
Part III: Check-In Procedures 

VOTER DOES NOT LIVE IN THE DISTRICT 
Sometimes, a voter may attempt to check in, but the inspectors can 
not find their house number and street in the Street Guide. If that is 
the case: 

 Ask the voter if they have their Board of Elections “verification” 
letter (they should have received the letter in August) with their 
current address. The letter will show what district the voter should 
report to.  

 Check to see if the voter is in another district at your polling site. 
Some polling sites have more than one district report to them. 

 Check the district map included with your supplies that should be 
hanging on the wall. Find the street the voter lives on, identify the 
Election District, and match the election district to the polling site in 
the printed listing stapled to the district map. 

 If you are still unsure, don’t guess. Call the Board of Elections: 753-1550 

VOTER MOVES WITHIN SAME 
ELECTION DISTRICT 

If a voter tells you he or she has moved to a new 
address within the election district:  
1. Check the street guide to verify the address is 

within the district.   
2. Have the voter sign the poll book at the old 

address and vote on the voting machine. 
3. Add the voters name and new address to the last 

(orange) page of your poll book.   

VOTER LIVES IN THE DISTRICT BUT IS 
NOT LISTED IN THE POLL BOOK 

NNOOTTIICCEE  TTOO  VVOOTTEERRSS  
If a person’s current address is in your district, but his or 
her poll record is not in the book, he or she may vote by 
Affidavit Ballot or Court Order. Give the person 
“Notice to Voters” form which explains each option. 
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AFFIDAVIT BALLOTS 
Affidavit ballots should be used when: 
1. A voter’s name is not in the poll book and the voter claims to be a registered voter in 

the election district. 
2. A person is already registered in Monroe County in another district but has recently 

moved into a different district. 
3. A voter claims to be enrolled in a political party other than the party indicated on the 

poll record (only applies in a Primary Election). 
4. A Voter is unable to provide identification when such identification is required (ID 

REQUIRED in the poll book) and asked for. 

AFFIDAVIT BALLOT PROCEDURE 
1. If a voter resides in the election district, the 

voter may vote on an Affidavit Ballot. 
2. Provide the voter with a paper ballot.  

Instructions are on the ballot.  
3. Instruct the voter to privately vote on the ballot, 

and seal it in the affidavit envelope. 
4. The voter must date, sign and completely fill 

out the affidavit envelope and the attached 
registration form (a picture of the envelope 
appears on the next page).  

5. An inspector must date, sign, completely fill 
out the affidavit envelope, and seal the 
envelope properly. 

6. Enter the voter’s name and address in Section 
IV of the Challenge Report. 

7. The inspector places the SEALED ballot 
envelope in the large “Affidavit Return” 
envelope for return to the Board of Elections.  

8. Place the voter’s name on the front of the large 
“Affidavit Return” envelope. 

9. All voted affidavit envelopes are returned 
unopened to the Board of Elections where they 
will be counted electronically. 

 Affidavit/Emergency Return 
Envelope

Front of 
affidavit 
ballot 
envelope 

Affidavit Ballot

Privacy Screen 
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Affidavit Envelope 
 
 
 
 
 
 
 
 

IMPORTANT 
By law, all ballot envelopes must be signed by the voter and an inspector 

or they will not be counted. 

This side resembles a Registration Form. Make sure the voter fills it out completely and signs it. 

Voter must 
supply their 
New York 
State Driver’s 
License 
Number or the 
last four digits 
of their social 
security 
number 

Voter must 
sign the form 

Make sure the voter fills this side out completely and signs it. Make sure an inspector signs it. 

Voter should 
check one of 
these boxes and 
supply 
information as 
needed 

Voter MUST 
sign here 

One of the 
inspectors 
MUST sign 
here 

Fill this area 
out completely 


