
  

 
 
 
 

PROCEDURES FOR  
SPECIAL VOTING  

WITH CONDITIONAL BALLOT  
 

FOR THE IRAQI COUNCIL OF 
REPRESENTATIVES ELECTION 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

04 and 07 March 2010  
 



 

 
1 

Table of Contents 
 
 
 

Subject Page 

  

General Introduction 2 

  

POLLING PROCEDURES FOR SPECIAL VOTING  
WITH CONDITIONAL BALLOT 

 

1. Principles of Special Voting 3 

2. People Authorized to Enter the Polling Centre 5 

3. Before Polling Day 14 

4. Polling Step-By-Step 16 

5. Special Voting Polling Station Reconciliation Form 500 23 

6. Polling Day Complaints  24 

7. Packing of Special Voting Materials 25 

  

Annexes 28 

Annex 1:  Identity Documentation 28 

Annex 2:  IHEC Code of Conduct for Election Officials 29 

Annex 3: List of Governorate Names and Codes  30 

Annex 4: Sample Voter List 31 

Annex 5: Sample Polling Station Reconciliation Form 500 32 

Annex 6: Sample Complaint Form 110/2010 33 

Annex 7: Sample  Ballot for the Council of Representatives Election 34 

Annex 8: Sample Secrecy Envelope 35 

Annex 9: Sample Conditional Ballot Envelope 36 

Annex 10:  Packing Diagram for Special Voting Polling Stations  37 

Annex 11: Polling Station Materials List 38 



 

 
2 

GENERAL INTRODUCTION 
 
 
 
The Independent High Electoral Commission (IHEC) is a professional, governmental, independent, 
neutral and autonomous institution, subject to the supervision of 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 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 these procedures for 
special voting 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.  
 
Special voting polling centres and stations will be established for certain categories of voters who 
are unable to cast a ballot in regular polling stations on Election Day.  
 
These voters will be allowed to vote by conditional ballot. Personal data provided on conditional 
ballot envelopes will be crosschecked against the voter registry database at GEO Count Centres, 
where sorting and counting takes place.  
 
The Council of Representatives election is scheduled to take place on 07 March 2010. Special 
voting for some categories of voters will take place on 04 March and for other categories on 07 
March 2010. 
 
Special voting polling centres will be open from 7:00 am until 5:00 pm.  
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POLLING PROCEDURES FOR 

SPECIAL VOTING WITH CONDITIONAL BALLOT 
 
 
1. PRINCIPLES OF SPECIAL VOTING 
 
 
1. Purpose of Special Voting 
 
Special Voting is established for certain categories of voters who are unable to cast a ballot in 
regular polling stations on Election Day.  
 
The categories of voters for special voting are:  

× Detainees of detention facilities and prisons in Iraq (those not convicted yet and those 
convicted for less than five years), and employees of these institutions who are on 
duty on Election Day. 

× Hospital patients in hospitals with a capacity of 100 beds or more, and employees of 
these hospitals who are on duty on Election Day. 

× Employees of governmental institutions located in the International Zone (Green 
Zone) in Baghdad and their families who are working on Election Day but are 
registered (on the voter list) outside the international zone. 

× IDPs registered with the Ministry of Displacement and Migration who did not attend 
the IHEC Voter Registration Update periods in 2008 and 2009. 

× Other categories which may be determined later by the IHEC. 
 
 

 

2. Polling Centre and Polling Station Structure 
 
For the purpose of conducting the Council of Representatives election, the IHEC will establish 
special voting regular polling centres throughout Iraq. Each polling centre consists of one or 
more polling stations.  
 
Voters will be directed to polling stations according to the governorate for which they will vote. 
Some polling stations may have ballots for more than one governorate. 
 
There will be a unique number for each polling centre and for each polling station. For special 
voting polling stations, the letter ñϴò will be added next to the number (01/ϴ, 02/ϴ etc1). This number 
will be recorded on all polling and counting forms as the polling station number.  
 
 

                                                 
1
 In Arabic, this is the first letter of the word for special voting (transcribed as khǕss) 
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3. Voter Lists  
 
 

¶ In each polling station for special voting with conditional ballot, there will be a blank polling 
station voter list divided by governorate. On this list, the following information will be 
recorded for each voter: name, fatherôs name, grandfatherôs name, voter number, PDS 
number and date of birth, in addition to the field for the voterôs signature or thumbprint. 
Each voter who wishes to vote will sign or thumbprint (if illiterate) the voter list next to 
his/her name prior to casting a ballot. 

 
Note: In special IDP centres, there will be a list of all IDPs registered with the Ministry of 
Displacement and Migration. This includes the names of heads of IDP families who did not 
attend the IHEC Voter Registration Update periods in 2008 and 2009. If an IDP voterôs name is 
found on the list, s/he will be permitted to vote absentee by conditional ballot. 

 
 

4. Conditional Voting 
 

¶ Voters included in conditional special voting will cast what is known as a óconditional ballotô. 
This means that the information recorded on the conditional ballot envelope will be verified 
before sorting and counting processes take place at the GEO Count Centres. If the voter is 
proven to be eligible according to the voter register, then the ballot will be counted.   

 

¶ Special voting conditional ballots will not be counted in the polling station. They will be 
transferred to the GEO Count Centre for verification of eligibility and counting processes. 

 

¶ To facilitate the conditional ballot process, each ballot will be placed into a secrecy 
envelope inside a conditional ballot envelope. The conditional ballot envelope includes 
information on the voter, and this will then be checked against the voter register database. 

 

¶ In order to ensure secrecy of the vote, each ballot will be placed inside a secrecy envelope. 
This contains no information on the voter and will be sealed inside the conditional ballot 
envelope. Once the voterôs eligibility is verified, the secrecy envelope will be removed from 
the conditional ballot envelope prior to the start of counting processes, so the ballot itself 
remains confidential. 

 

¶ It is essential to ensure, during conditional ballot voting processes, that the voter receives 
the correct governorate ballot for which s/he claims to be registered and for which the PDS 
data is recorded on the conditional ballot envelope. It is also important to ensure the 
governorate for which the voter is casting a ballot is correctly recorded on the conditional 
ballot and secrecy envelopes, and on the voter list.  

 
Note: The official list of governorate names and codes can be found in Annex 3. Only 
these names and codes should be included on the envelopes and voter list. 
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2. PEOPLE AUTHORIZED TO ENTER THE POLLING CENTRE 
 
 
Only the following categories of people may be present in the polling centre and polling station: 
  

¶ Voters waiting to vote, or in the process of voting 

¶ Polling staff 

¶ Authorized staff members of IHEC  

¶ Authorized staff members of the United Nations 

¶ Accredited political entity agents 

¶ Accredited observers 

¶ Accredited media representatives (without equipment, except in centres where it is 
permitted by IHEC for media representatives to have access with media equipment) 

¶ Members of the security forces ONLY if their presence is needed. 
 
All of the above must wear a badge or armband issued by the IHEC, except voters and security 
personnel. 
 

Note: No one is authorized to carry weapons inside the polling centre, except for 
security personnel on duty, responsible for security of the polling centre, if required. 

 
 

 

2.1 Polling Officials (Centre and Station) 
 
All polling staff are members of the IHEC and must remember to behave neutrally at all times. 
The neutral behaviour of polling staff is important for a free and fair election. All staff must sign 
and adhere to the IHEC Code of Conduct. 
 
All polling staff will work on special voting polling day(s). Polling staff must also attend training 
and be available to help set up the polling centre and stations before special voting polling day. 
 
Each special voting polling centre is managed by a Polling Centre Coordinator, who manages 
and supervises all polling centre staff. Each polling station is managed by a Polling Station 
Manager who supervises four other polling officials. 
 
 
× Each polling centre consists of teams of polling centre and polling station staff. 

 
 

A. Polling Centre Team: 
 
Each special voting polling centre will have three polling centre staff: 
i) Polling Centre Coordinator 
ii) Queue Controller  
iii) Inspector 
 
Special IDP centres will have seven polling centre staff: 

i) Polling Centre Coordinator 

ii) Queue Controller (2; 1 male and 1 female) 

iii) Inspector (2: 1 male and 1 female) 

iv) Polling Centre Registrar (2) 
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i) Polling Centre Coordinator 
 

The Polling Centre Coordinator is responsible for managing the polling centre. 
 
Duties of the Polling Centre Coordinator: 

¶ Managing the overall running of the polling centre. 

¶ Receiving and delivering to Polling Station Managers all sensitive and non-sensitive 
materials prior to polling, and retrieving materials after polling for material transfer to the 
Branch Office. Ensuring secure storage of all sensitive materials.  

¶ Organizing and following up on all security arrangements for the polling centre.  

¶ Reporting to the Branch Office on opening and closing of the polling centre and its 
stations, in addition to all incidents and voter turnout for all stations within the centre. 

¶ Resolving any problems arising in the polling centre, as well as problems arising in the 
polling stations which cannot be resolved by the Polling Station Manager. 

 

 

ii) Queue Controller 

 

The polling centre Queue Controller manages the queues outside the polling centre. 
 
Duties of the Polling Centre Queue Controller: 

¶ Controlling the flow of voters into the polling centre and ensuring that the queues are 
orderly. 

¶ Reminding voters that they will have to show proof of identity and confirming that they 
have such proof with them. Advising voters without proof of identity to go and bring an 
identity document. 

¶ Guiding voters to the correct polling station according to the governorate for which they 
will vote. 

¶ Ensuring that only authorized persons enter or remain in the polling centre.  

¶ Closing the polling centre at 5:00 pm, upon instructions from the Polling Centre 
Coordinator. 

 
 

iii) Inspector  
 

There will be at least one Inspector in each polling centre.  
 
Duties of the Inspector: 

¶ Ensuring that voters and visitors to the polling centre are checked quickly and efficiently. 

¶ Ensuring that no person enters the polling centre with any weapons or explosive devices 
or carries any bags or parcels.  

 
 

iv) Polling Centre Registrar  
 

In special voting polling centres servicing IDPs, there will be a list of registered IDPs provided by 
the Ministry of Displacement and Migration (MoDM). The Registrar will check this list to ensure 
that the IDP voter is included in it, before guiding the voter to the correct polling station for voting 
by conditional ballot, according to the governorate for which s/he will vote. 
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B. Polling Station Team: 
 
Each polling station will have five polling station staff: 
i) Polling Station Manager 
ii) Queue Controller 
iii) Identification Officer 
iv) Ballot Issuer 
v) Ballot Box Monitor 
 
× All polling station staff must cooperate to resolve any problem, but 

the final decision will be made by the Polling Station Manager.   
 

 

 

i) Station Manager  

 

The Polling Station Manager manages the polling station and reports to the Polling Centre 
Coordinator.  
 
Duties of the Polling Station Manager: 

¶ Supervising polling staff and all activities in the polling station to ensure that procedures 
are followed correctly. 

¶ Receiving and safeguarding sensitive materials throughout the day, and packing 
materials for transfer to the GEO. 

¶ Setting up the polling station on the day before polling, to prepare the station for the 
polling process. 

¶ Organizing a rotation system so that each member of the polling team can have a short 
break for lunch and prayer, without closing down the polling station. 

¶ Taking decisions on the rights of voters in difficult situations. 

¶ Reporting problems which cannot be resolved inside the polling station to the Polling 
Centre Coordinator. 

¶ Recording the number of ballots received for the polling station from the Polling 
Centre Coordinator. 

¶ Providing assistance to voters when necessary. 

¶ Opening the polling station at 7:00 am and closing the polling station after the last voter 
who arrived before 5:00 pm has voted.  

¶ Completing Polling Station Reconciliation Form 500 for Special Voting and ensuring 
ballots for all governorates are correctly accounted for. 

¶ Reporting midday voter turnout to the Polling Centre Coordinator by counting signatures 
on the voter list.  

¶ Providing observers and political entity agents with the opportunity to view and record 
any information from Form 500, and sign the form as witnesses if they wish to do so.  

¶ Recording in the station journal concerns of agents, observers and voters, time of 
opening and closing of the station and any other incidents that occur in the polling station 
during Election Day, and how any problems were resolved.  

¶ Recording the presence of observers, political entity agents and media representatives 
in the journal, and ensuring they sign in the journal. The Polling Station Manager will 
prepare a table for this purpose containing the following information: name of 
agent/observer/media representative, organization, IHEC accreditation badge number, 
time of arrival, time of departure and signature, as illustrated in the section óAccredited 
Observers, Agents and Mediaô. 

¶ Ensuring staff periodically check behind the voting screen to make sure there are no 
discarded ballots and no campaign material for a specific political entity or candidate. 
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ii) Queue Controller 

 

The polling station Queue Controller reports to the Polling Station Manager. 
 
Duties of the polling station Queue Controller: 

¶ Ensuring that voters form an orderly queue outside the polling station, and organising 

the queue so that the polling station does not become overcrowded. 

¶ Allowing authorised people to enter the polling station without delay. 

¶ Checking each voterôs hands for ink to ensure nobody enters the polling station who has 
already voted. 

¶ Asking voters to have their photo ID document ready to show to the Identification Officer. 

¶ Asking voters if they have their Voter Information Card which includes the voter number, 
or original or photocopies of their PDS cards, or if they at least know their PDS number. 
Directing voters who do not know their voter number or PDS number to call their 
families. 

¶ Guiding voters one at a time to the Identification Officer. 

¶ Ensuring that voters leave the polling station as soon as they have voted. 

¶ Ensuring that voters do not remove from the polling station any ballots or conditional 
ballot envelopes or the booklet of political entities and candidates. 

¶ Giving priority to elderly, pregnant and disabled voters and parents with small 
children. 

¶ Keeping the entrance to the polling station clear. 

 

 
 

 

iii) Identification Officer 

 

The Identification Officer reports to the Polling Station Manager. 
 
Duties of the Identification Officer: 

¶ Examining each voterôs photo ID document to confirm the voterôs identity. 

¶ Explaining the use of conditional ballot envelopes and secrecy envelopes to the voter. 

¶ Recording on the conditional ballot envelope the voterôs name and required voter details 
and issuing this to the voter. 
Note: if the voter number is available, write this in the available space at the top of 
the envelope. 

¶ Recording on the secrecy envelope the name of the governorate for which the voter will 
cast his/her ballot and issuing this also to the voter. 
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¶ Recording the voterôs name and required voter details on the voter list. 

¶ Asking the voter to sign or thumbprint with the left-hand thumb (for an illiterate voter) next 
to his/her name on the voter list. 

¶ Guiding each voter to the Ballot Issuer. 
 

 

iv) Ballot Issuer 

 

The Ballot Issuer reports to the Polling Station Manager. 
 
Duties of the Ballot Issuer: 

¶ Explaining to voters the method of voting. 

¶ Ensuring the correct ballot is issued to each voter, according to the governorate for which 
s/he will vote, by removing the next ballot in serial number order from the ballot pad of the 
correct governorate. 

¶ Stamping the back of each ballot and folding the ballot so it is easy for the voter to fold 
after marking the ballot so that the stamp is visible.  

¶ Issuing a ballot to each voter. 

¶ Guiding each voter to a vacant voting screen. In case there is no vacant voting screen, 
asking the voter to wait until one is available. 

¶ Instructing the voter on how to use the booklet of political entities and candidates, which 
is kept behind the voting screens.  

¶ Ensuring the ballots are safeguarded at all times.  
 

 

v) Ballot Box Monitor 

 

The Ballot Box Monitor reports to the Polling Station Manager. 
 
Duties of the Ballot Box Monitor: 

¶ Monitoring the ballot box at all times. 

¶ Ensuring that the right index finger of the voter is inked with indelible voter marking ink. 

¶ Ensuring each ballot is stamped with the official IHEC ballot stamp. If there is no stamp, 
directs the voter to the Ballot Issuer. 

¶ Ensuring that each voter has placed her/his ballot in the secrecy envelope, and that the 
secrecy envelope is sealed and placed in the conditional ballot envelope. 

¶ Ensuring that the conditional ballot envelope is sealed and then cast in the ballot box. 

¶ Asking the voter to leave the polling station after s/he has voted. 
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2.2 Accredited Observers, Agents and Media 
 
 

¶ Electoral observers, political entity agents and media representatives have an important role 
in helping to ensure that the elections are free and fair.  

 

¶ They are accredited by the IHEC, and issued with accreditation badges.  
 

¶ They must wear their accreditation badge at all times, and present this along with a photo ID 
document to the Polling Station Manager and/or Polling Centre Coordinator. 

 

¶ They must introduce themselves to the Polling Station Manager or Polling Centre 
Coordinator. 

 

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

¶ The Polling Station Manager may establish a schedule to rotate agents and observers in 
turn in order to ensure that the conduct of electoral processes is not disrupted. 

 
 

Note: All observers, political entity agents and media representatives should sign in 
the journal, by his/her name, in the table as outlined below:  

 

Item Name Organization Badge 
Number 

Time of 
Arrival 

Time of 
Departure 

Signature Comments 

        

 
 

¶ The Polling Centre Coordinator and Station Manager have the right to ask an observer or 
political entity agent to leave the polling centre or station in the following cases, if the 
observer or agent: 

a. Interferes in the voting process 

b. (For observers) breaches the Code of Conduct for Observers or Regulation no. 13 / 
2009 on observers of the Council of Representatives election, or (for political entity 
agents) breaches the Code of Conduct for Political Entity Agents, or Regulation no. 14 / 
2009 on political entity agents, or any procedure or instruction issued by IHEC. 

c. Does not meet the requirements for being an accredited observer or agent 

d. Influences the free will of a voterôs choice 

e. Does not follow his/her duties and responsibilities 

f. Interferes in the voting process in a persistent and organized way 

g. Has a modified accreditation card. 
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A. Observers 
 

¶ Observers may enter a polling centre from the time polling staff arrive and may remain until 
completion of the packing process and handover of materials.  

¶ Observers may move from one polling station to another inside the polling centre during the 
polling process. 

¶ No more than one observer for each observer organization may be present in the polling 
station at any one time.  

¶ Observers may witness all processes in the polling station except for voters voting or the 
voter list.  

¶ Observers can make their own record of seal numbers and voter turnout. 

¶ Observers can view and record any information contained on Reconciliation Form 500, and 
can also sign the first copy (Count Centre copy) as witnesses, if they wish to do so. 

¶ Observers cannot file an official complaint but they may submit their concerns in public 
reports to the organization they represent. 

¶ Inside the polling station, observers may not communicate with voters in any way. 

¶ Observers may follow a vehicle carrying polling materials to the Branch Office or GEO Count 
Centre, but may not travel in an IHEC vehicle.  

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

 
 

 
 
 

Note: Electoral observers may raise any concerns with the Polling Station Manager or 
with the Polling Centre Coordinator, 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 of 2009. However, the Polling Station Manager or 
Centre Coordinator will record any concerns raised by observers in the journal and, 
where possible, will resolve the issues raised. 
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B. Political Entity Agents 
 

¶ Political entities may appoint agents to be in polling stations.  
 

¶ Agents may enter a polling centre from the time polling staff arrive and may remain until 
completion of the packing process and handover of materials.  

¶ Agents can move from one polling station to another inside the polling centre during the 
polling process.  

¶ No more than one agent for each accredited political entity may be present in the polling 
station at any one time.  

¶ Agents may witness all processes in the polling station except for voters voting or the voter 
list. 

¶ Agents can make their own record of seal numbers and voter turnout.  

¶ Political entity can view and record any information contained on Reconciliation Form 500, 
and can also sign the first copy (Count Centre copy) as witnesses, if they wish to do so. 

¶ Inside the polling station, agents may not communicate with voters in any way. 

¶ Political entity agents have the right to submit a complaint to the IHEC by completing a 
Complaint Form 110/2010.  

¶ Political entity agents have the right to object to decisions of the Polling Station Manager 
according to the IHEC Regulation on Political Entities no 14 of 2009, but the Station 
Manager is not obliged to act upon this objection. 

¶ Agents may follow a vehicle carrying polling materials to the Branch Office or GEO Count 
Centre, but may not travel in an IHEC vehicle.  

 
 

 
 
 
Note: If an agent conducts her/himself inappropriately, the Polling Station Manager or 
Polling Centre Coordinator must warn the agent twice to behave in accordance with 
the code of conduct for political entity agents. If the misconduct continues, the 
Polling Station Manager or Centre Coordinator may ask the agent to leave the polling 
station or centre. Such an incident must then be recorded in the journal. 
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C. Media Representatives 
 

¶ The media has an important role in covering polling and counting processes inside polling 
centres and stations, and promoting free and fair elections. 

¶ Media representatives are prohibited form disrupting processes inside polling centres and 
stations.  

¶ No interviews are allowed inside polling stations. 

¶ Media representatives are prohibited from accessing or filming behind a voting screen.  

¶ Media representatives are not allowed to carry any electronic equipment (cameras, 
recording devices) except in certain polling centres identified previously by the IHEC. 

¶ The Polling Centre Coordinator and Polling Station Manager have the right to ask a media 
representative to leave the polling centre or station if the media representative breaches the 
Code of Conduct for Media.  

 

 
 
 
 
2.3 Security Personnel 
 
Iraqi security forces are responsible for the security of the polling centre. However, police 
officers and other security personnel should generally station themselves outside the polling 
centre and not inside the polling stations, unless their presence is needed in an emergency or is 
requested by the Polling Centre Coordinator. 
 
The Polling Centre Coordinator and Polling Station Manager must ensure they have a 
contact number for the security forces, in case of emergency. 
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3. BEFORE POLLING DAY 
 

3.1 Planning and Designing the Polling Centre and Polling Station  
 

¶ All polling officials are expected to be present at the polling centre, at times agreed 
upon with the Polling Centre Coordinator and Polling Station Manager, on the day 
before polling in order to assist in setting up the polling centre and its polling stations. 

¶ All non-sensitive materials for the polling station (such as desks, voting screens, etc) 
should be set up on the day before polling day. 

¶ Polling Station Managers must plan the layout of their polling stations at least one day 
before polling day. The layout must provide for a circular movement of voters from the 
entrance, to the Identification Officer, to the Ballot Issuer, to the voting screens, to the 
ballot box, and to the exit point.  

If the room has two doors, a separate entrance and exit point should be established.  

¶ The poster which contains the number of the polling station and the governorate(s) for 
which voters may vote in that polling station must be displayed at the entrance to the 
station. 

¶ The ballot box must be placed, raised, clearly visible to everyone. 

¶ The Identification Officer and Ballot Issuer need a desk of sufficient size. The Ballot 
Box Monitor needs a desk or other raised surface on which to put the ballot box, and 
a separate desk for the indelible ink. The Polling Station Manager needs a desk 
located away from the flow of voters but where s/he can observe all proceedings and 
be easily reached by voters needing assistance. 

¶ Electoral observers and political entity agents need seating located away from the 
flow of voters but where they can observe all proceedings. They are not bound to 
remain seated, but may not communicate with voters or observe a voter marking 
her/his ballot. 
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3.2 Receipt and Storage of Election Materials from the GEO 
 
Materials will be sent from the IHEC National Office to the GEOs, who will store them in 
previously identified secure storage facilities. 
 
Separate instructions will be issued detailing collection of materials from the GEO 
warehouse, movement of materials to the polling centre, secure storage of materials and 
materials retrieval. 
 
 
There are two types of materials: sensitive and non-sensitive.  
 

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

 

¶ Non-sensitive materials cannot be used for fraudulent purposes, for example voting 
screen, portable light etc.  

 
 
There is one form which is used in special voting polling stations during the polling process: 
Polling Station Reconciliation Form 500 for Special Voting and Absentee Voting for IDPs.  

 
Form 500 is A3 size with four carbonated copies. Each copy has a specific colour. It is 
important to complete Form 500 accurately and ensure there are no mistakes, as there is no 
draft copy. 
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4. POLLING STEP-BY-STEP 
 
4.1 Before the Start of Polling 
 

Polling staff must have signed the IHEC recruitment contract and IHEC Code of Conduct 
before commencing their polling day duties. 
 

On polling day, polling officials must arrive at the polling centre by 6:00 am at the latest. 
Polling officials must wear their identification badge issued by IHEC in the polling centre until 
the completion of polling and packing processes. 
 

If any staff do not arrive for work at the specified time, the Polling Station Manager will inform 
the Polling Centre Coordinator, who will contact the Branch Office or GEO to request 
additional staff from the reserves. At least three staff members must be present to open the 
polling station. Until replacements arrive, the Polling Station Manager will allocate the tasks 
between team members, ensuring key roles of ballot box monitoring, identification officer role 
and ballot issue are covered. 
 

The Polling Centre Coordinator gives each Polling Station Manager a package of 
consecutively numbered ballots for each governorate to be serviced by the polling station. 
Each package consists of a number of pads of 50 ballots. The Polling Centre Coordinator 
records on Forms 514/A and 514/B (Material Handover from Polling Centre Coordinator to 
Polling Station Manager and Retrieval) the quantity and serial numbers of the ballots issued 
to the polling station. The Polling Station Manger signs both forms to confirm receipt of the 
ballots and other sensitive materials. 
 

The Polling Station Manager records the total number of ballots received from the Polling 
Centre Coordinator for each governorate and the serial numbers of those ballots on Polling 
Station Reconciliation Form 500. The Polling Station Manager also completes the fields in 
Section 1 of Form 500 (relating to polling station code, name and number of polling centre, 
name and number of Branch Office and name and number of governorate).  
 

In each polling station, the Polling Station Manager inspects the ballot box to ensure it is 
empty, and invites observers and agents to observe the sealing of the ballot box. The Station 
Manager shows observers and agents that the ballot box is empty and puts a tight seal on 
each side of the ballot box, leaving the top slot open for voters to cast their ballots. The 
Polling Station Manager writes the serial numbers of the seals on Form 500 Polling Station 
Reconciliation Form and invites electoral observers and agents to record the serial numbers 
of the seals. 
 

Note: The Polling Station Manager places a sticker on the ballot box stating the name 
and number of the governorate, name and number of the Branch Office, name and 
number of the polling centre, and number of the polling station. 
 

Note: The Polling Station Manager must not delay preparations for polling if agents 
and electoral observers have not yet arrived at the polling station. 
 

Important Notes: 

¶ Staff who are working in special voting polling stations and centres on Election 
Day 07 March and are unable to cast their ballot in the regular polling station where 
they are registered to vote, may cast their vote by conditional ballot in the special 
voting polling station where they are working, just before 07:00 am before voters 
enter the polling station to vote. 

¶ Polling centre staff may cast their ballot in Polling Station 01 of the polling centre 
by conditional ballot. 

Polling staff must ensure they have with them their voter number and PDS number, to 
be recorded on the conditional ballot envelope.  
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4.2 Opening the Polling Station 
 
Polling should start at exactly 07:00 am. The Polling Station 

Manager must record the time of opening in the station journal and 

confirm opening to the Polling Centre Coordinator.  

  
 

 

4.3 Joining the Queue 
 

¶ The Queue Controller organizes the voter queue.  
 

¶ The Queue Controller checks the voterôs hands to ensure that there is no ink on the 

fingers, particularly on the cuticles. 

 

¶ If there is ink on the voterôs fingers, the voter will not be permitted to enter the polling 

station. 

 

¶ The Queue Controller asks the voter if s/he has their Voter Information Card or original or 

photocopy of their PDS Card, or if they at least know their voter number or PDS number. 

The Queue Controller advises voters who do not know this, to call their families in order 

to obtain their voter number or PDS number. 

 

¶ The Queue Controller allows voters to enter the polling station, after opening at 7:00 am. 

 

 

4.4 Identification 
 

¶ The voter shows her/his photo ID document to the Identification Officer. 

 

¶ The Identification Officer checks that the photograph on the ID document is of the person 

presenting that document, so s/he may vote. 

 

Note: in the case of detainees in Iraqi detention facilities and prisons, instead of 

presenting a photo ID document, the voter will submit a band, detention centre 

card, arrest card, or prison card, as appropriate. 

 

¶ The Identification Officer fills in the polling station information in the top section of the 

conditional ballot envelope. 

 

¶ The Identification Officer records the voterôs name and required voter details on the 

conditional ballot envelope. These include: name of governorate of for which the voter will 

vote, voter number, PDS number, Food Ration Centre code (if available), name, fatherôs 

name and grandfatherôs name, and date of birth. 

 

¶ Note: If the voter number is available, the Identification Officer will write this in the 

available space at the top of the conditional ballot envelope. 
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¶ The Identification Officer records the governorate for which the voter will vote on the 

secrecy envelope.  

 

¶ If any mistake is made on a conditional ballot envelope or secrecy envelope, the 

Identification Officer writes the word ñspoiledò across the front of the envelope, and 

places it in the envelope for spoiled and discarded ballots. The Identification Officer 

then completes a new envelope. 

 

¶ The Identification Officer records the required voter details on the blank voter list of the 

governorate the voter claims to be eligible to vote for.  

 

Note: The voter is eligible to vote for the governorate for which s/he is registered to 

vote. Only the official governorate name should be recorded on the conditional 

ballot envelope, secrecy envelope and voter list (see Annex 3 for the list of official 

names and codes of governorates). 

 

¶ The Identification Officer asks the voter to sign or thumbprint with the thumb of the left 

hand (for illiterate voters) next to his/her name on the voter list. 

 

¶ Any person refusing to sign or thumbprint the voter list will not be permitted to vote. 

 

¶ The Identification Offices asks the voter to wipe her/his finger with a tissue, so the finger 

is clean before inking. 

 

¶ The Identification Officer issues to the voter the completed conditional ballot envelope and 

secrecy envelope. 

 

¶ The Identification Officer directs the voter to the Ballot Issuer. 

 

Note: when completing the voter list, the following should be paid attention to: 

 

¶ The voter list will list voters according to the governorate for which they will vote. Each 

page should contain names of voters for one governorate only. A new page should be 

started for each governorate. 

¶ The top section of each page should be filled in before recording any other information 

on the page. This includes the polling station information as well as the governorate for 

which voters on that page will vote. 

¶ If a mistake is made in any entry, the Identification Officer will draw a line through the 

entry and sign next to this, and then enter the correct voter details on the next row. 

¶ At close of polling, the Identification Officer will cross out any blank rows on each page, 

by marking a large óXô across all rows and pages which are not completed.  
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4.5 Ballot Issue 
 
A. The Ballot Issuer detaches the next ballot in serial number order from the pad for the 

correct governorate. 
 
B. The Ballot Issuer clarifies to the voter the mechanism of marking the ballot: 
 

¶ Place a tick (ã) in the box next to the political entity you would like to vote for. 
 

¶ If you would like to vote for a candidate, place a tick (ã) in the box next to the 
candidate number in the candidate area on the left hand side of the ballot, in addition 
to the tick for the political entity.  

 
Note: If you place a tick (ã) only for a candidate, with no tick (ã) for a political 
entity, your vote is invalid.  
 
Note: The Ballot Issuer must ensure that the explanation on how to mark the ballot 
is completely impartial. The Ballot Issuer must not point to the ballot as it may 
appear that s/he is telling the voter who to vote for. 

 
C. The Ballot Issuer folds the ballot, stamps the back of it with the official IHEC ballot stamp 

so the stamp is visible, and gives the ballot to the voter. The Ballot Issuer explains to the 
voter that after marking the ballot, s/he must fold it in the same way so that no-one can 
see the voterôs choice. 

 
Note: The stamp must be clear on the folded ballot to help the voter fold it in the 
same manner, so the Ballot Box Monitor can easily see the stamp on the ballot 
before the voter casts it into the ballot box. This aims to ensure all legitimately cast 
ballots are stamped, since unstamped ballots will not be included in the results.  
 

D. The Ballot Issuer explains to the voter that after marking the ballot, s/he must place it in 

the secrecy envelope. The secrecy envelope must then be placed in the conditional ballot 

envelope and then cast in the ballot box. The Ballot Issuer explains to the voter that the 

secrecy envelope will protect the confidentiality of the voterôs choice, as this will be 

separated from the conditional ballot envelope after eligibility has been verified in the 

count centre.  

 
E. The Ballot Issuer directs the voter to the booklet of political entity and candidate names 

and numbers, which is kept behind the voting screens. 
 
F. The Ballot Issuer tells the voter to go behind one of the empty voting screens and mark 

the ballot in secret with the ballot marking pen provided.  
 
G. Sometimes a voter makes a mistake on the ballot and therefore needs a new one. The 

ballot with the mistake is called a spoiled ballot. If a voter spoils a ballot, s/he may return 
to the Ballot Issuer to receive a replacement ballot. Without looking at the front of the 
ballot, the Ballot Issuer writes the word ñSpoiledò across the back of the spoiled ballot and 
puts it in the Spoiled and Discarded Ballot Envelope. A new ballot is issued to the voter.  
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4.6 Casting a Ballot 
 

A. The Ballot Box Monitor admits one voter at a time into the ballot box area. 
 

B. The Ballot Box Monitor ensures that the ballot is stamped and then instructs the voter to 
insert the ballot into the secrecy envelope and seal it. 
 

C. The Ballot Box Monitor then instructs the voter to place the sealed secrecy envelope into 
the conditional ballot envelope and seal it.  

 

D. The Ballot Box Monitor must ensure that the voter dips her/his right index finger into the 
indelible voter marking ink so that the ink covers the cuticle of the voterôs finger nail 
before the voter is allowed to cast the ballot into the ballot box. The Ballot Box Monitor 
must also ensure that the voter does not try to wipe her/his finger before the ink dries. 

 

Note: Any voter refusing to ink her/his finger will not be permitted to cast a ballot. 
(In this case, the ballot becomes a discarded ballot.) 

 

¶ If a voter has missing fingers, the Ballot Box Monitor dips one of her/his other fingers 
of the right hand, and, if s/he has no right hand, s/he dips one of the fingers of her/his 
left hand. If the voter has no fingers, it is not necessary to apply ink. 

 

Note: For detainees and prisoners, the inking requirement is waived.  
 

E. The Ballot Box Monitor ensures that the voter places the conditional ballot envelope (with 
the secrecy envelope inside containing the ballot) into the ballot box and then instructs the 
voter to leave the polling station.  

 

F. The Ballot Box Monitor must make sure that the voter does not remove from the polling 
station the booklet of political entities and their candidates.  
 

¶ The Ballot Box Monitor must ensure that the ballot box does not get too congested by 
shaking it at intervals in order to re-distribute the conditional ballot envelopes inside. 

 

¶ The Ballot Box Monitor must shake the ink bottle from time to time, to make sure the 
ink does not settle at the bottom. 

 

A discarded ballot is a ballot which a voter may have discarded, and which is found 
somewhere in the polling station. If polling staff find a discarded ballot, they must not place it 
in the ballot box. They must give it to the Polling Station Manager who will write ñDiscardedò 
on the back of the ballot and put it in the Spoiled/Discarded Ballot Envelope. 
 
 

4.7 Use of a Second Ballot Box 
 

A. Once there is no more space for additional conditional ballot envelopes inside the ballot 
box, the Polling Station Manager seals the top slot of the ballot box and records the seal 
number in the field provided on Form 500. 

 

B. The Polling Station Manager inspects the second ballot box to ensure it is empty, and 
invites observers and agents to observe the sealing of the ballot box. The Station Manager 
shows observers and agents that the ballot box is empty and puts a tight seal on each side 
of the ballot box, leaving the top slot of the ballot box open for voters to cast their 
conditional ballot envelopes. The Polling Station Manager writes the serial numbers of the 
seals on Polling Station Reconciliation Form 500, and invites electoral observers and 
agents to record the serial numbers of the seals. The Station Manager must ensure that 
the second ballot box is labeled with the correct polling station information (as was written 
on the first ballot box). 
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4.8 Close of Polling 

 
At exactly 5:00 pm, the polling centre Queue Controller ensures that 
all voters have joined the queue and closes the door to the polling 
centre, if there is one. The Queue Controller informs any voters who 
arrive after 5:00 pm that they cannot vote. 
  

If the polling centre does not have a door, or if the queue is too large to fit inside the polling 
centre, a polling centre Queue Controller must stand at the end of the queue to ensure that 
no other people join the queue after 5:00 pm. 
 
In the polling station, polling continues until all voters in the queue have voted. When the last 
voter has voted, the Polling Station Manager will record the time of closing in the station 
journal. 
 
After the last voter has voted, the Polling Station Manager seals the top slot of the ballot box 
and writes the seal number in field 5 of Polling Station Reconciliation Form 500, allowing any 
observers and agents present to record the seal number, if they wish to do so.  

 
The Polling Station Manager then finalizes the polling process: 

¶ Checks behind the voting screens for any discarded ballots 

¶ Places the ballot stamp into an A3 tamper evident bag and seals it 

¶ Puts the indelible voter marking ink into the kit box. 

¶ Ensures that the Identification Officer has crossed out all blank or incomplete pages and 
rows on the voter list, by marking a large óXô across all incomplete rows. 

¶ Completes the section ñAfter Closing the Polling Stationò on Form 500, (number of 
ballots unused, spoiled and discarded, and number of signatures on the voter list).  

 
Note: Counting of ballots will not take place in the polling station. Ballot boxes must 
not be opened. Ballot boxes will be transported to the GEO Count Centre. 

 
 
4.9 Assisted Voting 
 

¶ A voter who is illiterate, blind, with severed hands or cannot write for any reason, and 
therefore requires assistance in voting may ask the Polling Station Manager for 
assistance.  

¶ The Polling Station Manager must not communicate the voterôs choice to anyone on 
polling day, or on any other occasion. 

¶ A friend or relative may also assist the voter, but no person may assist more than two 
voters. 

¶ The Polling Station Manager must explain to the friend or relative the need to 
maintain absolute respect for the voterôs choice and to keep the voterôs choice secret. 

 
Note: Agents and electoral observers may not assist a voter and may not 
witness assisted voting. 

 
 


