[image: image1.png]



REPUBLIC OF ALBANIA
CENTRAL ELECTION COMMISSION
PROJECT
INSTRUCTION
No. 5, dated 12.03.2009 
ON
ADMINISTRATION OF ELECTION MATERIALS TO BE USED IN THE ELECTION TO THE ALBANIAN ASSEMBLY 
The Central Election Commission, based on Article 21, point 1, Article 99, Article 100, Article 115, Article 116, Article 122, Article 4 and Article 138 of Law No.10019, dated 29.12.2008 “The Electoral Code of the Republic of Albania “,
INSTRUCTS
PART I
GENERAL
Article 1
Scope
The purpose of this Instruction is to define the rules regarding the preparation and administration of election materials, before, during and after the elections, in the Central Election Commission (CEC), in the Commission of Electoral Administration Zone (CEAZ), in the Voting Centre Commission (VCC) and among them.
Article 2 

General Principles
1. In the context of this instruction the term Election Materials refers to all materials, to be used by the election administration in the election process.
2. Election materials are classified in the election documentation, election materials kept in an inventory and general election materials.
Article 3

Responsible structure
1. The election materials are prepared by the Election Logistics Department in cooperation with the CEC administration, pursuant to the procedures stipulated in this Instruction and other CEC acts.
2. The election materials are received by the Election Logistics Department in accordance with the CEC acts.
PART II
PREPARATION OF ELECTION MATERIALS NEEDED TO THE CEAZ TO START ITS WORK
Article 4
Election materials needed for the CEAZ to start work
1. After establishing the Commissions of Electoral Administration Zone (CEAZ), the Election Logistics Department prepares the election materials needed to the CEAZ-s to start their work. The election materials are delivered to the CEAZ according to the model PV – KZAZ – 01. The transportation of election materials needed to the CEAZ-s to start their work is carried out the CEC administration.
2. The transport and delivery plan is drafted by the Election Logistics Department and immediately notified to the CEC members.
3. As a rule, the election materials needed to the CEAZ to start its work, prepared pursuant to the definitions of point 1 of this Article, are delivered to the CEAZ.
Article 5
Election materials for information and education purposes
The election materials with information and education purposes are delivered to the Regional Electoral Offices in each Region. The Regional Inspectors take measures to ensure the delivery of promotional materials to the CEAZ, according to the distribution plan sent by the CEC.
PART III
PREPARATION OF ELECTION MATERIALS FOR CEAZ-s, CT-s AND VCC-s
Article 6
Election materials for CEAZ-s
1. The inventoried materials and election documentation are received by the CEAZ according to the model PV - KZAZ – 02.
2. The general election materials are organized in a single closed package, which is delivered to the CEAZ. The list of materials inside the package is verified according to the inventory only after its opening.

3. All election materials for each CEAZ are packed in separate boxes, on which the number of the respective CEAZ is written. 
Article 7
Election materials for the CT-s
Election materials for the counting teams are included in the box of CEAZ materials. The materials, which are delivered to the CEAZ for the Counting Teams, are defined according to an inventory attached to this Instruction.
Article 8
Election materials for the VCC-s
1. Election materials for each VCC are packed in separate boxes, which include the ballot box, the election materials box on which are written the number of the CEAZ and the number of VCs.
2. The general election materials are organized in a single closed package, which contains the detailed list (inventory) of all materials inside the package. 

3. The ballot box and the election material box will be identified by separate labels.

PART IV

DELIVERY OF ELECTION MATERIALS
Article 9
Distribution method of election materials
1. The distribution plan of election materials is prepared by the Logistics Department and in announced to the CEC members.
2. The election materials are escorted to each CEAZ by a CEC employee. The CEC employee receives the election materials for the respective Commissions of Electoral Administration Zone, according to the distribution plan.

3. The CEC employee receives from the ELD, the election materials with the official records according to the models and specifications in the respective attachments of this Instruction, as follows: 
a. PV - KZAZ - 02 , for election materials for CEAZ;
b. PV - KZAZ –  03, for election materials for VCC;

c. PV – KZAZ - 04, for the ballot sheets.
Article 10
Delivery of election materials to the CEAZ
1. As a rule, the election materials for the CEAZ, CT and VCC are, as rule, delivered to the Chairman, Deputy Chairman and Secretary of the CEAZ. In case of their absence, they shall be substituted by members, who belong to the same political spectrum.
2. Upon receiving the election materials, the Chairman, Deputy Chairman and Secretary, in the presence of the CEAZ, open the election material box for the CEAZ and verify the list of inventory attached to the official record found in the CEAZ box.
PART V

ADMINISTRATION OF ELECTION MATERIALS BY THE CEAZ
Article 11

Delivery of election materials by the CEAZ to VCC-s
1. The Chairman, Deputy Chairman and Secretary of the CEAZ deliver the election materials for each VCC, according to the procedures provided for in Article 100, of the Electoral Code.
2. The election materials for each VCC are received by the Chairman, Deputy Chairman and Secretary of the VCC, according to the official record model PV- KQV-05, attached to this Instruction. Each VCC member can be present.
3. The metal seals with the security codes for ballot boxes and the election material box are delivered to the VCC, according to the official record model PV-KQV-06, attached to this Instruction.
4. The VCC Chairman, with a random choice, receives the seal of the VCC chairman, un-wraps it and after using the model to seal a white page, writes the name, surname, and signs in the presence of the CEAZ members.
Article 12
Receipt of ballot boxes and election materials by the CEAZ at the end of the voting process
1. After the voting process is closed, the CEAZ organizes the Ballot Counting Centre and the teams to receive the ballot boxes and election materials, consisting of no less than two members, belonging to opposite parties.
2. During the receipt of the ballot boxes and election materials, the team first receives and verifies the boxes with ballot sheets and follows these procedures:
a. Record in the Official Record of Receipt, model PV - KZAZ- 09, the number of the security codes of the seals that close the ballot box;
b. Checks on the spot whether the numbers of security codes of the seals closing the ballot box are consistent, according to the Record of Delivery of security codes PV – KZAZ - 06, kept by the CEAZ for this voting center;
c. If during the receipt of the ballot box, the receiving team finds that:
· One or more seals with security codes are cut off or are missing;
· The seals with security codes are put in such a way that allow intervention between the box itself and its lid;
· The box and its lid have fissures or cracks that make it possible to insert or retrieve ballot papers and other election materials;
· The box is different compared to the type, shape and size of those established and sent by the CEC,
then the receiving team records in the official Record of Receipt the irregularity found, according to points a, b, c and immediately notifies the CEAZ, requesting the conduct of the validity process of the box.
d. The CEAZ examines the case and takes a decision which is recorded in the Record of Findings. If the box is defined as irregular, it is marked with the label “IRREGULAR BOX”. If the box is estimated as regular, the receiving team continues the process.
e. The CEAZ records the discrepancies found in the Record of Receipt PV – KZAZ – 09, attached to this Instruction, as well as in the Protocol Book.

3. The box defined as irregular, is put in the place assigned for “IRREGULAR BOXES” and does not go through the counting procedures followed by the ballot counting team.
4. The ballot boxes classified as IRREGULAR BOXES, in no case and under no circumstances are to be examined or opened by the CEAZ.
5. In cases when the election material box is considered “IRREGULAR”, then it is subject to the procedures provided for in Article 115 of the Electoral Code.
6. The Record of Receipt by the CEAZ, PV- KZAZ -09, is signed by the Chairman, Deputy Chairman and Secretary of the VCC and the police officer assigned for escorting, guaranteeing and non-touching of the ballot boxes from the Voting Centre to the Ballot Counting Centre.

7. The record is drafted into 4 copies, a copy of the Record of Receipt PV- KZAZ-09, is submitted to the VCC, a copy is kept by the escort police officer, a copy is submitted to the CEC, whereas the original copy is administered by the CEAZ.
8. If it deems necessary, the CEAZ assigns two people for each team, who shall help the receiving team and particularly shall arrange the boxes under the direction of the CEAZ. The assistant staff is selected from the list of the members of ballot counting teams, making sure the political balance majority/opposition is preserved. The box/boxes with ballot papers and the box/boxes with voting materials are received upon their delivery in the ballot counting centre, pursuant to the rules established by the CEC. 

PART VI
RECEIPT OF DOCUMENTATION AND ELECTION MATERIALS IN THE CEC
Article 13
Delivery of tabulation of results, ballot boxes and the boxes of election materials
1. Immediately after the end of the procedures for the tabulation of results, the Chairman, Deputy Chairman and Secretary of the CEAZ, deliver to the CEC the aggregate tables of results, Model 40-09 and the Original Tables of Results of the Voting Centers Model 57-09, the Receipt Record of the CEAZ, The Record of Findings, the Protocol Book of the Meetings, the CEAZ seal, the ballot boxes with the ballot sheets, election box materials, the inventoried election materials as well as any other election documentation. 
2. The CEC organizes the groups on the receipt of the documentation and election materials with no less than two members of the CEC administration, authorized by the head of the institutions.

3. The delivery of inventoried election materials is done through the Record KZAZ- PV- 11, attached to this Instruction. 
4. The ballot boxes and the boxes of election materials are delivered after filling in the Record PV – KZAZ- 13, attached to this Instruction.
5. The original Aggregate Tables of results, along with the Tables of Results of the Voting Centers, the Record on the delivery of the CEAZ, the Record of Findings, the Protocol Book and the seal of the CEAZ, are separately delivered, after filling in PV -KZAZ –12, attached to this Instruction.

6. The original aggregate tables of results, the voting center results, the Protocol Book, the record of Findings and the original copies of delivery records in the CEC are filed in the Office of Registration of Acts and Documentation. 
Article 14
Administration of ballot boxes and boxes of election materials, in case of administrative investigation with the CEC  
In case the ballot boxes or boxes of election materials are opened due to administrative investigation, they are closed after filling in the Record PV-KQZ-14,   attached to this Instruction. A copy of this record is attached to the CEC Decision. 
Article 15

This instruction comes immediately into force.
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