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Outlined herein are several tips for conducting elections that meet the requirements of the
Labor Management Reporting and Disclosure Act (LMRDA) and the UTU Constitution that will
be useful in insuring the legality of elections:

MAIL BALLOT ELECTIONS

1. Develop a schedule for each step of the election, inciuding ballot printing,

mailing, receipt, and counting, which allows adequate time for each
procedure.

2. In selecting a meeting date for an election, make certain that the meeting
date for tabulation of elections conducted via mail ballot does not fall on a
Federal holiday when the post office would be closed.

3. Arrange with the U. S. Postal Service for a special post office box for
receipt and storage of voted ballots so that all mail sent to a box will only
be released at a specified time on the election date to members of the
“election committee (tellers). Do not use the union's regular post office box
for the election if regular mail is normally routed there. In situations
where the postmaster will not retain the key or combination to the election
post office box, the Local President should appoint the tellers prior to the
mailing of the ballots and they should determine who among them will
retain the box key or combination. The key or combination should be
placed in a sealed envelope and each teller signing his name across the
sealed edge of the envelope.

4.  Check the ballots carefully before and after printing to ensure that all
candidates are listed, each candidate's name is spelled correctly and all
instructions and other aspects of the ballot are accurate.

5. Safeguard and be able to account for all ballots printed. The number of
ballots printed minus the number issued to members must equal the
unused ballots on hand at the end of the election. When the local prepares
its ballots by means other than an outside printer, a record should be made
of the number of ballots prepared and all candidates so advised.

6. Update the membership address list to the extent possible to ensure that
- ballots are mailed to all members eligible to vote.

7. Inform all candidates of the date, time and place for the preparation and
mailing of the ballots and of their right to have an observer present.

0

Mail a ballot to each member at least 15 days before the date when the
voted ballots must be returned to the post office box. This will comply
with the LMRDA requirements that a notice of election be mailed to all
members not less than 15 days prior to the election.

9. Do not include campaign literature of any type in the ballot package.
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When issuing duplicate ballots, mark the ballot return envelope
"Duplicate." If both the original and duplicate envelopes are returned,
void the original unopened. Record on eligibility list all duplicate ballots
issued.

Pick up ballots from the post office box at the scheduled date and time.
Do not attempt to gain access to the ballots prior to that time for any
reason. Any ballots received at the box after that time must be voided. It
is a good idea to question the post office to ascertain if there is an
overflow of the box being held outside the box.

Permit each candidate to have an observer at the pickup of the ballots and
their delivery to the counting site.

Conduct the ballot tally promptly after pickup, permitting at least one
observer for each candidate to watch the entire proceedings. If for some
reason there is a delay from the time the ballots are picked up and they are
tabulated, the tellers must remain together with the ballots.

Verify that all returned ballots are from eligible voters before opening the
outer envelopes. Mark voters' name off a voters' eligibility list to ensure
that no member casts more than one ballot.

Remove the sealed inner envelopes containing the ballots from the outer
envelopes and mix them thoroughly before they are opened and the ballots
removed and counted. This process will ensure the ballot secrecy.

Publish or post the results of the election. Preserve ballots and all other
election records and materials for at least one year.

POLLING AT A LOCAL MEETING

Schedule voting hours to ensure that all members have an opportunity to
vote. Open the polls promptly. Allow all members who are waiting in
line at the scheduled closing time to vote.

Ensure that adequate information is available at the polling site to verify
voter eligibility, such as the union's financial records of members' dues
paying status or an eligible voters' list drawn up from those financial
records under the supervision of the election committee.

Require voters to identify themselves to the election committee through
use of union cards, driver's licenses, or similar documents.

Ensure that each member can vote only once by crossing out names on the
voter eligibility list, or other means.
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Safeguard all blank ballots. At the end of the election be able to account
for all ballots prepared for the election.

Provide voters a place to mark their ballots in complete privacy, preferably
voting booths. Ensure that voters do, in fact, cast secret ballots.

Provide a ballot box in which members place voted ballots and safeguard
it throughout the election.

Maintain order at the polls at all times and direct voters into and out of the
polls in an organized manner.

Forbid all campaigning at the polls. Do not permit oral campaigning,
distribution of campaign literature, or signs in the polling area. Check the
polling area and voting booths periodically to ensure that members have
not left campaign material lying around.

Prohibit loitering in the polling place. Direct members to leave the polling
area as soon as they cast their ballots.

Permit each candidate to have at least one observer at the polls and at the
counting of the ballots.

Preserve ballots and all other election records for at least one year.



ELECTION PLANNER AND CHECKLIST

This Planner and Checklist is designed to help the local officers plan for an election and
schedule significant activities associated with conducting officer elections. The time projections
noted meet the UTU Constitution requirements of Article 57.

It is important to consider holidays and weekends when setting your election schedule.

DATE

ACTIVITY

Update members' addresses — (8 weeks prior to election).

Nomination notice — (Post at least 10 days prior to nomination

meeting). Notice should advise that nominations filed by
petition must be delivered to the Local Secretary prior to the
nomination meeting, or presented at the nomination meeting
when nominations are taken. Also, the nomination notice
should advise that prospective candidates will be allowed,
once prior to the election, to inspect a list of names and
addresses of the membership.

Arrangements for post office box

Nomination meeting — Appointment of tellers.

Contact candidates — (As soon as possible after close of

nominations). Accept withdrawals, and advise the candidates
of their right to inspect membership list.

Printing of ballots

Preparing and mailing ballots — (Mail at least 15 days prior

to election date). Advise candidates of the time and date this
will occur in order that they or their observer may be present.
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Election date




SPECIAL NOTICE

To Members of UTU Local No. Date
You are hereby notified that a meeting will be held on the day of
20 at o’clock .M., for the purpose of:

(Ll NOMINATION OF OFFICERS (Nominations may be made by petition or from the
floor of the nomination meeting. Petitions must be delivered to the Local Secretary prior
to the nomination meeting or presented at the meeting.)

< ELECTION OF OFFICERS




