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Appendix I: The Election Process

The process that creates a Primary in September and then a
General Election in November can actually begin as early as
March. This is a brief description of how elections occur.

Sometime between March and June, local, county and state
parties will hold nominating meetings (or conventions) to select
or designate candidates. Designated candidates are then placed
on Designating Petitions (state candidates achieve ballot status
directly through the convention process). In order for a candidate
to achieve ballot status, they must collect a set number of
signatures depending on the office sought. Usually, Designating
Petitions are passed in the first week of June and are filed at the
Board of Elections in the second week of July. For any office, if
more candidates are designated than the number of positions
available (e.g. four council seats available, but five candidates
are designated) a Primary must be held.

Just after Designating Petitions are filed, Independent Petitions
may be passed. These are petitions that name some other party
and, like Designating Petitions, require a set number of
signatures for a candidate to achieve ballot status, depending on
the office. Independent Petitions are filed in early August.
Candidates that qualify from filing an Independent Petition will
appear on the General Election ballot.

Primary Elections are elections within parties that determine
which candidates will represent their party in the General
Election.

Only voters registered within a party experiencing a Primary
may vote in that Primary.

Any registered voter may vote in a General Election.

-Mareh
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Designating
Petitions
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Designating
Petitions
Filed
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Election
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Absentee Ballots are available to any registered voter if they are out of the County, in
County but ill, or have a disability that prevents them from participating in a Primary,

General, Presidential Primary or Special Election day.
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Appendix Il: Inspector Pay

All inspectors are employed by the Monroe County Board of Elections.

Hours of Work
* General Election (6:00am-9:00pm): 16 hours (5:30am-9:30pm)
* Primary Election (Noon-9:00pm): 10 hours (11:30am-9:30pm)

Partial Hours

The Board of Elections does not endorse inspectors working partial days. Please call your
coordinator, or inform them when you are scheduled, if you are unable to work the entire
day. Your pay will only be for the actual hours worked.

How are inspectors paid?

Inspectors are paid for their election day service by the county in which they serve, in an
amount fixed by the county legislative body. In Monroe County, the County Legislature has
set inspector pay at $10.00 per hour. Inspectors are paid for attending required training
schools only if they work either the Primary or General Elections. The Board of
Elections does NOT directly pay inspectors. The Board can confirm if any inspector
worked, but questions about pay should be directed to the City or Town Clerks. Checks
generally are sent within 4-6 weeks after the election. The phone numbers for the Clerks
are:

Rochester 428-7421 Ogden 352-2140
Brighton 784-5250 Parma 392-9461
Chili 889-3550 Penfield 340-8600
Clarkson 637-1130 Perinton 223-0770
ER 586-3553 Pittsford 248-6200
Gates 247-6100 Riga 293-3880
Greece 225-2000 Rush 533-1312
Hamlin 964-2421 Sweden 637-2144
Henrietta 359-7040 Webster 872-7060
Irondequoit  467-8840 Wheatland 889-1553
Mendon 624-6060

Vouchers

Town Pay Vouchers — Each Town has their own voucher format and their own method of
distributing and collecting vouchers. In many towns, inspectors are asked to return their
vouchers in the orange dot bag at closing time. If inspectors have questions about receiving
or returning vouchers, they should speak to their coordinators.

City Vouchers — It is critical that City Inspectors COMPLETELY fill out the City Pay
Voucher. Any areas on the form left blank will result in your pay being delayed. You will
find your vouchers in the bag that is brought in the morning. Please fill them out in the
morning. The vouchers should be returned in one of the bags placed in the machine at
closing.
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GLOSSARY OF TERMS

Absentee Ballot — A paper ballot issued by the Board of
Elections, prior to Election Day, for voters who will be
out of the County or in County but ill.

Active Inspector — An inspector working in an election
district for a given election.

AD (Assembly District) — An area encompassing a
number of election districts in which an Assembly
member is elected.

Affidavit Ballot — A paper ballot issued to a voter who
is otherwise not in a poll book but who lives in the ED.
After voters have voted the ballot, it is place inan
affadavit envelope, sealed, signed, and then placed in the
Affadavit/Emergency Return Envelope.

Arm — The bendable metal connection between the body
of the BMD and the monitor.

ATI - Audile Tactile Interface. Used by a voter at the
ATI to interact with the BMD in the creation of a marked
ballot.

ATM — Automatic VVoting Machine. The “official” name
of the lever machine.

B Machines — A second machine assigned to an election
district due to an excess in the number of voters in that
election district.

Ballot Marking Device — A device that creates a
marked paper ballot that is the result of voter interaction
with visual or audio prompts.

Call-In District - An ED selected by the Board of
Elections to call-in turnout figures (public counter
number) at specific times throughout the day.

Certificate of Service — A green sheet of paper that all
inspectors must sign to be credited for working on an
election day; contains the Oath of Office and must be
certified by the Chairperson.

Chair (person) — The head inspector elected by the team
of 4 inspectors on an election day; the chief political
position of a County Committee; an officer of a local
Committee responsible, at minimum, for specific
Committee functions and conduct of meetings.

Challenge Report — A blue sheet of paper where name
changes, challenges, court orders, affadavit ballots, and
instances of assisting voters are recorded.

Closing Slip - The paper receipt produced from the
BMD After the Polls Close.

Consolidated Districts — Occurs when the voters in two
or more Election Districts are combined into one poll
book and machine.

Contrast Button — Located on the ballot printer unit, a
toggle button that produces a black background with
white letters.

District — A generic term that can refer to an ED, LD,
AD, State Senate District, or any other jurisdictional area.

District Maps — A street map, usually of an LD or
Town, displaying an ED overlay. Used to locate polling
sites and direct voters.

ED (Election District) — The smallest political unit
usually comprising neighborhoods and indicted by a
number (e.g. ED 24). Voters must vote in their ED.
Inspectors serve in an ED. Committee members are
elected from an ED.

Emergency Ballot — A paper ballot issued only when a
machine breaks-down and only with permission from the
Commissioners. After a voter has voted the ballot, it is
placed in a green and white envelope, sealed, signed, and
put in the Affidavit/Emergency Return Envelope.

Emergency Release Lever — A small metal lever
located under the party fist cards that is used to release
the red handle without casting any votes.

Entrance Button — The button on the right hand side of
the machine pushed before a voter enters the machine.

Fist Card — The dark hand with index finger pointing
that displays the name of a party in the front of the
machine.

Flip Chart — A resource included in election day
supplies that lists a variety of solutions to challenges that
inspectors may face throughout the day.

General Election — An annual election open to any
registered voter.

Hispanic District — An ED determined though census
figures to possess over 5% Spanish-speaking population.

I Voted Stickers — a round adhesive that has “I voted
today” on it. Inspectors should hand these stickers to
voters, not place them directly on clothing.

LD (Legislative District) — An area encompassing a
number of election districts in which a County
Legislative Member is elected.
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GLOSSARY OF TERMS

Leader — The political head of a local (Town, City, or
LD) Committee. Minimum function is to act as liaisons
between their County Committee and their local
Committee.

Lever (or Pointer) — the bar that a voter pushes down to
indicate a vote.

LTED - A Board code for a Legislative District or
Town and an Election District (eg.60002: Riga, ED 2)

Machine Diagram — see sample ballot
Machine Face — The ballot as displayed on the machine.

Monitor — The display screen used by the voter during a
voting session.

Opening Slip — The paper receipt produced from the
BMD Before the Poll Open.

Orange Dot Items — Materials that must be returned to a
Board of Election Supply Return Location in the City or
to the Town Hall and Town Clerk in the Towns on
election night after the polls close.

Paper Roll —aroll of paper wound around a metal spool
located in a small compartment at the back of machine.
Write in votes are recorded on the paper roll. If the paper
is removed at closing, it must be folded and placed in the
paper roll return envelope.

Pay Voucher — A form that inspectors must fill out
completely in order to be paid for their work. It is a
purple color for City Pay Roll.

Poll Book — The ledger containing a voter’s name,
address, and signature in which a voter must sign before
they allowed to vote on the machine. In a Primary, all
eligible voters enrolled in each party having a Primary
will be in separate poll books labeled by party.

Power Supply — Located to the lower right of the ballot
box in the BMD, this supplies the BMD with a 2 hour
battery back-up in case of power failure.

Primary Election — An election within a party for an
office or offices. The winner appears on the General
Election ballot.

Primary Lever — A lever located on the right hand side
of the machine that inspectors must set to the party of the
voter entering the machine. Used only is a Primary
Election.

Primary Slips — Colored slips of paper corresponding to
parties that are given to voters after they sign the poll
book (of the same color) and then are given to an
inspector at the machine who sets the Primary Lever.
Used only in a Primary Election.

Protective Counter — A dial located on the right hand
side of the machine that records the total number voters
who have ever entered the machine and pulled the red
handle.

Public Counter — A dial located on the right hand side
of the machine that records the total number of voters
that have entered the machine and pulled the red handle
for that particular election.

Red Handle — The metal rod that voters pull to the right
to close the curtains and begin voting and then pull to the
left to open the curtains after the votes have been
indicated.

Sample Ballot — A paper diagram of the machine face.

Seal — (1) A metal strip that is placed through the
entrance button of a lever machine or (2) sticker strips
that are placed over critical areas of the BMD.

Sip and Puff — a technology that allows the voter to
interact with the BMD by measured breathing in or out.

Spoiled Ballot — A marked ballot that is rejected by a
voter.

Street Directory - Listings with all house numbers and
streets within a site.

Street Guide — Listings with house numbers and streets
within an ED.

Substitute Inspector — A trained inspector interested in
working in an election district on election day, but not
assigned to an election district.

Voting Booth — A piece of upright cardboard used to
give voters privacy when they vote on a paper ballot.

Zoom Button — Located on the ballot printer unit, a
button that when pushed produces three magnification
levels.
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FREQUENTLY ASKED QUESTIONS

ELECTION PROCEDURES

Where are the BMD keys in morning
and where do we return them at night?
The BMD keys will be in a key envelope in
the morning in the lowest number (lead)
district in the polling site. They should be
returned to that same district at closing in
the orange dotted key return envelope.

Why are there two keys on the BMD key
ring?

The ballot box door key is a metal key
that when inserted in the front lock of the
BMD allows the handle to be turned and
the door  opened; the  yellow
administrative key is used to boot up
election files and to initiate each audio
session.

How should assistance given on the
BMD be recorded?

Inspectors should record any assistance
given to the voter on the BMD that might
be construed to affect that voters vote. For
instance, helping to fill out an affidavit
ballot envelope would need recorded on
Section |11 of the Challenge Report.

Where are Cast Ballot totals recorded?
The total number of cast ballots should be
recorded on the Cast Ballot Envelope, the
BMD Accountability Sheet and the Control
Sheet.

What is a spoiled ballot?

A spoiled ballot is any printed ballot
rejected by the voter. A spoiled ballot
should be placed in the Spoiled Ballot
Envelope.

What is the procedure for B Machines?
Sometimes, if a large number of voters are
anticipated to vote in a district, that district
will receive two machines. They are
termed “A” and “B” machines. Open and
check both machines when you arrive at
the polling site. VVoters may vote on either
the A machine or the B machine. In the
poll book you must indicate which
machine the voter used. You will have one
poll book. Example: the first voter on the
A machine is 1A. The second voter on the
B machine is 2B. It is important that you
keep accurate records on which machine
the voter used. At the close of the polls you
will need to canvas both the A machine
and the B machine. Read the numbers off
the back of the voting machine, and record
them on the canvas sheets. The A machine
total and the B machine total is added
together on the canvas sheet. Follow
normal closing procedures for the
machines, but place all of the non-orange
dotted supplies in the B Machine only.

Why are there two keys on the lever
machine key ring?

The #2 key is for turning the machine on
and off. On many machines, inspectors can
tell the machine is turned on when the red
mark above the lock is lined up with the
red mark on the lock. The #3 key opens the
front and back of the machine. Remember:
the small latch must be horizontal in order
to remove the #3 key from the lock.
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FREQUENTLY ASKED QUESTIONS

Can any
documents?
Any inspector may sign affidavit ballots or
emergency ballots. All inspectors must
sign the Affidavit/Emergency Return
Envelope, the Certificate of Service, the
Key Return Envelope, the Paper Roll
Return Envelope, and the Canvass Report.
The Chairperson MUST sign city pay
vouchers.

inspector sign important

Does an ID need to be current for it to
be accepted?

Yes. The ID should be no more than a few
years old. Identification applies only new
voters who have not submitted ID by mail.
The ID must contain the voter’s name and
address or name and photo.

What happens in a Primary if a voter
says they are one party but does not
appear in that voter book?

In a Primary Election, each party
experiencing a Primary will have their
own, colored-coded, book. If a voter is not
in one book, check the others. If the voter
does not appear in any book, present them
with a affidavit ballot, allow them to vote
by affidavit ballot, and the Board of
Elections will do further research.

How long can a voter take in the voting
booth or on the BMD?

There is no time limit. However, after a
reasonable time, two inspectors, one from
each party, can approach the voting booth,

or the voter at the BMD, and ask the voter
iIf they require assistance. If the voter
answers in the affirmative, the inspectors
should follow the procedures for ordinary
assistance. If the voter answers to the
negative, inspectors should allow the voter
additional time.

INSPECTOR ISSUES

How do | know what table (Election
District) | should be at?

Your coordinator will tell you what district
you are assigned to. Inspectors must sit at
the table they have been assigned by
their coordinator unless they receive
permission to change from the Board of
Elections. Inspectors should always make
sure that they are signing paperwork like
the Certificate of Service, Pay Vouchers
and the Canvass Report, from the district
they are assigned to.

How should we handle reporters or
news-crews that appear at the polling
site?

Always be considerate toward the press.
Call the Board to inform the
Commissioners if the press appears at your
site. Reporters may ask inspectors or voters
questions outside the 100’ distance marker.
They may not accompany voters into the
voting machine or go behind the voting
machine to examine the dials. They may
not disrupt proceedings.

70 of 77



FREQUENTLY ASKED QUESTIONS

When we call the Board on Election
Day, who will we be speaking to?

The phone numbers on the flip chart go to
the Election Inspector Coordinators, the
Deputy Commissioners and the
Commissioners. Inspectors must follow
their instructions.

What should we do if our Spanish
Interpreter does not show up?

Please call the Board of Elections, 753-
1550, AFTER you open, and inform us that
your Spanish interpreter has not arrived.
We will make every effort to find you a
substitute.

How do inspectors identify a Spanish
Interpreter? A Board employee?

The supplies in each designated Hispanic
District will contain an envelope for
Spanish Interpreters, including a nametag.
This is the best way to identify if your ED
should have an interpreter. As you open,
interpreters should introduce themselves
and then be allowed to join the team of
inspectors at the table. Board employees
should have a Monroe County ID
displayed.

How can we improve the lighting, heat
or set-up of our Polling site?

The best way is to find the custodian or
janitor at your polling site. Because of the
number of Polling sites, it is difficult for
the Board of Elections to make immediate
changes on Election Day. Town inspectors
may also want to speak with their Town
Clerks since it is the Clerks that reserve the
polling sites and have contact numbers.

What can we do if our handicap crank is
accidentally locked in the back of the
machine?

Call the Board of Elections (753-1501) to
see if we can provide you with another
crank. If not, ask to use the crank of
another handicap accessible machine at
your polling site.

Can the Board of Elections provide
transportation for inspectors to and
from the polling site?

No. In fact, coordinators are NOT
permitted to drive inspectors to and from
the polling site, either. Inspectors must
provide their own transportation.

How do inspectors vote if they are
scheduled in a different polling site from
where they vote?

Inspectors must be permitted time to go
and vote if they are scheduled in a different
polling site than they vote in. The inspector
must inform the chairperson about how
long they will be. The time to vote in
addition to the time allotted for meals, but
may be combined. Inspectors may also
vote by absentee ballot in person at the
Board of Elections (39 W Main Street)
beginning two weeks before the election.

What should inspectors do with lists and
other materials they create during the
day?

The Board of Elections asks that inspectors
place any written material they create (such
as a supplemental listing) in the machine at
closing.
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Review Questions for Inspector Exam
NOTE: these are only SAMPLE Questions. Other subjects may be asked on the Exam

Part |: Before you Start

A. List three minimum qualifications to be an inspector.
B. List five responsibilities of an Election Inspector.

C. List three jobs inspectors will be doing though the
D

day.
. How many inspectors of each party are required to
open a district?

How many inspectors of each party are required to
open a BMD?

List three roles of the Chairperson.

What is the purpose of the entrance button on the
voting machine?

What does the public counter record?

What does the number 3 key do?

What does the number 2 key do?

What is recorded on the BMD Control Sheet?

What is recorded on the BMD Accountability
Sheet?

. Where is the Opening Tape stored?
. What does the administrative key do?

Part 11: Opening the Polls

A. When do the polls open on General Election Day
and Primary Day?

When must Inspectors arrive at the polls on Election
Day and Primary Day?

When may the supply bag be opened?

What should inspectors do first after they arrive at
the polls?

Describe what must be done between opening the
back of the machine and closing it?

Describe what must be done between removing the
canvass cover and printing an opening tape?

What is the purpose of the Distance Marker?
Where should the VVote Here Signs be placed?
What is the purpose of the arrow signs?

What signs should be placed on the wall near the
machine?

K. What must be certified on the Accountability Sheet
at Opening?

L. List four supplies that should be readily available on
the inspector table.

Part 111: Check-In Procedures

A. List the sequence of Checking-In a voter.

B. Name three documents that can be used if the
voter’s record shows “ID Required.”

C. List the additional check-in steps necessary in a
Primary Election.
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D. Listthree reasons an affidavit ballot might be used.
E. What is the Notice to VVoters?

F. List three options available to inspectors if the
voter’s address is not in the district.

What is the purpose of the street guide?

What responsibilities do the inspectors have to
process an affidavit ballot?

I. When is an Emergency Ballot used and what
responsibilities do the inspectors have to process an
emergency ballot?

J. Why would a voter use a Court Order and what
must the inspectors allow the voter to do if the voter
produces a valid Court Order?

K. What is the purpose of a write in vote and how is it
done?

L. How is a write-in vote done on the BMD?
M. What are purposes of the BMD slip?
N. What is the purpose of the Challenge Report?

Part IV: Assisted VVoter
A. List three instances when a voter may be assisted.

B. Should inspectors accompany the Spanish
interpreter into the booth?

C. Describe any oaths that may be necessary to
administer if a voter requires assistance.

D. List four ways to sensitively interact with a voter
with disabilities.

Part V: People at the Polls
A. List aresponsibility of a Spanish Interpreter.

B. Why might a poll watcher be at an election district
and what must they present to the inspectors?

C. List two functions a poll watcher may do and two
actions they may not do.

Part VI: At the Polls

A. When during the day should ALL inspectors be at
the polls?

B. Give three examples of what may not be brought to
the polling site.

Part V11: Closing the Polls

When exactly do the polls close?

Describe how the machine is canvassed.

When should the paper roll be cut?

Where is the seal to the poll book?

What supplies go into the orange dotted bag and

where must inspectors return the orange dotted bag?

Other

A. Why does a Primary occur?

B. What entity sets inspector pay?

o

moowp
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Absentee Ballot VVoters
Administrative Key
Affidavit Ballots
Affidavit Envelope — Inspectors
Affidavit Envelope — Voters
Instructions to use
When not to give to voter
When to give to voter
Accountability Sheet
AffidavitEmergency Returmn Envelope
Assisted Voters
Audio-Tactile Interface

BMD Slip
Blank Paper
Buttons (green and yellow)

Candidates
What they may do
What they may not do
Canvass Report
Closing the Polls
Opening the Polls
Canvassing the Lever Machine
Chairperson
Challenge Report
Challenges to Voter
Closing Tape
Closing the Polls
Control Sheet
Court Order

Disabled Voters
Distance Marker

Earphones

Election Day
Inspector Arrival Time
Polls Open

Election Inspectors
Assignment
Qualifications
Responsibilities
Scheduling

Electioneering

INDEX
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35
37
37
34-37
34
35
14,60
35,38
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40
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4
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Emergency Ballots
Permission Needed
Emergency Envelope — Inspectors
Emergency Envelope — Voters
Procedure for Poll Ledger
Return Envelope

Emergency Procedures

Entrance Button

Envelopes
Affidavit/Emergency Return
Cast Ballot
Opening Closing Slips
Spoiled Ballot
Used BMD Slips

Etiquette

Flag
Flip Chart

Handicap Crank

ID Required

Inspectors
Assignment
Appointment
Responsibilities

Keys

Latch A
Lights

Machine Breakdown Procedures
Moves within the same ED
Monitor

Name Changes
Name of Voter already signed
Notice to VVoters

Opening Tape

Paper Roll
Canvassing
Dateline
How to Cut

39
39
39
39
39
40
55
62

35
26
12
26
22,23
54

7810125762

57
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39-40
34
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34
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Opening the Polls
Procedure
Pay
Poll Book
Processing Voter
Poll Watchers
Watcher’s Certificate
What they may do
What they may not do
Polling Site
Access to Table
Disruptions
Primary Day
Inspector Arrival Time
Power Supply
Primary
Canvass Books
Party ID Slips
Primary Lever
Emergency Release Lever
Privacy Screen
Protective Counter

Re-Packing

Challenge Report
Poll Book
Return Envelope

Sample Voting Machine

Seals
Signature Comparison
Challenging the Voter
Signs
Posting
Sip and Puff
Spanish Interpreters
Street Guide
Styrofoam Cover

Supply Bag
Tally Sheet

Vote Totaling
Voters in line when polls close

Voters with “Absentee Ballot” mark
Voters with “ID Required” mark

Voting Machine
Cord
Dial Check

Locking the back

Locking the front
Voting Machine Tag

Check to verify supplies

Write-In votes

INDEX

6
7-15

66

17,19,34

17

53

53

53

53

53
53
21-22
7
11,60
7,21
21
21,22
21,62
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Index of Photos and Illustrations

Accountability Sheet
Affidavit Ballot (Sample)
Affidavit Ballot Envelope

Affidavit/Emergency Return Envelope

Audio-Tactile Interface (ATI)
Audio Session Select Screen
Ballot Marking Device (BMD)
Ballot Box Door

Ballot Box Key Return Envelope

Blank Ballot

BMD Slip

Canvass Sheet

Cast Ballot Envelope
Challenge Report
Commissioners
Control Sheet
Earphones
Emergency Ballot Envelope
Entrance Button
Green Button
Handicap Crank
BMD Keys

Lever Machine Keys
Language Screen
Lever Machine
Lights

Machine Dials
Notice to Voters
Opening Tape
Opening Slip Envelope
Paper Roll

Poll Book

Poll Watchers Certificates
Power Cord

Power Supply
Primary Materials
Printed Ballot
Privacy Screen
Paper Return Button
Sample Voting Machine
Seals

Signs

Sip & Puff

Street Guide
Styrofoam Covers
Supply Bag

Used Slip Envelope
Voting Machine
Wheels

Write-In Screen
Yellow Button
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Checklists — Ballot Marking Device
SIGNATURE CHECKLIST

Opening Slip

Section 1V Challenge Report
Pay Voucher

Certificate of Service

Key Return Envelope
Closing Slip

Accountability Sheet

Control Sheet
Envelopes

Status Light Conditions

Solid Red

Unit is starting up or is not
operational.

Flashing Green

Unit is ready for use by the next
voter.

OPENING CHECKLIST

Get keys from the lever
machine inspectors

Remove the canvass cover from
machine. Remove Styrofoam
protective covers.

Plug BMD power
cord/extension cord into outlet

Open Ballot Box with Ballot
Box Door Key

Remove supply box.
Remove Supply bag
Turn on power supply
Complete Control Sheet
Attach ATI/headphones

Position monitor

When machine beeps, validate
election files with Admin key
WAIT UNTIL LIGHT
TURNS GREEN

Use Admin key to OPEN
POLLS

Print Opening Tape (short
report); the two inspectors must
confirm and sign; place is
Opening/Closing Slip Envelope

Complete Accountability Sheet

Machine is now ready for first
voter (to initiate Audio Session)

Attach Privacy ltems

Alternating Voter is navigating/marking their

Green and ballot.

Amber

Flashing Amber | Voter’s ballot is being printed.

Solid Amber Voter has inserted their ballot and
IS reviewing it.

Alternating Unit has an error and is not

Amber and Red

functioning.

Alternating Red,
Amber and
Green

Voter has pressed the Help button
and is receiving Help instructions
on the unit.

Note: The Inspectors will have to
monitor this during an Audio session.

CLOSING CHECKLIST

ONLY close BMD when last voter is though
the lever machine lines

Use Admin key to Close Polls

Print Closing Tape; the two inspectors must

confirm and sign; place tape in envelope

Press Power Down to shut off the BMD

Computer; shut down the tabulator

Complete the “After the Polls Closed”
section of BMD Control Sheet

Disconnect Power Cord/secure on the back
of the BMD

Place Marked Ballots in the “Cast Ballot”

Envelope

Disconnect ATI and place all supplies back

in the ballot box

Complete the “After the Polls Closed”
section of BMD Ballot Accountability Sheet

Replace Styrofoam protective covers.
Replace the canvass cover from machine.

Replace protective canvass cover.
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Checklists — Lever Machine

SIGNATURE CHECKLIST
Affidavit Ballot Envelopes

Emergency Ballot Envelope

Affadavit/Emergency Return
Envelope

Challenge Report

Pay Vouchers/Payroll Sheets
Certificate of Service

Key Return Envelope

Paper Roll Return Envelope

Canvass Report — Opening &
Closing the Polls Sections

CHECKLIST:
VOTER NOT INPOLL BOOK

Stay calm & calm the voter

Re-check street guide to see if the
voter is at the correct district

Re-Check poll ledger for spelling
of name and any possible
confusion between first name and
last name

If voter is not in your district,
check if they are in another district
in your polling site

If not in your district, check district
map for the correct polling site
Call Board for assistance

OPENING CHECKLIST

Make sure the district on
supply bag is the same as that
of machine

Snap curtains inside of the
machine

Plug cord in for light
Display sample voting
machine

Make sure sample ballot is
same as machine face
Verify dials are at zero
Verify dateline on paper roll

Remove Crank

Sign Opening Polls section of
Canvass Sheet

Post Signs & put flag out
Post District Map, Sample
Ballot, and Voters Bill of
Rights

Break Seal

Turn on Machine with #2 Key

CLOSING CHECKLIST

Turn off the machine with #2 Key

Read vote totals from dials at the
back of the machine.

Record vote totals on the Canvass
Sheet and Tally Sheet

Cut the paper roll if date line is not
visible and place in paper roll
return envelope

Tally write-in votes

Replace the handicap crank
Sign Closing Polls section of the
Canvass Sheet

Seal the poll ledger

Take down signs; bring flag inside

Re-Pack; separate Orange Dot
items from other supplies
Place machine keys in orange
dotted return key envelope

Secure seal in entrance button

Return ORANGE DOT items to
designated location
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