Monroe County Board of Elections

Site Chair Essent,

September 9, 2010

PETER M. QUINN
COMMISSIONER

THOMAS F. FERRARESE

COMMISSIONER

You're
2\ Right
To Vote,

DOUGLAS E. FRENCH
DEPUTY

COLLEEN ANDERSON
DEPUTY

For Inspector Information

Election Day

Contact Numbers

BEFORE POLLS
OPEN

193-152
153-1512

Machine
Problems

AFTER POLLS
OPEN

Machine
Problems

153-1522
193-1512

Peter Elder (753-1523)
Republican County Coordinator
pelder@monroecounty.gov

If no answer, call John Fernandes at 753-1534

Linda Cummings (753-1555)
City Democratic Election Inspector Coordinator
LCummings@monroecounty.gov

Abigail Rowe (753-1539)
Towns Democratic Election Inspector Coordinator
ARowe@monroecountv.aov

Monroe County Board of Elections
39 West Main Street,

Rochester, NY 14614
WWW.monroecounty.gov

Missing

o 13313
Inspectors

From Same 753.1539
Party

(call by 5:45am for General
Election or 11:45am for Primary
Election)

Supplies not
needed
immediately

1831301

Missing
One
Inspector
from Either
Party

1331303
153-1339

Missing
Critical
Supplies
Needed to

Get Your Polling Site
Open and Operating

183-1553

Voter
Questions

I3

Call-In
District
(selected
ED)

1531343
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ﬁ Monroe Cowunty Board of Elections

&= Sjte Chair Essentials

General Election Primary Election
6:00am 12:00pm (Noon)

Inspectors must report at Inspectors must report at
5:30am 11:30am

NOTES
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Opening the Image Cast Voting Machine

Essential | 1. Plug the cord into an outlet 6. Press “Open Poll” on the

Steps to Administrative Menu

Set-up ADMINISTRATIVE MENU

the IC-1 o | ()
REPORTS J lT’RO\-’Jﬂ%T]lONAL '

DIAGNOSTICS
RE-ZERO
. PONER DOWN ]' CANCEL |

7. Print out one ZERO opening
tape

3. Set up the hood

8. When “System Ready” is
displayed on the Administrative
Menu, the machine is ready.

4. Wait about 10 seconds for
the beeping sound

5. Touch the Administrative
Key to the Security Key Pad

System Ready
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Opening the Image Cast Voting Machine

Essential
Steps to
set-up
the IC-2

1. Remove Nylon cover

2. Plug the cord into an outlet

3. Remove Styrofoam covers

4. Remove Opening Ballot Box
Door Seal and Open the Ballot
Box Door

6. Wait for about 20 seconds for a
beeping sound

7. Touch the Administrative Key to the
Security Key Pad.

8. DO NOT touch the Administrative
Menu until the indicator light above
the ballot box door turns green.
While waiting: -

a. Pluginthe ATI

b. Position the
Monitor

c. Attach Privacy
Devices

9. When the indicator
light above the ballot
box door turns green,
press “Open Poll” on
the Administrative
Menu

10. Print out one ZERO
opening tape

11.When “System
Ready” in displayed
on the Administrative
Menu, the machine is
ready.
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Opening the Image Cast Voting Machine

Opening
Seals

Remove and record the following DO _NOT REMOVE the following

seals on the IC -1: seals on the IC-1:
a. Sticker Seal #1 (Ballot Box Door a. The plastic memory card
Seal) compartment seal

Remove and record the following

seals on the IC -2: DO NOT Remove the following seals
a. Sticker Seal #1 (Ballot Box Door ©On the 1C-2: _
Seal) a. Sticker Seal #2 (Electrical Seal)

b. Sticker Seal #3 (Printer Seal)

c. The plastic memory card
b. Sticker Seal #4 (ATI connection) compartment seal
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Supply Baqg Opening List (by Baq)

* & & & o o

Ballot Bag (Green) (in machines)
Affidavit Ballot Envelopes

Affidavit Ballot Return Envelope
Affidavit Ballots

Ballot Packs, Unused

Ballot Reconciliation Sheet
Blank Ballot Packs

District SPECIFIC (in machines)

Abandoned Ballot Return Envelope
Challenge Report

Court Order Envelope
Election Inspectors Needed sheet

Election Supplies district label sheet
Notes to Commissioners

Notice to Voters
Oath for Person(s) Assisting Voter

Privacy Folder ' Votipg Instructions
Proposition Booklet
Repacking Sheet Instructions
Signature Cover

Site Street Directory
Small Bag 1

Small Bag 2

Spanish Interpreter Envelope
Spoiled Ballot Envelopes
Spoiled Ballot Return Envelope
Street Guide

Suggested Valid ID sheet

Voter Registration Forms, blank
Voting Instructions

Welcome to District Sign

Site Generic (in one machine)

Arrow Signs

Braille Bill of Rights

Distance Marker

Magnifier

Vote Here Sign

Vote Here Sign — Accessible Door

Voters Bill of Rights

Voters Bill of Rights in Spanish

One or more Green Ballot Bags will be located in the voting machines (one for each election district).
One of more District Specific Bags will be located in the voting machines (one for each election district).
A Generic Site Bag will be located in one of the machines.

One Site Chair will bring a Site Specific Bag (one Site Specific Bag for each polling site).

Each machine will contain a Machine Bag.

Each IC-2 (BMD & Scanner) will contain a BMD Equipment Bag.

Site SPECIFIC (brought by a Site Chair)

Badges and Book Seals Envelope
Call-In District Sheet

Certificate of Service

District Map/Poll Site Listing
Machine Key Envelope

Machine Keys

Pay Vouchers

Poll Book

Polling Site Diagram
Polling Site Survey
Red Security Pack
Sample Ballot

Scissors
Unscanable Emergency Ballot Return Envelopes

Machine SPECIFIC (per machine)

After the Polls Closed Sheet (Certificate #2)
Before the Polls Open Sheet (Certificate #1)
Seal Envelope

Write-In Return Ballot Envelope

BMD Equipment Bag (in IC-2 BMD)

ATI with Cord
Headphone Covers
Headphones

Paddles (Left and Right)
Rubber Gloves

Sip and Puff Device
Straws

Seal Envelopes (IC-1/IC-2) (in Machine Specific Bag)
Plastic Seal

Sticker Seal

Small Bag 1 (in district specific bag)
| Voted Today Stickers

Paper Clips

Pencils

Pens

Tape

Small Bag 2 (in district specific bag)
Ballot Markers

Badges and Bookseals Envelope (in Site Specific Bag)
Book Seals
Inspector Badges
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Signs

Remember to post your signs before the polls open. Use the masking tape in your supplies

to place the signs on walls.

The Distance Marker is used to warn people not to electioneer

DISTANCE MARKER Furpose within 100’ of the entrance of the polling site.
ANY PERSON ELECTIONEERING ¢ The distance marker should be placed outside, 100" from the
BETWEEN HERE AND THE POLLS 15 Procedure entrance of the polling site.
GUILTY OF A MISDEMEANOR ¢ Attach it to a wall, post, fence, tree or whatever object is
o about 100’ away.
== A distance marker should be placed 100” from EACH entrance
Notes . .
— of the polling site.
POLLING PLACE | To show the entrances voters use to enter the polling site. There
%m Purpose are two VOTE HERE signs.
vuTE HERE ¢ The black-and-white sign should be posted on the door or
Procedure doors voters use to enter the polling site.
OLLING PLACE — 4 The blue and white sign with a wheelchair must be placed on
POLL (E\ the handicapped accessible door.
v Entrances should not be locked; the handicap entrance must
Notes . . .
0TE HERE E— remain unlocked during voting hours.
— The arrow signs are used to direct voters to a room or
m =22 ocation inside a polling site.
Procedure  Post on inside walls in visible locations.
r B P ~ e PUrD0Se The Welcome to District Sign helps the voter clearly
wef“c‘:kbnnE wefﬁ%ms Hhose identify the table they should report to.
| rownor CITY LEGISLATIVE The Welcome to District Sign must be posted on the wall
OGDEN DISTRICT Procedure .
g 24-20 — nearthe inspector table.
BEETIoN DeTRICY EecrioN DisTRiCT Notes Make sure this sign is visible to the voters.
T T— The district map is used to determine what polling site a
| 1Y P
W\E =SS yoter votes at.
&5 The district map should be hung on the wall in a visible
) Procedure . ;
.~ location near the check-in tables.
g o= A polling site listing will be stapled to the map. Use the
.~ Notes map to find a voter’s correct ED and then match the ED
with the polling site and address.
S The sample ballot is used by voters to determine what
SAMPLE BALLOT | =22 capgidates are on the ballot.
——a ¢ The sample ballot should be posted on the wall near
Procedure the district table.
— & Make sure the sample ballot is the same as the pre-
— printed ballot
e i Notes Voters can use the sample ballot to confirm the candidates

on the ballot.
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Setting up/Maintaining the Polling Site

1) Inspectors must set up the polling site according to the polling site diagram
provided by the Board of Elections.
2) Ensure that any voting instructions are displayed.

3) At least two inspectors should be assigned to monitor the Privacy Booths or
stanchions and the Image Cast Voting Machines at all times.

4) Inspectors may inform voters about the voting
instructions inside the privacy booths.

5) Inspectors should ensure there are marking pens in each
privacy booth.

Marking
Pen

SAMPLE Diagram of Voter Process for the Image Cast Votmg Machine

F@& ql | - CC @

Table w/ Privacy
4 Person
Stand up
anacy

QQQJ

Scanner ||

A 1

R i [} ‘ (]

(1) Voter Checks in at their district table and receives a pre-printed ballot.

i
uj-ubisg 1ajop

7
]

(2) Voter proceeds to Privacy Booth to mark their ballot.

(3> Voter goes to electronic machine and deposits the ballot into the scanner.
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Site Chair Duties
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SITE CHAIR DUTIES
Appointment

Site Chairs are appointed prior to an election day by the
coordinators subject to confirmation by the Commissioners.
A Site Chair is appointed by each Coordinator for each
polling site in each Coordinator area.

Purpose To oversee the inspectors in an election district during the
day.
Qualifications

A Site Chair must be a qualified election inspector.
Responsibilities

1. Make sure that one Democratic and one Republican
Inspector are present at all times for each district in the
polling site.

2. Ensure that the polling site is set-up in accordance with
the Board of Elections Polling Site Diagram.

3. Schedule inspector meal breaks and time for voting for
each inspector in the polling site.

4. Make sure that all forms are filled out properly. Make
sure that inspectors are signing the appropriate
documents. Ensure that all envelopes are signed.

5. To return of the red security bag to the Town Clerk in
the Towns or a Board of Elections (39 West Main Street)
in the City.

6. To return of all ballots in the blue ballot bag to the
Town Hall Parking Lot in the Towns and the Parking lot
adjacent to the Board of Election (39 West Main Street)
in the City. There, the Blue Ballot Bags will be loaded
into a truck for further transport. Note: the Blue Ballot
Bag should be directly dropped off to the Board of
Elections Service Center (2595 Brighton Henrietta Town
Line Rd) for the Towns of Brighton and Henrietta.

7. Keep the Coordinator and Board of Elections informed
about any concerns.

Page 16 of 51



‘souam e je ojqe)
. h“mhamm—u yoed je 10333dsuy uediqgndayy
pue dBId0WI(] U0 jey) 21NS I BIA

clew] W
e ey Weg

%\

il uﬁ“r'}

A

i e
HiHn

[ \

*\3\\\

|

buluadQ 1e
Sa|gel 10141SIp 0] SJ012adsu| ubissy




D0

Voter Sign-In
Table

0

Koenld /m slgel .8

aae

WDASDY(T Suou3a17 Jo pivog of Sutpdoaan dn 135 §1 3y Suljog ains Yoy

weibeiq 93is builjjod

5 1

yjoog
Aoenld

dn puejg

uosiad ¥

aoe(dall

[ 4ouueog

[ ans

|

Page 18 of 51



Privacy Area
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Election Etiquette

Election Inspectors are representatives of the Board of Elections. As such they must:

Check and recheck to make sure voters are able to exercise their right to vote.
Remain calm at all times (no yelling).

Be flexible and sympathetic to the needs of voters.

Be polite to voters.

Use all resources at your disposal, including calling the Board of Elections.

Be considerate to your fellow inspectors (no arguing or shouting).

Be respectful of Coordinators from both parties.

Be courteous toward any custodians, teachers, managers, security or other staff in your
polling site.

Be courteous toward poll watchers and candidates. Kindly advise them of election
procedures, if necessary.

Be courteous toward media that appear at your polling site.

Take care of your polling site: keep your table organized and the facilities clean.
Follow the guidance of your Chairperson and Coordinators.

Breaks & Meals

Inspectors take reasonable meal breaks. The Board recommends that breaks and meal time
be taken at slower intervals, mid-morning and mid-afternoon, during the day.

The exact time of breaks should be decided among the inspectors. The Board of Elections
recommends that meal times not exceed a half hour for lunch and a half hour for dinner.

All inspectors should be present from 5-7pm.
Inspectors should return ON TIME, from breaks or meal periods.

No food or drink should be kept on the table where the poll book, street guide and other
official documents are set up.

Conduct

While working, inspectors MAY NOT bring children to the polling site.

While working, inspectors MAY NOT bring pets to the polling site.

While working, inspectors should refrain from long conversations with friends.
Inspectors must dress professionally.

TVs, radios, and laptops should not be brought to the polling site.

Cell phone use should be kept to a minimum when working: try to return calls on break
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THE VOTING PROCESS

Receiving
the Ballot

1) Check to see if the voter’s ¢
address is within the range of
house numbers in the Street
Guide.

a‘&- Monroe County Board of Elections

e Street Guide
Chili-26

2) Locate the voter’s name in the
poll book.

o T topdill
e T fagpl

e |
nmm

-

ANSTE RaiLn

ekl .. | 7)

L L

3)  Check to see if “ID Required” or
“Absentee Ballot” is under
voter’s name.

4y  Cover the voter’s previous
signature with the signature
cover slip; this is an important ®
ANTI-FRAUD PROCEDURE.
Have the voter sign next to it.

5)  Compare the signatures. (9
Remember: a voter’s signature
may change through the years.

Ask the voter: “Do you
require assistance in
marking your ballot?”

a. NO: carefully rip-off the pre-
printed ballot from the stub
and give it to the voter inside
of a privacy sleeve.

souunag oju aneas
Kowapg pesul 10N 00 8

(]

b. Yes: carefully rip-off the
blank ballot from the stub
and give it to the voter. The
voter must then proceed to
the 1C-2 (BMD). Go to
Processing the IC-2 (BMD
& Scanner) Voter.

The Inspector must enter the
voter’s public counter number in
the poll book from the stub; if
BMD, note BMD and public
counter number.

Irl_Sp. Pub. Insp. Pub.
Init. Cntr. Init. Cntr.
Q
\VJ
pde |60 pée | BMD

When signing in a voter, the
inspector must record their
initials in the poll book.
Inspectors  should

present to the voter

the “I  Voted & VOTED
Today” sticker. TODAY!
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Marking
the Ballot

Depositing

the
marked
ballot into
the
Scanner

(IC-1or
1C-2

Primary
Elections

Notes

1) Voters will mark their ballots at a 3) Voters with sight impairment
may use the magnifier to see
the ballot more clearly.

2)

)

@

privacy area or stanchion.

= 93‘2-‘.!;‘»’?‘4 -
= | P
Voters should attempt to fill in the
oval next to their choice as completely
as possible.

o

The scanner will draw the ballot from
the sleeve.

4)

©)

Voters may keep their ballot

in the privacy folder when
they complete marking their

ballot.

On the Operator

e

@ZCcI4 ROPFT

momI

Panel, a

message “Casting Ballot” and

then

“Ballot

Successfully

Cast” will be displayed.

Ba
Successf

ot

@ The ballot will then be cast

into the ballot box.

1. When checking the voter in, ask the voter what party they are registered in.
Go to the Party Poll Book corresponding to the voter’s party. Each

Party Poll Book is colored coded.

If the voter does not require assistance, carefully rip-off the pre-printed
party ballot corresponding to the voter’s party and give it to the voter

inside of a privacy folder. Direct the voter to mark their ballot in a privacy

booth or at a table.
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Ballot Problems

Procedure

Notes

Causes
of a
Spoiled
Ballot

Spoiled Ballot

Always ask the voter to read the message on the
operator panel.

The inspector must not examine a voter’s ballot.

Inspectors must confirm that the voter wishes to spoil
their ballot.

The inspectors must direct the voter to place a large
“X’ across the ballot and write “spoiled”.

The inspectors must present the voter with the small
Spoiled Ballot Envelope and instruct the voter to fold
and place the spoiled ballot inside the envelope.

The inspectors must place the small Spoiled Ballot
Envelopes inside the larger Spoiled Ballot Return
Envelope.

The inspector must note the appropriate number on

the outside of the Spoiled Ballot Return Envelope to
indicate how many ballots are in the envelope.

The inspector must direct the voter to return to the
back of the line at the voter’s appropriate district
table (see “Checking in the Voter”)

The inspector must adjust the poll book public
counter number entry for each ballot issued to a voter
The voter must spoil their ballot, not the inspector.

Inspectors should never examine a voter’s ballot.
The voter is allowed to spoil a ballot three times.

If the voter can not or will not spoil their ballot, it
becomes an Unscannable Emergency Ballot.

Overvote: Voter has voted for a greater number if
candidates than permitted for a certain race.

Ambiguous Marks: The ballot is not marked well,
or the ballot is damaged or torn.

COUNTY OF MONROE

SPOILED BALLOT

PLEASE SEAL

COUNTY OF MONROE

ENCLOSE THE
SEALED SPOILED BALLOT ENVELOPES

IN THIS ENVELOFE

—_ NUMBER OF SEALED SPOILED BALLOT

|
s

PLACE THIS ENVELOPE IN THE BLUE
BALLOT BAG THAT WAS INSIDE THE
MACHINE BEFORE YOU SEAL THE BLUE
BALLOT BAG.

Insp. Pub.

Init. Cntr. 82

pde ﬁ()/

<

COUNTY OF MONROE

ENCLOSE THE
UNSCANNABLE EMERGENCY BALLOTS

IN THIS ENVELOPE

— — NUMBER OF UNSCANNABLE
EMERGENCY BALLOTS

PLACE THIS ENVELOPE IN THE BLUE
BALLOT BAG THAT WAS INSIDE THE
MACHINE BEFORE YOU SEAL THE BLUE
BALLOT BAG.
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Ballot Problems

Blank Ballot

Procedure

Notes

Procedure

Procedure

The voter is offered the option to:
1.
2.

1.

Have the ballot returned to them for correction, or
To have the SCANNER accept the ballot ‘as-is’.

After the ballot is cast, the voter cannot receive a new
ballot.

If the voter wants the ballot returned, press the red
Return button.

Misread/Ambiguous Marks

The machine will automatically return the ballot. Explain to the voter that the
ballot was not counted by the voting machine and needs to be re-inserted.

1. Re-insert the ballot into a scanner.
2. If the ballot is rejected by every scanner, the voter may SPOIL the ballot or
it may be placed into the Unscannable Emergency Ballot Envelope.

If the voter chooses to spoil the ballot and get a new one, make sure that voter
understands how to properly mark the ballot.

Ballot Jams

1. Ask the voter to remain at the station until the problem is resolved.
2. Do not look at the markings on the ballot at any time.

3. If any part of the ballot is protruding through the entry slot, pull the ballot
out and return it to the voter.

4. If the ballot is not damaged, it can be re-inserted into the scanner.

5. If the ballot is damaged, a new ballot may need to be marked (see Spoiled
Ballot).

6. If, after re-inserting the ballot, the voting machine still detects a paper jam,
the operator screen will display a message that reads “TURN OFF
MACHINE AND CLEAR JAM.”

7. DO NOT TURN OFF THE MACHINE. CALL THE BOARD OF
ELECTIONS IMMEDIATELY.

8. Re-insert the ballot into another scanner.

9. If no scanner will accept the ballot, the voter has the option of spoiling their

ballot or, with inspector assistance, place into the Unscannable Emergency
Ballot envelope.
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Scanner Becomes Inoperable

If the scanner on one voting machine becomes inoperable for any reason,
then direct voters to other Scanners. If all scanners become inoperable, see
Emergency Procedures

Explanation

Call the Board of Elections immediately and report any scanners that

Procedure .
are not working.

Emergency Voting Procedure

Procedure

1 Call the Board of Elections
IMMEDIATELY at 753-1523 or 753-1539
to receive  permission  from the
Commissioners to unlock the Emergency
Compartment at the side of the Voting
Machines.

2. Unlock the Emergency Compartments using
the metal ballot box door key. Bring the
compartment door down to reveal the ballot
entry slot.

3. While the scanners are not functioning, the
check-in procedure for voters remains
unchanged.

2. The voter will deposit their marked ballot
into the ballot entry slot.

5. Once the voter has deposited the ballot, they
may not receive another ballot.

6. Inspectors may not remove ballots from the
Emergency Compartment unless authorized
by the Commissioners.
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NOTES




Guiding the VVoter on the IC-2 (BMD & Scanner)

Purpose To ensure the voter using the BMD understands the

process of voting on the BMD

Procedure | 1. Make sure the headphones are connected to the

Introducing
the Voter to
the BMD

Starting an
Audio-
Visual
Ballot
Voting
Session

right port of the Audio Tactical Interface (ATI).
Make sure the headphones are set to mid-range
volume.

. Offer to place the hand of any visually impaired

voter on the back of the chair that is front of the
display screen.

. When seated, hand the voter the ATI and

headset.

. Explain to the voter that instructions on how to

use the ATI are presented before the voting
session begins.

. Make sure the voter knows that they may get

assistance by raising their hand, asking for
assistance, or pressing the HELP (green) button
on the ATI .

. Ask the voter if the contrast (green button) or

zoom (yellow button) will make their voting
experience easier.

. Explain that the ballot may take up to 2 minutes

to print, that the printed ballot will be in a
privacy sleeve.

. Insert a blank piece of paper into the slot of the

BMD printer unit.

2. Affix the privacy sleeve to the printer unit's slot.

3. Contact the Yellow Administrative Key to the ;
Security Key pad. The Administrator menu is 5

displayed.

. Press Audio Session (third button down on the

left on the keypad).

5. A menu will appear: “Please Enter Ballot ID for

Accessible Voting Session”

a The Ballot ID is located on the cover of the
Poll Book the voter signed in.

b. Enter the Ballot ID by pressing the numbers on

Photo showing the green
(contrast) button on the left
and the yellow (zoom) button
on the right

Voter using the ATI to create
and mark their ballot

Administrative Key touched to
security key

Blank ballot being inserted
into printer
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Guiding the Voter on the IC-2 (BMD & Scanner) (Continued)

the numeric key pad corresponding to the
Ballot ID number,

. Press “ENTER”
. A menu will appear:

“Are you certain the
Ballot ID is xxx?”

. Press “YES” if the Ballot ID entered is the

same as that on the Poll Book.

. If a wrong Ballot ID is entered the Operator

Panel will show “Invalid Ballot ID Entered.”
The Ballot ID Entry Menu will re-appear. Re-
enter the correct Ballot ID.

AUMINTSTRATIVE MENU

u LE POLL " CLECTION | HUN

i | STATISTICS |

! REPORTS, , uum nm;'
. 'mlm

ToN ”mmun TIcs '

| l

BALLOT
“JHH ' RE-ZERGQ

|
ll IR DO 'HN” CANCEL

Inspector touching the
“Audio Session” button on

the Administrative Menu

6. The audio session begins, and the BMD

instructs the voter on how to vote an Audio [|* " S
ba”ot Acu‘s-..‘-._m_l e Yoting Session
NOTES @ The BMD is designed to create access so that E

voters  with disabilities can voter | ____{_H 2 | 3

independently and without assistance. l "4““H 5 | 6
@ During voting, if the voter is inactive for a ‘ > _ll s |[ 2

period of 20 seconds, a message will be o

provided in both audio and visual format. If s || e |

” ENTER
the voter is confused, please suggest to them "
to activate the help (green) button.

© While the BMD is in use, the alternating
amber and green status lights will be flashing.

@ At anytime if the voter needs assistance they __
can press the green help button on the ATI. [
This will case alternating red, amber, and
green status lights to flash.)

® Either the voter or the inspectors may take the
printed ballot, in the privacy sleeve, over to
the scanner for the ballot to be cast.

Audio-Tactical Interface (ATI)
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Guiding the Voter on the IC-2(BMD & Scanner) (Continued)

Depositing
the
Printed
Ballot _in
the
Scanner

Notes

1.

Insert printed ballot, inside the privacy
sleeve, into the scanner.

The scanner will draw the ballot from
the sleeve.

The voter has the option of reviewing
their printed ballot both visually on the
monitor and by voice through the
headphones.

The voter may either decide to accept
the printed ballot or reject it.

a. If the voter rejects the ballot, it
will return in the privacy sleeve.

I. Confirm with the voter that
they meant to reject the ballot.

i. I they still wish to reject the
ballot, remove the ballot from
the privacy sleeve, place an “X”
across it and write “Spoiled” on
the ballot.

iii. Place the spoiled ballot in the
Spoiled Ballot Envelope.

iv. If the voter desires, initiate a new
Audio Session.

b. If the voter accepts the ballot, a
message will appear on the Operator
Panel displaying “Casting Ballot”
and then “Ballot Successfully Cast.”
The ballot will then be cast into the
ballot box.

sleeve into the scanner

Bc
Successf 1

oo

Depositing Ballot in the Privacy

If the voter needs assistance depositing the ballot into the scanner, the
Inspector can insert the voted ballot (already in the privacy sleeve) into the

BMD scanner at the other end of the machine.

The default setting for the BMD is to automatically provide an Audio/Visual
review via the headset and display when a ballot is inserted in the scanner.
Thus, the voter’s independence is maintained throughout the process.
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Sip & Puff Voting — IC-2 (BMD & Scanner)

1.
2.

10.
11.

12.

16.
17.
19.

Depositing the Printed Ballot - See normal BMD Audio-Visual Process.

Ensure the ATl is set up and connected to the BMD.

Make sure the status light is flashing green, signaling the unit is ready for
use by the voter.

Make sure the headphones are plugged into the right hand port on the ATI.

Plug the Sip and Puff Unit into the left port (under the yellow arrows) of '\ ]

the ATI marked “Sip Puff.”

Make sure a blank sheet of paper is inserted into the slot of the BMD
printer unit.

Open the package containing the sanitary mouthpiece and plastic gloves.
Slip on gloves.

Remove the sanitary mouthpiece from the bag. Plug the other end of the
air tube into the sanitary mouthpiece. Slide the halves together and gently
twist the lug nut.

Connect the sanitary mouthpiece to the snap fit fastener on the padded
headset. The headset is ready for use.

Direct the voter to a chair in front of the display screen.

Slip the Sip & Puff head-frame over the ears and behind the neck of the B

voter, and place the headphones on the voter.

Contact the yellow administrative key to the Security Key pad on the
BMD.

The Administrator menu is displayed. Press Audio Session.
See normal BMD Audio-Visual Process
Explain to the voter that:

a. The SIP action equals making a selection and the PUFF action
equals moving to the next candidate or screen.

b. The BMD gives audio and visual instructions on how to use the Sip
and Puff Device.

c. They are welcome to ask for assistance. If the voter needs
assistance, the light indicators will alternate red, amber, and green.
If they are idle for 20 seconds, a message will be provided in audio
and visual format.

d. The ballot may take up to 2 minutes to print.

e. They may request that the contrast (green button) or zoom (yellow
button) be adjusted to make their voting experience easier.

f. Either the voter or the inspectors may take the printed ballot, in the
privacy sleeve, over to the scanner for the ballot to be cast.

?.

Sanitary Mouthpiece

Voter with
Headphones on

Bottons: green button is
contrast; yellow button is
Zoom

. A

Insert blank sheet of
paper
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Paddle Button Voting — IC-2 (BMD & Scanner)

1.

2.

10.
11.

12.

13.

Ensure the ATl is set up and connected to the BMD.

Make sure the status light is flashing green, signaling the unit is
ready for use by the voter.

Make sure the headphones are plugged into the right hand port on
the ATI.

Plug the paddles into the left port (under the yellow arrows) of the
ATI marked “Sip Puff.”

Make sure a blank sheet of paper is inserted into the slot of the BMD
printer unit.

Direct the voter to a chair in front of the display screen.
Position the paddles for the voter. The paddles are operated by

simply pressing them. They have been designated as LEFT and |

RIGHT for ease of positioning them for the voter. Depending on the
voter’s range of motion and how they choose to operate the buttons,
place on the left and right respectively within the voter’s reach.

Contact the yellow administrative key to the Security Key pad on the |

BMD.

The Administrator menu is displayed. Press Audio Session.
See normal BMD Audio-Visual Process

Explain to the voter that:
a. The BMD gives audio and visual instructions on how to use the
paddle devices.

b. They are welcome to ask for assistance. If the voter needs
assistance, the light indicators will alternate red, amber, and
green. If they are idle for 20 seconds, a message will be provided
in audio and visual format.

c. The ballot may take up to 2 minutes to print.

d. They may request that the contrast (green button) or zoom (yellow pm

button) be adjusted to make their voting experience easier.

e. The Paddle Buttons are operated by simply pressing them. They
have been designated as LEFT and RIGHT for ease of positioning
them for the voter. Depending on the voter’s range of motion and
how they choose to operate the buttons, place on the left and right
respectively within the voter’s reach.

Either the voter or the inspectors may take the printed ballot, in the
privacy sleeve, over to the scanner for the ballot to be cast.

Depositing the Printed Ballot - See normal BMD Audio-Visual
Process.

Paddles: Left red, right
blue

Connecting Paddles
into the ATI

Voter with

Contrast and Zoom
Buttons
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Trouble Shooting

Status Light Conditions (IC-2 BMD)

IC-1 (Scanner Only) does not have light indicators

Solid Red

Flashing Green

Alternating Green and
Amber

Flashing Amber

Solid Amber

Alternating Amber and Red

Alternating Red, Amber and
Green

ISSUE

Security Key error

BMD produces a beeping
sound

Red light remains
illuminated on the BMD

Monitor is not positioned
correctly for voter

Machine is rolling or needs
to be repositioned for voter

Unit is starting up or is not operational.
Unit is ready for use by the next voter.
Voter is navigating/marking their ballot.

Voter’s ballot is being printed.

Voter has inserted their ballot and is reviewing it.

Unit has an error and is not functioning.

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.

BMD Issues

Explanation/Solution
Contact the security key to the key pad again. You may need to
reposition the key and contact the key pad again.

1. Make sure the BMD power cord is plugged into an electrical
outlet.

2. The electricity is out to the power outlet.

3. The machine is running on battery power. The beeping will stop
intermittently and resume again until the unit is running on AC
power.

Call the Board of Election Immediately.

On the back of the computer monitor, firmly hold the long
repositioning arm and move backward, forward, higher or lower to
adjust monitor for the voter.

1. Roll the machine into the position of use and lock the wheels using
the foot locks.

2. Press down firmly to lock each of the four wheels.
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Trouble Shooting

Returning a Blank Paper Sheet

The blank sheet of paper will be returned
if the inspectors press the red button
located to the middle on underside of the

printer unit.

Pressing the
red return
blank paper
button

Cancelling the Voting Session

If you need to cancel an audio ballot
while it is in session, do the following:

1. Use the yellow administrative key to
display the operator screen menu.

2. Press Audio Session.
3. Press Cancel Audio.
4. That audio voting session is canceled.

PR D T REVIEW AUDIO
Vi P SR AT
S e S By as2 "Y';

ARE YOU CERTAIN
YOU WISH To sTop
THE AD

SE

Operator touching the administrative key
to the security key pad

Cancelling an audio session
from the administrative

meny

Printer is not working

If a message appears on the monitor indicating a printer
error and/or any display of red lights ppears on the printer

unit:

1. Press the top button on the printer unit (circle symbol)

until the printer unit powers down.
2. Wait 3 seconds

3. Press the top button again on the printer unit (circle unit).

Print will go through start-up process.
4. Wait until end of start-up process.

5. The solid green circle (top button of printer unit) should

be displayed.

6. If the top circle is not displayed, call the Board of

Elections.

Printer unit buttons

Top green button
Red indicators.
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Trouble Shooting

Monitor Problems

Check Power Cord

Check on/off Button

.
-
| ] Yoo L
HREns .
| 1 RE I I.ril,ﬂ!”"””:.
TLLELELLI TR LA
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Monroe County Board of Elections
A Youre v A

A wight Site Chair Essentials

3
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e osin

.'>7655

Polls close at exactly 9:00 p.m.
e \Voters in the polling site or in line must be permitted to vote

NOTES
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Closing the Image Cast VVoting Machine

Essential
Steps to
Close the
IC-1

1.

2.

Touch the administrative key to the .
security key pad

S,

Press the Close Poll option on the
Administrative Menu

The closing results tape is printed.
Tear off the Closing Tape.

Divide the Closing Tape into two
parts. The inspectors must sign the
bottom of all tapes.

€
-----

|||||

Place one copy of the tape in the
RED SECURITY PACK.

12.

11.

Post the second copy on the wall for
public viewing.

Press the “Power Down” button on
the Administrative Menu.

pmm REVIEN
ADMINISTRATIVE MENU

Wait until the Operator Panel is dark
before removing any memory card

Unplug the cord from the outlet.

Remove the “Poll Worker” memory
card.

LOT HERE

Place the Poll Worker Memory Card
in the Red Security Pack.

Close the Plastic Hood. Re-seal the
hood.
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Closing the Image Cast VVoting Machine

Essential |1 Touchthe Administrative Key to the 8. Press "OFF” Power button

Security Key Pad
Steps to| 2T
Close the . "
1C-2
9. Unplug the cord from the outlet
2. Press “Close Poll” on the Administrative
Menu
10. Remove the Poll Worker Memory Card
from the memory card compartment
3. Print out two closing tapes; tear off e

closing tapes

=

11. Place the Poll Worker Memory Card
into the Security Pack and send with a

4. Place one closing tape in the RED Site Chair
SECURITY PACK and post one closing == =
tape on the wall

Unplug the ATI

12.

5. Press “Power Down” on the
Administrative Menu

13. Replace Styrofoam covers

14. Place IC-2 Privacy Devices in ballot box

6. Wait until Administrative Menu is blank

and the machine appears to be off 15. Close the Ballot Box Door
16. Securely rest the monitor on the
7. Open the Ballot Box Door

Styrofoam cover
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Closing the Image Cast VVoting Machine

Closing
Seals

REMOVE the following seals on Replace and Record the following

the IC-1: seals on the IC -1:
a. The plastic memory card a. Sticker Seal #1 (Ballot Box Door
compartment seal Seal)

REMOVE the following seals on Replace and Record the following

the 1C-2: seals on the IC -2:
a. The plastic memory card a. Sticker Seal #1 (Ballot Box Door
compartment seal Seal)

c. The plastic memory  card
compartment seal
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Monroe County Board of Elections
A Youre v A

e Site Chair Essentials

Re-Packing &
Ballot Reconciliation

NOTES




Supply Repacking List (by Baq)

Red Security Pack — Returned to Town Hall to the Town Clerks in the Towns and to the Board of Elections

in the City.

Blue Ballot Security Bag — Returned to the Town Hall to a truck (except Brighton and Henrietta return to the

Board of Elections Service Center; in the City returned to parking lot adjacent to the Board of Elections.

Green Ballot Storage Bag — Packed and stored in any machine.
Machine Bag (place in any machine)

Red Security Pack (Town Hall/BOE)

Certificate of Service
Closing Tape - 1

Memory Card, Poll Worker
Opening Tape

Pay Vouchers

Keys to Facility (if given)

Blue Ballot Security Bag (Town Hall/BOE)

Abandoned Ballot Return Envelope

Affidavit Ballot Return Envelope

(completed Affidavit Ballots in Affidavit Ballot Envelopes)
Ballots, Voted

Closing Tape - 2

Machine Key Envelope

Machine Keys

Memory Card, Administrator

Plastic Seal, Cut

Write-In Return Ballot Envelope

After the Polls Closed Sheet (Certificate #2)
Before the Polls Open Sheet (Certificate #1)
Unscanable Emergency Ballot Return Envelopes

Green Ballot Storage Bag (any machine)

Ballot Packs, Unused

Ballot Reconciliation Sheet
Blank Ballot Packs

Ballot Tabs

Challenge Report

Court Order Envelope

Notes to Commissioners

Poll Book

Spoiled Ballot Envelopes
Spoiled Ballot Return Envelope
Voter Registration Forms, Completed

BMD Equipment Bag (in IC-2, BMD)
ATI with Cord

Headphone Covers

Headphones

Paddles (Left and Right)

Rubber Gloves

Sip and Puff Device

Straws

Arrow Signs

Badges and Book Seals Envelope
Ballot Markers

Braille Bill of Rights

Call-In District Sheet

Distance Marker

District Map

Election Inspectors Needed sheet

Election Supplies district label sheet
| Voted Today Stickers

Magnifier

Notice to Voters

Oath for Person(s) Assisting Voter
Paper Clips

Pencils

Pens

Polling Site Diagram

Polling Site Survey

Privacy Folder

Proposition Booklet

Repacking Sheet Instructions
Sample Ballot

Scissors

Seal Envelope

Signature Cover

Site Street Directory

Small Bag 1

Small Bag 2

Spanish Interpreter Envelope
Street Guide

Suggested Valid ID sheet

Tape

Vote Here Sign

Vote Here Sign — Voters with Disabilities
Voter Registration Forms, blank

Voters Bill of Rights

Voters Bill of Rights in Spanish
Voting Instructions

Welcome to District Sign
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Supply Repacking List

REPACKING

Blue Ballot BMD
Bag (by Equipment
machine)

Green
Ballot Bag

Machine Red
Bag (any Security
machine) Pack

How to use this list: The supplies are listed in alphabetical order. Find the supply and then follow to the right until you

find the bag the supply is re-packed in.

Abandoned Ballot Return Envelope Blue Ballot Bag X
Affidavit Ballot Return Envelope (completed Affidavit
Ballots in Affidavit Ballot Envelopes) Blue Ballot Bag X
After the Polls Closed Sheet (Certificate #2) Blue Ballot Bag X
Arrow Signs Machine Bag X
ATI with Cord g P X
Badges and Book Seals Envelope Machine Bag X
Ballot Markers Machine Bag X
Ballot Packs, Unused Green Ballot Bag X
Ballot Reconciliation Sheet Green Ballot Bag X
Ballot Tabs Machine Bag X
Ballots, Voted Blue Ballot Bag X
Before the Polls Open Sheet (Certificate #1) Blue Ballot Bag X
Blank Ballot Packs e Bt Bag X
Braille Bill of Rights Machine Bag X
Call-In District Sheet Machine Bag X
Certificate of Service Red Security Pack X
Challenge Report Green Ballot Bag X
Closing Tape - 1 Red Security Pack X
Closing Tape -2 Machine Bag X
Court Order Envelope Green Ballot Bag X
Distance Marker Machine Bag X
District Map Machine Bag X
Election Inspectors Needed sheet Machine Bag X
Election Supplies district label sheet Machine Bag X
Headphone Covers gQAgD Eauipment X
Headphones gQAgD Eauipment X
| Voted Today Stickers Machine Bag X
Machine Key Envelope Blue Ballot Bag X
Machine Keys Blue Ballot Bag X
Magnifier Machine Bag X
Memory Card, Administrator Blue Ballot Bag X
Memory Card, Poll Worker Red Security Pack X
Notes to Commissioners Green Ballot Bag X
Notice to Voters Machine Bag X
Oath for Person(s) Assisting Voter Machine Bag X
Opening Tape Red Security Pack X
Paddles (Left and Right) paaD Eapment X
Paper Clips Machine Bag X
Pay Vouchers Red Security Pack X
Pencils Machine Bag X
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Blue Ballot BMD Green Machine Red

QQ !! Q i g i REPACKING Bag (by Equipment Bag (any Security
Su I Re aCkIn LISt machine) Bag Ballot Bag machine) Pack

How to use this list: The supplies are listed in alphabetical order. Find the supply and then follow to the right until you
find the bag the supply is re-packed in.

Pens Machine Bag X
Plastic Seal, Cut Machine Bag X

Poll Book reen Ballot Bag X

Polling Site Diagram Machine Bag - - - X
Polling Site Survey Machine Bag X
Privacy Folder Machine Bag X
Proposition Booklet Machine Bag X
Repacking Sheet Instructions Machine Bag : : X
Rubber Gloves QAgD Eaupment X

Sample Ballot Machine Bag X
Scissors Machine Bag X
Seal Envelope Machine Bag X
Signature Cover Machine Bag : : X
Sip and Puff Device QAgD Eauipment X

Site Street Directory Machine Bag X
Small Bag 1 Machine Bag X
Small Bag 2 Machine Bag X
Spanish Interpreter Envelope Machine Bag X
Spoiled Ballot Envelopes reen Ballot Bag X

Spoiled Ballot Return Envelope reen Ballot Bag X

Straws QAgD Eaupment X i

Street Guide Machine Bag X
Suggested Valid ID sheet Machine Bag X
Tape Machine Bag X
Unscanable Emergency Ballot Return Envelopes reen Ballot Bag X

Vote Here Sign Machine Bag - X
Vote Here Sign — Voters with Disabilities Machine Bag X
Voter Registration Forms, blank Machine Bag X
Voter Registration Forms, Completed reen Ballot Bag X

Voters Bill of Rights Michinosog | ' ' X
Voters Bill of Rights in Spanish Machine Bag X
Voting Instructions Machine Bag X
Welcome to District Sign Machine Bag X

Write-In Return Ballot Envelope ¢ Blue Ballot Bag X
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Types of Ballots (Summary)

Pre-Printed Ballot

The ballot detached from
the ballot packet, placed in a
privacy folder, and given to
the voter that does not
require assistance marking
their ballots

( Jmamz oECI+ m0

Cast Ballot

A marked ballot deposited
into the ballot box through
the scanner.

L BTy

Spoiled Ballot

(NOTE: Envelope) — A _
printed ballot rejected by g
the voter. =

Blank Paper Ballot

The ballot detached from
the Dblank paper ballot
packet and placed in the
BMD (printer) side of the
IC-2. Given to the voter that
do require  assistance
marking their ballots

Printed Ballot

The ballot produced by the
voter interaction with the
ATI (audio-tactile
interface). NOTE: comes
out of the printer in privacy
sleeve.

i
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