is for the correct governorate, as written on the envelope. In case the ballot is for a 
different governorate, and not the governorate written on the envelope, the ballot will be 
disqualified.  
 

Once this is completed for the batch, the disqualified ballots will be counted together with 
any empty secrecy envelopes and the total number will be recorded in field 8 of the left 
hand second section of Batching and Counting Form 504 (for number of empty secrecy 
envelopes and disqualified ballots).  
 

E. Calculating Ballots to Be Counted 
 

The Count Team will now calculate the number of ballots to be counted by deducting field 
8 (number of empty secrecy envelopes and disqualified ballots) from field 7 (total number 
of ballots and secrecy envelopes in the batch). The result will be recorded in field 9.  
 

Ballots for the batch are now ready for sorting and counting. 
 

Note: The empty secrecy envelopes will be placed in a transparent plastic bag for 
delivery to storage.  
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2. Sorting Ballots  
 
Ballots will be sorted into four groups: 

1. Unstamped ballots: do not carry the official ballot stamp on the back of the ballot. 

These ballots will not be counted. 

After finishing sorting the unstamped ballots, turn the rest of the ballots (stamped 

ballots) face up, so the voterôs mark is visible. 

2. Blank ballots: do not have any mark. 

3. Invalid ballots: contain an unclear mark for the voterôs choice. 

4. Valid ballots: have a correct mark for a political entity, or for a political entity plus 

candidate of that entity.  

 

Ballots requiring adjudication: the mark is not clear or identified. The mark must be 

identified as either valid or invalid by the Polling Station Manager, and the ballot 

placed in either the valid or invalid group. 

 

Note: If any ballots require adjudication, follow these steps: 

» Thoroughly review the rules and examples for valid and invalid ballots. 

» Allow any polling station staff, agents and observers to see the ballot. 

» The Polling Station Manager will announce her/his decision about whether the ballot is 

valid or invalid. 

» If any member of the polling station staff objects to the Polling Station Managerôs 

decision, there will be a vote of the team members. If the votes are even, the Station 

Managerôs decision will be implemented. 

» If it has been decided that the ballot has a valid mark, place it into the stack of valid 

ballots. 

» If it has been decided that the ballot does not have a valid mark, place it onto a stack 

of invalid ballots. 

 
 
3. Sorting Ballots and Recording this on Form 504 
 
Continue the evaluation process for all ballots and sort them into the following groups: 

¶ Unstamped ï count and record the number in field 10 of Form 504, and place them in 

the special envelope for unstamped, blank and invalid ballots. 

¶ Blank ï count and record the number in field 11 of Form 504, and place them in the 

special envelope for unstamped, blank and invalid ballots. 

¶ Invalid ï count and record the number in field 12 of Form 504, and place them in the 

special envelope for unstamped, blank and invalid ballots. 

¶ Valid ï count and record the number in field 13 of Form 504. 
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¶ Calculate the sum of the above fields (10 + 11 + 12 + 13) and record the total number 

in field 14 of Form 504. 

¶ Compare the total number of ballots written in field 14 with the total number of batched 

ballots written in field 9. If there is any difference, then recount the ballots in each 

group (unstamped, blank, invalid and valid) in order to correct any mistakes. 

 
Form 504 is now completed. 
 
 

4. Sorting and Counting of Valid Ballots 
 

Take Form 505 for recording the results of votes for political entities and candidates. 
 
Record the number of valid ballots in field 2 of Result Form 505, as recorded in field 13 of 
Batching and Counting Form 504. 

 
 

A. Sorting and Counting Valid Ballots by Political Entity 

¶ Valid ballots will be sorted by political entity, without considering the candidate mark.  

¶ The ballots for each political entity will be placed separately, and a special post-it note 

placed at the head of the pile of ballots for each political entity, with the name and number 

of that political entity on it.   

¶ Count the ballots for each political entity in turn based on the sequence of political entities 

on Result Form 505 and write the total votes for each political entity in the designated field 

(entities plus candidates) on Form 505 and on the post-it note for each entity. 

Note: After finishing counting the votes for each political entity, the total number for 
all entities will be calculated and compared with the number of valid ballots as 
recorded in the field 2 of Form 505. 

If there is a difference between the two fields, a mistake has been made in the 

counting, recording or calculation of political entity votes. Recheck until the 

mistake is found and corrected. 

¶ The number of political entities which received votes must then be recorded on the first 

page of Result Form 505 in field 3.  
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B. Sorting and Counting Ballots for Each Political Entity by Candidate 
 

Note: this process will group ballots into stacks for each candidate and another 

stack for political entity only votes. A political entity only vote is a vote to the 

political entity only (with no candidate vote) or a vote to a political entity where the 

mark of the candidate is invalid. 

¶ Take the pile of ballots for the first political entity and sort them by candidate. 

¶ Stack the ballots for each candidate separately, with each stack labeled with a post-it note 
stating the name and number of that candidate, and the total votes received by the 
candidate.  

¶ Stack separately the ballots which contain a valid mark for the political entity only, and 
label this with a post-it note stating the name and number of the political entity and votes 
received for the political entity only. 

¶ Count the ballots for each candidate in sequence as they are printed on Form 505 and 
record the votes in the column designated for candidate votes by the candidate number on 
Form 505. 

¶ Count the total votes for the political entity only and record this in the designated field by 
the political entity name and number on Form 505. 

¶ Repeat the above steps for each political entity and its candidates in turn, according to the 
sequence of political entities on Form 505. 

 

Note: For each political entity, the total number of votes for all candidates plus the 

votes for political entity only should be equal to the number recorded in the field 

óTotal Votes (Entity plus Candidates)ô. If there is a difference, a mistake has been 

made in the recording, calculation or counting of candidate and political entity only 

votes. Recheck until the mistake is found and corrected. 

 

Note: After completing counting the ballots for each political entity and recording 

this on Form 505, roll together the ballots, secure them with an elastic band. Place 

the post-it note with the name and number of the political entity and the votes it 

received under the elastic band, and place the roll of ballots back into the ballot 

box. 
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5. VALIDITY OF BALLOTS AND VOTES 
 

 

A. Adjudicating Ballot Marks 

 

A vote is considered valid if the intention of the voter is clear.  

 

B. Ballot Validity 

 

For a ballot to be valid: 

1. It must be the official ballot supplied by the IHEC and officially issued at the polling 
station, stamped with the official IHEC ballot stamp. 

2. If the ballot is torn, all political entity and candidate boxes used for marking a voterôs 
choice must remain intact, as well as the name of the governorate.  

3. The political entity vote must be valid. The ballot as a whole is only invalid if the 
political entity vote is not clear. 

 

C. Candidate Vote Validity 

 

Once it is determined that the political entity vote is valid (and therefore the ballot is valid), the 

candidate vote may also be counted if a clear (valid) mark is also made for a candidate 

number. If the candidate vote is not clear, the ballot will be counted as a vote for the political 

entity only.  

 

The following table is used to determine how to count the vote.  

 

Item Ballot Marks Ballot Validity How to Count the Vote 

1 Unclear political entity vote Ballot invalid Vote not counted 

2 No political entity vote; valid candidate vote Ballot invalid Vote not counted 

3 Valid political entity vote; no candidate vote Ballot valid Vote counts for political 

entity only 

4 Valid political entity vote; unclear candidate 

vote  

Ballot valid  Invalid candidate vote. Vote 

counts for political entity 

only 

5 Valid political entity vote; candidate number 

outside total number of candidates on 

political entity list  

Ballot valid Invalid candidate vote. Vote 

counts for political entity 

only.  

6 Valid political entity vote; candidate number 

written in political entity box on right hand 

side of ballot 

Ballot valid Voterôs intent clear. Vote 

counts for both political 

entity and candidate 

7 Valid political entity vote; candidate box not 

marked, but candidate name from the 

political entity list is written on the ballot 

Ballot valid No reference to candidate 

number. Vote counts for 

political entity only. 

 

Note: Section D illustrates how to determine valid/invalid votes. 
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D. Determining Valid and Invalid Votes 

 

The following outlines how to determine whether a vote is valid or invalid. 

 

 

× The intent of the voter is clear and a vote will be therefore be considered valid 

when: 

¶ The ballot is marked with any mark within the box next to the name of only one choice. 

¶ The voterôs choice is indicated clearly with a mark other than a mark inside the box 

¶ A mark made in a box touches other boxes or extends also outside the box, as long as 

this indicates the voterôs clear choice. 

¶ In addition to a clear mark indicating the voterôs choice, the voter has written or drawn 

something on the ballot. 

¶ The voter has clearly marked a single choice, but has also crossed out or otherwise 

scribbled over the name(s) of other political entities/candidates without making a mark 

for any of them.  

¶ The ballot is marred, smudged or soiled but the voterôs choice remains clear. 

 

× The intent of the voter is not clear and a vote will therefore be considered invalid 

when: 

¶ The voter has made more than one choice for either political entity or candidate. 

¶ A single mark is placed so that it covers two names or boxes, thereby not indicating a 

clear single choice. 

¶ The voterôs mark is placed over the name of a political entity/candidate in a manner 

which makes it unclear as to whether the voter is intending to cross out or to indicate a 

choice for that political entity/candidate.  

¶ A mark indicating a choice has been altered, erased or crossed out, and another 

choice has been marked. If the voter makes a mistake in marking the ballot, this ballot 

should be spoiled and another ballot issued to the voter by the Ballot Issuer.  

¶ The ballot has been written upon, but no clear mark has been made to indicate the 

voter has made a choice.  
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6.  Completion of the counting process  

 

¶ After recording the results on Result Form 505, the Count Team Leader and Count 
Officials will sign Forms 504 and 505. 

¶ The Count Team Leader will announce the results to observers and political entity 
agents present in the Count Centre. 

¶ Observers and political entity agents may also sign the original (first) copy of Form 505 
as witnesses if they wish to do so. 

¶ The ballot box(es) will be sealed and seal numbers will be recorded on Form 506 
Record of Seals Form. 

¶ The Count Team will place yellow tape on the ballot box(es) containing counted 
batches to indicate that counting has been completed and the polling station has 
finalized its last stage at the Count Centre. 

¶ The first three copies of Forms 504 and 505 will be given to the archive, and ballot 
boxes will be delivered to the storage area. 

¶ The fourth (last) copy of Form 505 will be displayed on the wall inside the Count 
Centre for one day, so observers and agents can view and record the results 
contained on the form. 

 
 

Counting of Regular Polling Stations 
 
There may be cases where regular polling stations require counting in the Count Centre 
following audit. 
 
In these cases, Polling Station Result Form 502 will be used, as for counting of all regular 
polling stations, and not Count Centre Forms 504 and 505.  
 
Reconciliation will be undertaken by the Audit Team using Form 501, and following that, the 
polling station ballot box will be brought to the counting table for completion of sorting and 
counting processes. 
 
The Count Team will follow stages described in 2 ï 6 above, but will complete a new Form 
502 to record results for the polling station.  
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SECTION 6 

AUDIT 

 
 

Audit is the process of investigation of the materials and forms of a polling station, where a 
problem has been identified. This is with the aim of identifying the problem, and resolving this 
if possible.  

The Count Centre will perform audits of  

¶ All polling stations which are subject of one or more complaints, and for which an audit is 
requested by the IHEC Complaints Unit;  

¶ All polling stations for which irregularities are noted during intake at the Count Centre or 
GEO warehouse; 

¶ All polling stations which reconcile outside the tolerance level, as determined by the Board 
of the Commissioners, during the reconciliation process at the Count Centre; 

¶ All polling stations and batches where problems are identified during data entry at the 
Data Entry Centre. 

 
Separate instructions will be issued for audit processes in the Count Centre. 
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SECTION 7 

COMPLAINTS 
 

 
As part of the regular complaints process which will be conducted in accordance with the 
IHEC regulation and procedures on complaints, any voter or accredited political entity agent 
has the right to submit a complaint related to polling and counting at the IHEC GEO Count 
Centres, GEO Offices or National Office, as well as polling centres and stations.  
 

Observers can submit reports to their official authorities; they cannot however submit formal 

complaints. 

 

Any voter or political entity agent wishing to file a complaint should do so by way of the official 

Complaint Form 110/2010, which consists of three carbonated copies each in a different 

colour. 

 
The Complaint Form will be available at polling centres, the GEO Count Centre, GEO or the 
IHEC National Office in Baghdad.  
 
 

How to file a complaint at the GEO Count Centre  
 
A person who wishes to file a complaint can obtain a Complaint Form 110/2010 and a 
complaint envelope (size A5) from the designated official at the GEO Count Centre. A 
complaint must be submitted within 48 hours of the time and the date of the alleged violation. 
 
The Complaint Form must include the following: 

¶ Name, address and contact information of the complainant. 

¶ Name and contact information of the person alleged to have committed the violation (if 
available). 

¶ Details of the alleged violation, including date, time, place and circumstances. 

¶ Name and contact information of any witnesses of the violation (if available). 

¶ Any relevant document or other evidence supporting the complaint. 

¶ Signature of the complainant. 
 

Complaints are confidential.  The complainant fills out the Complaint Form 110/2010, dates 

and signs it, keeps the last copy and inserts the other two copies into the A5 complaint 

envelope (A5) along with any other relevant documentary evidence (if available). The 

complainant seals the envelope before submitting it.  

 

Note: If the complainant so desires, s/he can ask the Count Centre Manager or Deputy 

Manager to write her/his comments on the Complaint Form. 

 

Note:  The complainant submits the complaint envelope (A5) to the Count Centre 

Manager or designate. The Count Centre Manager (or designate) stamps, dates and 

signs it across the seal, and writes ñCount Centreò on the front of the envelope with the 

name and code of the governorate of the Count Centre. 
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Note: The Count Centre Manager must keep a daily log in the Count Centre journal of 

the date and number of complaints submitted during the day.  

 

At the end of each day, all A5 complaint envelopes submitted during the day will be sealed 

into an A3 tamper evident bag for delivery to the GEO. The following information will be 

recorded on the front of the tamper evident bag: ñCount Centreò, governorate name and code, 

and number of A5 complaint envelopes inside the A3 tamper evident bag and the date of 

submission.  
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SECTION 8 

PACKING FOR MATERIAL TRANSFER 
 
 
Ballot Boxes 
 
Once counting is completed for a polling station, the ballot boxes with yellow tape to indicate 
that they have been counted will be removed to the section for counted ballot boxes in the 
storage area until transportation to the GEO warehouse. 
 

Packing Forms 
 
Following completion of counting, three copies of batch reconciliation and Result Forms 504 
and 505, or polling station reconciliation and Result Forms 501 and 502 if relevant, will be 
delivered to the archive. The fourth copy of Result Forms will be displayed on the wall of the 
Count Centre.  
 
Archive staff will handle the forms as follows: 

¶ The top copy of both forms will be packed for transfer to the Data Entry Centre in 

Baghdad. 

¶ The second copy of both forms will be packed for transfer to the GEO. 

¶ The third copy of both forms will be filed in the archive. 

 

Note: After completion of counting processes, the fourth copy of Result Forms 502 and 

505 will be displayed on the Count Centre interior wall for one day, and will then be 

removed and placed in the binder of result forms for observers and political entity agents 

to view on request. 

 

Packing of Forms 504 and 505 into A3 Tamper Evident Bags for Material Transfer 

 

¶ Staple together the first (original) copies of Forms 504 and 505, and also the second 

copies of the forms. 

¶ Prepare two A3 tamper evident bags for packing the first two copies of Forms 504 and 

505. 

Note: In placing the stickers on the A3 tamper evident bags, ensure that these are 

placed on the side without the serial number and record the serial numbers of the 

A3 tamper evident bags on Form 505. 

¶ Place the sticker on tamper evident bag #1 (Data Entry Centre copy) and pack inside the 

first copies of Form 504 and 505. 

¶ Place the sticker on tamper evident bag #2 (GEO copy) and pack the second copies of 

Forms 504 and 505. 
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Packing of Forms 501 and 502 into A3 Tamper Evident Bags for Material Transfer 

 
¶ Prepare two A3 tamper evident bags for packing the first two copies of Forms 501 and 

502. 

¶ Record the serial numbers of the A3 tamper evident bags on Form 501. 

¶ Place the sticker on tamper evident bag #1 (Data Entry Centre copy) and pack inside the 

first copies of Form 501 and 502, together with the cover. 

¶ Place the sticker on tamper evident bag #2 (GEO copy) and pack the second copies of 

Forms 501 and 502. 

 

Forms A3 tamper evident bags #1 will be stored in a ballot box until transportation to the data 

entry centre in Baghdad.  

 

The storage and archive area will keep a log of polling centre and station or batch numbers in 

each box.  

 

Forms A3 tamper evident bags #2 will be stored in a separate ballot box until transportation to the 

GEO warehouse. 

 

Separate instructions will be provided to the GEO on material transportation and retrieval to 
the GEO warehouse. 
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Annex 1: Tolerance Level 

 

 
The table below is used to determine the acceptable level of discrepancy for the first and 

second reconciliation calculations, as recorded in fields 10 and 11 of Form 503.  

 

Use field 9 of Form 503 for number of ballots inside the ballot box in the first column of the 

table below for the comparison. 

 

 

Number of ballots 

inside the ballot box 

Maximum 

discrepancy 

1 - 25 1 

26 - 50 2 

51 - 75 3 

76 - 100 4 

101 - 125 5 

126 - 150 6 

151 - 175 7 

176 - 200 8 

201 - 225 9 

226 - 250 10 

251 - 275 11 

276 - 300 12 

301 - 325 13 

326 - 350 14 

351 - 375 15 

376 - 400 16 

400 ï 425 17 

426 ï 450 18 

450 ï 475 19 
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Annex 2: IHEC Code of Conduct for Election Officials 

Introduction 

The IHEC is a professional, government, independent and neutral institution, subject to the supervision of 

the Council of Representatives. It performs its work in accordance with article 102 of the Constitution of the 

Republic of Iraq and Law no. 11 of 2007. It has all the authorities relevant to regulating electoral processes 

and ensuring the fair and impartial implementation of elections. 

The IHEC has developed a Code of Conduct for promoting its independence, its impartiality and its staff 

professionalism. 

Code of Conduct 

I the undersigned vouch to comply with these stipulations as a requirement of this contract and will adhere 

with the following: 

1- Execute all legal aspects dealing with the elections in a neutral and fair manner. 

2- Execute my duties in a correct manner and conduct myself personally and professionally according to the 

highest standards of conduct. 

3- Not involve myself in any action that can have a detrimental effect on the reputation of IHEQ or the 

elections process. 

4- Conduct my duties without partiality to race, sect, creed, colour, political convictions or any other criteria. 

5- Deal with voters, political entity agents, observers, candidates, media representatives and other parties 

involved in the elections with respect and fairness. 

6- Not exclude political entity agents, observers until after the end of counting processes. 

7- Complete electoral forms, and in particular the Result Forms, with complete and accurate information, 

sign them and acquaint political entity agents and observers with their data according to procedures. 

8- Keep working until completion of the employment contract according to what was assigned by the IHEC 

and not cease employment until duties are completed, according to my supervisors.  

9- Strive to protect the confidentiality/secrecy of any personal and sensitive data that I have become aware 

of in the course of my duties. 

10- Have no affiliations to any political entity or organization. 

11- Work in a neutral, unbiased fashion and not take part in any action or work, even if it is on a personal 

level, that can be seen to be in support of any party or partial to any particular organization, or can lead to 

any contradiction or conflict of interests. 

12- Not announce publicly any opinion on any subject that can become a political issue in the elections. 

13- Reveal any connection that can result, or appear to result, in a conflict of interests. 

14- Refuse any gift or service that can have any effect on the electoral process from anyone or any entity. 

15- Resist any inappropriate influence and refuse to accept instructions from anyone except from my direct 

superior, regarding taking on any responsibilities. 

16- Write reports on any attempts that can inappropriately influence the integrity and transparency of the 

electoral process. 

17- Comply with all Iraqi election laws and all IHEQ regulations and procedures, otherwise I shall bear all 

the legal consequences resulting from the violation of any of these rules. 

Name 

Signature 

Date 
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Annex 3: Sample Count Centre Intake Form 517 (Special Voting) 


