Vote by Mail Instructions
UNION ELECTIONS UGT cat

STEP 1 Comunication to the Election Committee. ADMINISTRATIVE MAIL

The worker or authorized person* shall communicate to the Election Committee their

WRITTEN REQUEST TO THE intention t te b i it d th h th t offi Th hall t thei
ATTENTION OF THE ELECTION intention to vote by mai .|n. writing an rough the post office. They s .a presen e!r
COMMITTEE SENT BY ID card (photocopy + original) and an open envelope at the Post Office so that their
ADMINISTRATIVE MAIL, STAMPED request can be dated and stamped by an official before being sent. The application

N erelrEe e s RN AT T must be sent from the day the polling station is constituted up to a maximum of 5
slEseiisnissn v el = SiEeaflelf days before the day of the election.

Receipt of vote by mail applications

STEP 2 Whenever the Election Committee receives a request for a vote by mail ballot, it shall
verify that it has been duly made by the worker, by administrative mail, and that it is
RECEIPT OF APPLICATION BY THE dated up to 5 days prior to the day of the election. If this is the case, it shall verify that

ELECTION COMMITTEE the applicant is included in the electoral roll, shall proceed to record the request in
said roll and shall keep the request in safekeeping until the end of the electoral
process.

b

VERIFICATION OF DISPATCH AND
DATE AND INCLUSION IN THE
ELECTORAL ROLL

Mailing of ballots and voting envelopes to the applicants

STEP 3 Once the candidacies have been definitively proclaimed, the Election Committee shall

eI T B TG SLLEr e request that the company prepare the ballots and envelopes (identical to those on the

AND ENVELOPES BV THE COMPANY B ASRUCIC EENE))

MAILING BY THE ELECTION As a matter of urgency, the Election Committee shall send the voting envelope and the
colinres e il e e ballots of all the candidacies to each applicant marked on the electoral roll.

VOTING. Sending by URGENT CERTIFIED MAIL

Upon receipt of the ballots and the envelope, the applicant shall prepare the vote by mail
ballot in the following manner:

STEP 4 1. Place the chosen ballot in the small ballot envelope

2. Close the envelope

3. Insert the small sealed envelope in a large envelope

4. They will also include a photocopy of their ID (DNI/NIE) card in the large envelope

5. Close the large envelope

6. Send this envelope by URGENT CERTIFIED MAIL to the attention of the Election Committee

VOTING PROCESS

AND SENDING BY URGENT CERTIFIED
O - MAIL TO THE ATTENTION OF THE
ELECTION COMMITTEE

Receipt of votes by the Election Committee and inclusion in the ballot box

The Election Committee shall keep all the vote by mail envelopes received CLOSED until

the end of the voting process. After the end of the in-person voting hours, the votes

STEP 5 received shall be checked one by one. It shall be verified that the person made the
RECEPTION OF VOTES request properly and that it was made 5 days prior to the election day. The large
envelope with the photocopy of the DNI/NIE shall be opened, and it shall be verified that

CUSTODY the person was included in the electoral roll and that they have not voted in person (if so,
INCLUSION IN BALLOT BOX the in-person vote shall prevail over the vote by mail received, which shall be destroyed

without being opened). If they have not voted in person, their name shall be marked in the

VOTE RECOUNT electoral roll as a voter and the small envelope shall be placed in the ballot box.

Always keep a receipt for the certificates

* AUTHORIZED PERSON. The voter may authorize another person to submit, on their behalf, the request for a vote by mail ballot by means of a written authorization to that effect
and signed by them.

At the Post Office, the authorized person must prove their identity by presenting their original identification document (DNI/NIE). They must present the voter's authorization, the
postal vote application and, if requested by the official, also the photocopy of the voter's identification document so that they can verify that the signature of this document (of the
photocopy) coincides with that of the application and of the authorization. In the two envelopes sent (the one for the application and the other for the ballot), the sender must
always be the voter and never the authorized person.



