Scottish Parliamentary Election – Thursday 5 May 2016

(Name) Constituency

Polling Staff Checklist of items received

	
Polling Day Equipment/Stationery


	
(1) Ballot Box (Add colour of Box)


	
(2) Trolley Case
	Checklist
(please tick)

	Quick Start Kit
(Add colour of  Wallet)
	· Ballot Box Labels and Wallets
· Cable Ties (3 plus spares)
· Polling List (including absent voter details)(Close of Poll – Marked Polling List envelope)
· Corresponding Number List (Close of Poll – CNL envelope)
· Quick Guide – booklet format
· Ruler and Pens

	Use checklist provided in Quick Start Kit

	Ballot Papers

	· Ordinary Ballot Papers (White)
· Tendered Ballot Papers (Pink)
· Unused Tendered Ballot Papers Envelope (Close of Poll - Unused tendered ballot papers)

	Use checklist provided on top of the ballot papers

	Blue Polling Day Bag

Note: For ease of checking, items in this bag have been packed in the same order as detailed on this checklist.
	Sundries
· Stationery Wallet (contains helpline cards)
· Braille Device
· Confidential Wallet for poll cards (Close of Poll – Put in trolley case separately)
· Large print Ballot Papers (1 hand held and 1 display copy)

	

	
	Poll documents
· Book of Forms (Close of poll – Book of Forms envelope)
· Additional Forms/Documentation Booklet
· Street lists
· PO at St No 1 only – Master Polling List, spare blank CNL, Voter Turnout Info, Specific Info on Polling Place arrangements, SPO Checklist

	

	
	Information for Voters (polypocket)
· Survey Cards plus envelope (Please try to issue all 10 survey cards)
· Stickers for children attending the Poll (if used)
· How to Vote Language booklet

	

	
	Poll Envelopes (Brown) (check these items well before 10pm)
· Unused and Spoilt Ballot Papers (Close of poll – Spoilt papers should already be in the envelope and band the envelope on top of the Unused Ballot Papers)
· Book of Forms
· Certificate of Employment
· Tendered Ballot Papers (Used by voters)
· PO at St 1 only - Postal Votes envelope (1) - Picked up between 8-9pm

	

	
	Count Wallet (White)(check these items well before 10pm)
· Ballot Paper Account (in triplicate)(Close of Poll – BPA envelope)
· Ballot Paper Account (BPA) envelope
· Corresponding Number List (CNL) envelope
· PO at St 1 only - Postal Votes envelope (2) – For Postal Votes received after envelope (1) has been picked up
· Marked Polling List envelope

	



