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Election Day
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BEFORE POLLS
OPEN
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Machine
Problems

AFTER POLLS
OPEN

Machine
Problems

153-1522
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Election or 11:45am for Primary
Election)
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immediately

1831301

Missing
One
Inspector
from Either
Party

1331303
153-139
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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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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

{ Imamx @EEI< m0

Cast Ballot

A printed deposited into the
ballot box through the
scanner.

ot S ——"—

L BTy

Spoiled Ballot

(NOTE: Envelope) - A
printed ballot rejected by iy
the voter. . =

Blank Paper Ballot

The ballot detached from
the blank 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.

(T
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Spoiled Ballot

If a ballot is torn, damaged, or the voter has
overvoted any race on a ballot, the voter may
choose to spoil their ballot.

1.

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 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 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 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 and be given a
ballot three times.

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

3of15

Ry

COUNTY OF MONROE

SPOILED BALLOT

PILEASK Srax
mai SR VTS Y )

Spoiled Ballot Envelope

i

Voter Placing the Spoiled Ballot
into the Spoiled Ballot Envelope

COUNTY OF MONROE

Spoiled
Ballot
Return
Envelope

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

How to adjust
the public
counter

4
Stub
Insp _ 7% numberentry.
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Overvote

The voter has voted for a greater number of candidates than
permitted for a certain race.

The operator panel will display a message that reads: -
“WARNING! YOU HAVE OVERVOTED FOR AT LEAST r

ONE CONTEST. TO RETURN AND CORRECT THE

EREEELELXAXALAE
OU HAVE OVERVOTED FOR AT

BALLOT, PRESS ‘RETURN’. TO PROCEED WITH THE E R[:::N Tnl., ‘{‘L“R‘F:l‘['l- 1
BALLOT AS-IS, PRESS ‘CAST"”. - "o v
The voter is offered the option to: o AIETREL T
1. Have the ballot returned to them for correction, or =
2. To have the SCANNER accept the ballot “as-is’. e
1. After the ballot is cast, the voter cannot receive a new

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

button.

Misread/Ambiguous Marks

A misread or ambiguous mark warning indicates that the SCANNER has not
recognized all of the features on the ballot, or that certain essential ballot
identification markings cannot be found. This usually occurs for one of the
following reasons:

1. The ballot is physically damaged (torn or folded),

2. There are stray markings made on the ballot that obstruct important identifiers
along the sides or the bottom of the ballot, or

3. The ballot was inserted into the machine incorrectly.

The operator panel will display a message that reads:

“WARNING! PAPER INSERTED WAS MISREAD AND COULD NOT
BE VERIFIED AS A VALID BALLOT. PLEASE VERIFY BALLOT AND
REFEED. “

COUNTY OF MONROE

In this warning case, the machine will automatically
return the ballot. Explain to the voter that the ballot was A
not counted by the voting machine and needs to be re- T
inserted.
1. Re-insert the ballot into a scanner. C—
2. If the ballot is rejected by every scanner, the voter

may SPOIL the ballot or it may be placed into the —eet

Unscannable Emergency Ballot Envelope. -

PLACE THIS ENVELOPE IN THE BLUE
BALLOT BAG THAT WAS INSIDE THE

3. If the voter chooses to spoil the ballot and get a new e ioT o T
one, make sure that voter understands how to

ENCLOSE THE
UNSCANNABLE EMERGENCY BALLOTS

properly mark the ballot.
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Blank Ballot

A blank pre-printed ballot warning occurs when the SCANNER
does not detect any markings after the ballot has been inserted in
the scanner. The operator screen will display a message that
reads:

“WARNING! BLANK BALLOT DETECTED. PLEASE
ENSURE YOU USED THE PROPER MARKING PEN IN
THE PROPER VOTING AREAS. TO RETURN AND
CORRECT THE BALLOT, PRESS ‘RETURN’. TO CAST
THE BALLOT AS-IS, PRESS ‘CAST’.”

A voter may intentionally wish to cast a blank ballot, but most
likely the voter made an error while marking his/her ballot and
inadvertently did not make any selections.

The voter is offered the option to:
3. Have the ballot returned to them for correction, or
4. To have the SCANNER accept the ballot “as-is’.

1. After the ballot is cast, the voter cannot receive a new ballot.
2. If the voter wants the ballot returned, press the red Return
button.

Ballot Jams

If there is a ballot/paper jam, the operator screen will display a
message that says:

“PAPER JAM DETECTED. PLEASE CLEAR ANY PAPER
FROM THE DEVICE AND PRESS THE ‘CLEARED’ BUTTON

1. The voter should remain at the machine.
Do not look at the markings on the voter’s 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, re-insert into the scanner.
5. If the ballot is damaged, the ballot may need to be spoiled.

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. Insert the ballot into another scanner.

9. If no scanner will accept the ballot, the voter may spoil their
ballot or the ballot may be placed into the Unscannable
Emergency Ballot envelope.

N

5o0f15

e
A OPEN
MARNING!

EELEEEEEERENNY
BLANK. BALLOT DETECTED.
PLEASE ENSURE YOU USED THE
PROPER MARKING PEN IN THE
PROPER VOTING AREAS.

TO RETURN AND CORRECT THE
BALLOT, PRESS 'RETURN'.

TO CAST THE BALLOT AS-IS,
PRESS *CAST”

MULTIPLE SHEETS DETE

PLEASE ENSURE ONLY O
UNFOLDED BALLOT IS
INSERTED AT A TIME.

CFRONT SLOT)
RESULTS HAVE NOT
BEEN SAVED. CLEAR
THE JAM. DO NOT
DROP BALLOT INTO
THE BALLOT BOX.
HIT ’CLEARED’ WHEN

READY
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NOTICE TO VOTERS

If a person’s current address is in your district, but his or her_ poll record is not ip the book,
her or she may vote by Affidavit Ballot or Court Order. Give the person “Notice to

Voters” form which explains each option.

NOTICE TO VOTERS

SECTION 8-302.3A and 8-303 of New York State Election Law

If your poll record is missing, or if you were asked to present identification
and did not do so, or if in a Pnmary election, your poll record does not show
enrollment in the party in which you claim to be enrolled, you may seek to vote by
one of the following methods

l AFFIDAVIT BALLOT: If you are able to swear under oath that you live
in the election district in which you are seeking to vote, and that you are
presently registered to vote in this county, and in a Primary election, that
you are enrolled in the appropriate party, the Election Inspectors are required
to give you a paper ballot on which you may cast your vote

Place the voted ballot in the envelope provided and complete your affidavit on the
outside of the envelope, making sure to give your correct residence address, The
envelope will be returned, unopened, to the Board of Elections. If the Board
determines that you are an eligible voter in this election district, your ballot will be
counted. You will be notified if your ballot is cast or not, and the reason for such

decision.

1

COURT ORDER: You may obtain a court order directing the Election
Inspectors to allow you to vote on the voung machine. Your Board of
Elections will tell you where and when a Justice of the supreme Court or a
County Judge can be located. You can contact your County Board of
Elections at the number provided below:

Monroe County Board of Elections
39 West Main Street
Rochester, New York 14614
{585) 753-1550
(585) 753- 1544 TTY/TDD

DEMOCRATIC HEADQUARTERS (585) 232-2410
REPUBLICAN HEADQUARTERS (585) 546-8040
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AFFIDAVIT BALLOTS

PUrpose | Affigavit 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.

Procedure | 1. Make sure the voter has seen the NOTICE NOTICE
TO VOTERS and has made the choice to L
use an Affidavit Ballot. A

2. Ask the voter “Do you require assistance in

marking your ballot?”

3. If the voter says “no”, follow “Ordinary
Affidavit Ballot Procedure.” If the voter says
“yes”, follow “Affidavit Ballot Procedure for
the IC-2 (BMD).”

Ordinary Affidavit Ballot Procedures (IC-1)

Procedure | 1. Provide the voter with a paper ballot.
Instructions are on the ballot.

OFFICIAL

2. Instruct the voter to privately vote on the

ballot.

3. The voter must seal the ballot 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 a following page).

5. An inspector must date, sign, |
completely fill out the affidavit | msessieeo. o S
envelope, and seal the envelope T
properly.

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

AFFIDAVIT OA
Viter mest check sme bas in FART A sixl M
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Notes
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7. The inspector places the SEALED ballot

envelope in the large “Affidavit Return” Ordinary Affidavit Ballot

envelope for return to the Board of Procedum
Elections. (IC-1) continued

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

Affidavit Ballot Procedures for the IC-2

If the voter requires assistance in marking their l_ [—
ballot, an inspector should escort the voter to the

IC-2(BMD). | |
Voters will follow the normal procedure for | | _ _
marking their ballot. See “Introducing the | i |
Voter to the BMD.” | | |
The voter will print their ballot. However, the | ' |
ballot MAY NOT be deposited into the :
scanner side of the 1C-2(BMD). B

Have the voter review (or the inspectors may Challenge Report

review with them) their ballot selections.
When the voter is satisfied with their ballot, COUNTY OF MoRROR
they, or if assistance is needed, the inspectors, staLs0 voTes arvesaue avveLores
should place it in an affidavit envelope (the P ——
ballot must NOT be cast in the ballot box). —
Assist the voter in completing the envelope, if -~
necessary (assistance given must be recorded e
on Section |11 of the Challenge Report). WE;:T
Follow “Ordinary Affidavit Ballot Procedures” S
for filling out and securing the affidavit ballot
envelope. Affidavit Return
Envelope

Affidavit Ballots - Summary

¢
¢

* & & o

The voter must live in the correct district.

The voter must vote in the district they presently live in — never the one
they used to live in.

The voter must sign the envelope.
The ballot must be sealed in the correct envelope.
The inspector must sign the envelope.

The affidavit envelope must be placed in the return envelope and placed
with the other ballots.
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Affidavit Envelope

The example below is of a General Election Affidavit Envelope. The Primary envelope will have any additional box in part B for
voters to indicate their party. The Primary Envelope is manila and the General envelope is white.

GENERAL ELECTION AFFIDAVIT OATH  MUST COMPLETE BOTH SIDES This Section For

Board of Elections
PART A: Must be completed by all affidavit ballot voters: Use Only
= My name is: Research Indicates:
* | reside at: Registration Number:

* DATE OF BIRTH:

B: Select one: you must check one of these 3 boxaes, and fill In appropriate blanks:

o
o
o
duly registered to vote in this slection district from the address given, and | remain a duty g W'“"’JEW“"‘
iified voter in this district. S e
a

ve moved within MONROE COUNTY _since my last registration, and my previous address was:

0O J was required to present identification when | voted today, but did not do so. 0 Remarks:

T C: ALL VOTERS MUST COMPLETE THIS OATH:
O Poll Book Checked

| upderstand that any false statement made in this affidavit is u nishable according to law,
K‘EME\ Count: O Yes O No
DATE: VOTER SIGNATURE: ® Researcher Initials.

—— —
Sworn to before me this y of 20 Commissioners’ Ruling
INSPECTOR SIGNATURE:__, > Count: OlYes OINo

*T Commissioners’ Initials

COYNTY OF: MONROE \ %
CITY LD/TOWN: Q ELECTION DIFTRICT:

e
Voter should check one  One of the inspectors Fill out the Town if in the Towns Voter MUST
25 thfsﬁr?f%):?ja?%?] as MUST sign here Leg if in the City, and the Election  S'9" here
PRly District (ED#)
needed
AFFIDAVIT BALILOT ENVELOPE
N TS TN W AR TS T M AT TR RCR W RS NEEE O THES FNWE R W B R e o 0
B i o S, S R s S fed e o e e e O areed, o =3 N
A yoe s U ciisee™ T wrill e 10 pwars ol on on Bafoos election day For Board use only!
Yes O Ne O
1 e s o . e o s, || ELEES S 20 g ot cometay s sorm.
s [ — Firwm Maow [T — ey
Home Adoress Where You Live (S0 sot grve PO scdrme ) A T e Y e T Code Couaty
4
s Address Where Youw Cet You Mml (f Sflement Srom bome sddr eas b LIS - —_— Pows Ok Tece Fap Canlw
& Dhate of Batk 3 i:m-c:l s o Tel .'*-nq-wp-:——/ — g::‘ !mm:ro-w-‘d-hm--—lrwm s L il
The Last year wou woled Y owar Asdrens was (pive Bowde umber Srem sl oay ) ( ° it ket i THI_D:\"TU:.'_,@.::U:._
W i [ e — N e LT \ Dljfm:" “":L:e" e s
D._-::‘. New York DAY sumder or & Sociad Secwrry
Choose a Party — Check one Box oniy f:"!ﬂa&mlmgmm
REPU ICAN PARTY S e Savvsean S e
CONSERVATIVE PARTY e e T « This ia mvy scgmatsre on s k < e Lime Sarbor.
INE mmranomeacavaory. | suvee e [ et erSres b Jes v e T e
1 GREEN PARTY ‘e sbove | & Soraase *
1 OTHER (WRITE IN) —
| DO NOT WISH TO ENROLL IN A PARTY < | X w
-:::-:n“mrq_m%nmnv— sy

Voter must sign the form Voter must supply their New York State Driver’s License Number

or the last four digits of their social security number
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COURT ORDERS

Court orders are used when a voter’s name does not appear in the poll book, the
voters claims to reside in the district, and the voter wants to vote on the IC-1
(Scanner) or IC-2 (BMD).

+ A voter might check-in with the inspectors and learn that their name is not
in the poll book and then seek to get a Court order or the voter may already
know their name is not likely in the poll book and seek to get a Court
Order.

+ Both political parties’ phone numbers are listed on the Notice to Voters.
Each party maintains attorneys on election day to assist voters with the
preparation of a Court Order.

+ A voter must fill out these papers, which are taken before a Supreme Court
Judge. The Judge will examine the papers and if all is in order, sign the

papers allowing the voter to vote on the machine.

The voter must then take these papers back to their correct election district

and present them to the inspectors.

Make sure the voter has seen the
NOTICE TO VOTERS or has
presented the inspectors with the
Court Order.

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

If the voter says “no”, follow the
“Ordinary Court Order
Procedures.” If the voter says
“yes”, follow the “Court Order
Procedure for the IC-2 (BMD).

NOTICE
TO
VOTERS

NOTICE TO PERSONS WHOSE POLL RECORD IS MISSING OR IN THE CASE OF
A PRIMARY ELECTION THE POLL RECORD DOES NOT SHOW ENROLLMENT IN
THE PARTY IN WHICH THE VOTER CLAIMS TO BE ENROLLED

If your poll record is missing from the poll book, or your poll record does.
niot show that you are enrolled in the party in which you claim are enrolied, you
may seek to vote by one of the following methods:

1. AFFIDAVIT BALLOT - If you are able to swear under oath that you
lfve in the election district in which you are seeking to vote and that
you are presently registered, (primary election - also enrclled in the
appropriate party) the election inspectors will give you a paper ballot
on which to cast your vete. You will then place the voted ballot in an
affidavit ballot envelope that needs to be completed by you. The

leted lope will be d, pened, to the Board of
If the board d ines that you are qualified to vote,
your ballot will be counted at the Board of Elections. The procedure
used in canvassing your ballot ensures that the secrecy of your vote
is maintained.

2. COURT ORDER - You may seek to obtain a court order directing the
election inspectors to allow you to vote on the voting machine. Your
Board of Elections or Party Headquarters will be able to tell you the
procedure for obtaining a Court Order.
BOARD OF ELECTIONS 428-4550
DEMOCRATIC HEADQUARTERS 232-2410

REPUBLICAN HEADQUARTERS 546-8040

o forma satice v



1)

2)

3)

4)

5)

6)

7)

8)

9)
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Court Order Procedure IC-1

The inspector takes the Court Order
from the voter.

The inspectors MUST then allow the
voter to vote on the IC-1 (see normal
Check-in Procedure). Tear off a ballot
from the ballot packet and give it to the
voter.

The Inspector should write the public
counter number given to the voter on
the upper right hand corner of the Court
Order.

Inspectors must place the Court Order
in the Court Order Return Envelope.

The inspectors must note the voter’s
name, address and Public Counter
Number on Section IV of the Challenge
Report.

In a Primary Election, the court order
must specify the party in which the
person is allowed to vote.

Court Order Procedures for the IC-2

The inspector takes the Court Order
from the voter.

The inspectors must then allow the
voter to vote using the IC-2 (BMD) (see
checking in the BMD Voter).

Inspectors must place the Court Order
in the Court Order Return Envelope.

10) The inspectors must note the voter’s

name, address and Public Counter
Number on Section IV of the Challenge
Report.

11) In a Primary Election, the court order

must specify the party in which the
person is allowed to vote.

COUNTY OF MONROE

ENCLOSE THE
COURT ORDERS

IN THIS ENVELOPE

NUMBER OF COURT ORDERS

FOR THE ELECTION

HELD ON

BOARD OF
INSPECTORS

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

Abandoned Ballot — A ballot that is found in the
polling site, but NOT in the scanner of any machine.
An abandoned ballot must be placed in the
Abandoned Ballot Return Envelope.

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.

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
in an affadavit envelope, sealed, signed, and then
placed in the Affadavit Return Envelope.

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

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

BMD Equipment Bag — The bag that stores all of
the BMD equipment.

Ballot Box — The large open area inside the voting
machine. The Blue Ballot Security Bag will be
inside the Ballot Box when the Polls Open.
Inspectors will remove the Blue Ballot Bag from the
Ballot Box at closing and a Site Chair will transport
it to the Designated Location.

Ballot Face — The ballot as displayed on the pre-
printed ballot.

Ballot Markers — Board of Elections approved
marking implements that voters should use when
marking their pre-printed ballots.

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

Blue Ballot Security Bag — The blue bag located in
each machine in which cast ballots are deposited.

Emergency Unscannable Ballot — A marked ballot
that is rejected by every scanner in the polling site.
An emergency unscannable ballot should be placed
in the Emergency Unscannable Ballot Return
Envelope.

Green Ballot Storage Bag — The duffle bag in
which pre-printed ballots are packed and stored.
Ballot reconciliation forms are also packed in this
bag.

Machine Number — The Number that identifies
each voting machine.

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

Power Supply — Located to the lower right of the
ballot box in the IC-2, this supplies the 1C-2 with a 2
hour battery back-up in case of power failure.

Protective Counter — A number located at the
bottom of the Opening and Closing Tapes showing
the total number of ballots that have been scanned
through the scanner.

Public Counter — The number appearing on the tab
in the pre-printed ballot packs.

Red Security Pack — The pouch that is used to store
the most critical of election supplies. Must be
returned by a Site Chair to the Town Hall in the
Towns or Board of Elections in the City.

Scanner Number — The number displayed at the
bottom right of each scanner unit. Starts the day at
zero and shows the total number of ballots scanned
in any election day through that particular scanner.

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

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

Stanchion — A standing device used to give voters
privacy. It can appear as a “quad” unit consisting of
four stations or a “double” consisting of two. Many
units also contain a section for voters who use a
wheelchair.

Privacy Booth — A “U” shaped device used to give
voters privacy when they vote at a table on their pre-
printed ballot.

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