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March 2013 
 
Dear Poll Worker: 
 
This Manual for Poll Workers has been prepared to guide you on Election Day (Special State 
Primary Election: April 30, 2013).  Please study it carefully before the election and take it with 
you to the polls as a reference guide.  It contains a step-by-step description of the entire 
election process at the polling location. 
 
This manual is based substantially on a model prepared by the Secretary of State’s Elections 
Division.   
 
If you have any questions regarding election procedures, please contact the Lowell Election and  
Census Commission by calling (978) 674-1200 or email to jkaplan@lowellma.gov 
 
Thank you for being a part of the City of Lowell Election Team! 
 
 
Sincerely, 
 
 
 
Joe Kaplan, Office Manager 
City of Lowell, MA Election & Census Commission   
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Protocols 
 
 
One person pre voting booth: Only one person is allowed in a voting booth at a time, except in 
the case of assistance provided to physically disabled or visually impaired persons. 
 
Animals at the Polls: Only animals that assist persons with disabilities are allowed into the 
polling area. 
 
Time allowed: Voters are allowed five minutes to vote if others are in line.  Election officers may 
tell voters that they are taking too long to vote.  When there is a line of voters to be checked in, 
enforce this rule equally.  If there is no line, do not be concerned with the time it takes for a 
voter to vote.  Be considerate of the extra time it may take for a person with a disability or an 
elderly person to vote.  Remember that not all disabilities are obvious; do not be punitive in 
your approach. 
 
Observers: To achieve the legal requirement that the election be held in public view, observers 
are allowed inside the polling place, outside the voting area, unless they are disorderly or 
obstruct the access of voters.  They may keep notes including marked copies of their own 
personal voting lists.  Observers are not allowed to look at official lists at the Check In or Check 
Out tables.  All observers must be outside the voting area.  During voting hours, only voters in 
the process of voting, voters waiting to vote, election officers, and people providing assistance 
to voters may go within the voting area.  Poll workers are not allowed to communicate with 
observers. 
 
Voting Booths Clear of Campaign Literature: Voters may bring campaign literature to assist in 
voting.  Check the voting booths regularly to see that no one has left any literature.  Keep the 
polling place clear of any campaign material left in the booths or anywhere else in the polling 
station. 
 
Breaks: Your warden will coordinate all breaks, including breakfast, lunch, and dinner.  For brief 
breaks, simply inform the warden.  Make sure that your vote during the day but don’t discuss 
the ballot or candidates, even while on break. 
It is alright to read a book or do other light work during lulls but always give the voters your 
immediate and complete attention when they appear at your station. 
 
Cellular Phone Usage: Put cell phones on vibrate.  We may ask you for your phone numbers for 
texting. 
 
Reporters: Reporters are allowed the same information and access that is available for the 
general public.  Any reporter questions or requests for additional information should be 
referred to the Elections Office. 
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DO NOT: Discuss the ballot, candidates, ballot questions, or any political issues, even with each 
other on break.  Voters are not to be able to figure out where you stand on candidate or issues.  
Non-verbal communication is not allowed either.  If any poll worker violates this rule, he/she 
will be dismissed immediately and be barred from working in future elections. 
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General Duties & Responsibilities for 
Wardens 
 
 
The Warden is the chief election officer at the precinct level. 
 
The Warden: 

- Does NOT make decisions regarding voter registration status (including part registration) 
but contacts the election office when that is in doubt and follows instruction of election 
office. 

- Does NOT provide provisional ballots to voters unless instructed to do so by election 
office. 

- Supervises the other precinct officers before the polls open, during voting hours, and 
after the polls close. 

- Maintains order and handles violations of election law by election officers, voters, 
campaign workers, or others. 

- Employs police when necessary. 
- Makes sure the required material is available and posted in proper places and in 

quantities dictated by law or mandated by the Election Office. 
- Assigns other election officers to their stations and designate schedules for breaks, 

meals, and voting. 
- Makes sure that no unauthorized persons are within the voting area and that no 

campaign material is inside or displayed on public property within 150 feet of the door 
to the polling place.  Note: the following IS allowed within 150 feet: Exit polling, meeting 
and greeting voters by a person who is not a candidate at the current election.  

- Prevents interference with the voting process. 
- Assists voters in accordance with the law. 
- Makes sure that no smoking occurs in the polling place and that no intoxicating 

substances are present. 
- Oversees the completion of forms, handling of challenged ballots, and ensures that 

voters omitted from lists are assisted properly, after consultation with the Office. 
- Makes sure that no official ballots or specimen ballots are removed or destroyed.   
- Makes sure that no unauthorized information is released.  Only the number on the 

ballot box may be given out during the election. 
- Makes sure that election workers refrain from expressing personal opinions about the 

election, politics, or the voting system. 
- Monitors the clerk and inspectors periodically to make sure they are performing as 

instructed. 
- Informs the Clerk when going to be absent so that the Clerk may assume warden 

responsibilities. 
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- Supervise workers schedules (do they complete timesheets for each worker in their 
precinct?) 

- Swears in poll workers when necessary 
- Oversees the sign-in and sign-out sheet for poll workers assigned to their precincts 
- Oversees the proper closing of the polls, including reconciliation of numbers and that all 

supplies and materials are put in their proper places. 
- Fills out the Registry of Motor Vehicle survey with voters who are not on the voting list 

but who claim to have registered at the RMV.  The warden then immediately calls the 
Election Office to relay the information. 

- Empties ballot boxes, following the proper procedures, when the ballot box is full, in the 
presence of police officer (Clerk must be informed for recording purposes). 

- Announces the polls are open at 7am (have accurate time sources) 
- Announces the polls are close at 8pm (have accurate time sources) 

Employs police officer to cut off the end of line (voters in line by 8pm may vote) 
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General Duties & Responsibilities for Clerks 
 
 
The Clerk is the chief record keeper at each precinct. 
The Clerk acts as liaison between the inspectors (checkers) and the warden of their precinct.  
The clerk monitors the activities at the check-in and check-out tables and reports concerns to 
the wardens. 
 
The Clerk: 

- Keeps a record all facts relating to the proceedings of the election, as the law requires. 
- Notes any unusual happenings during the conduct of the election 
- Reads and records the ballot box register before and after the election. 
- Records the number on the ballot box on an hourly basis. 
- Assists voters who ask for instructions in marking their ballots (or in the use of the Auto-

Mark Machine).   
- Assumes responsibility of the Warden in the Warden’s absence. 
- Serves as the communication link between the Warden and the Inspectors. 
- Assists the Warden in ensuring that all election workers refrain from expressing 

personal opinions about the election or the voting system. 
- Records any comments, complaints, or suggestions expressed by voters during polling 

hours (ones that cannot be resolved at the time but may be relevant to future elections 
and ones that get resolved). 

- Complete ballot box checklist as part of the official precinct records. 
- The Clerk is available to answer voter questions about how to mark the ballot. 
- Clerks remain until their precinct has tallied out and their materials are put in the proper 

boxes. 
- Makes sure that NO unvoted ballots are left unattended at their station or on any 

tables.  Unvoted ballots should be put back in storage.   
- Does NOT make decisions regarding voter registration status (including party 

registration) but waits to receive instruction from the Warden after the Warden 
consults the Election Office. 

 
In addition, the following should also be included in the Clerk’s Record:  

- The name and address of any challenged voter and person making the challenge, as well 
as whether the voter presented identification. 

- The names and addresses of any provisional voter (all affirmations should be in the 
affirmation ballot envelope, to be kept with record of proceedings). 

- Any facts unique to the election (names and titles of election officials, time polls 
opened, time polls closed, problems with voting machines, complaints, and who was 
present at the counting of the ballots). 

- The names and addresses of any person whose name was not on the voting list, along 
with any resolution. 

- The number on the ballot box after the polls close (and before the ballots are counted). 
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- Any unusual events. 
 
If you are not sure whether or not to include certain information, include it.   
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General Duties and Responsibilities for 
Inspectors 
 
 
The Inspector checks voters in or checks voters out when voters cast ballots. 
 
The inspectors at the check-in table: 

- Clearly and audibly announce the voter’s name, address, and party ballot 
requested.  CRITICAL: Democrats may only cast Democratic ballots.  Republican may 
only cast Republican ballots.  Unenrolled voters may choose party ballot but the party 
ballot they are choosing must announced out loud along with name and address.  
Voters with “designations” may not vote in primaries and will not appear on the voting 
list.   

- Certain new voters must show identification and will be noted by “ID” next to the check 
in box.   

- The inspector makes a check mark in the box next to the voter’s name.  Unenrolled 
voters must be marked with a “D” next to the box if they chose a Democratic ballot, and 
an “R” if they chose a Republican ballot.  This is critical for the vote count and for 
accurate voter history records.  Inspectors who do not follow this procedure will not be 
called back for future elections. 

- The inspector hands the voter a ballot and offers the voter (and all voters) a privacy 
sleeve. 

- If a voter’s name does not appear on the voting list, refer them to the warden or clerk.  
The warden will then call the Elections office for instruction.   

- If the voter is inactive, they must sign the affirmation of current and continuous 
residence. 

- The poll worker must complete the bottom section labeled “Warden’s Certificate”. 
- After the voter completes the affirmation, ask the voter for identification.  Acceptable 

identification must include the voter’s name and the address at which he/she is 
registered to vote.  Examples: current and valid photo identification, current utility bill, 
bank statement, paycheck, government check, or other government document showing 
your name and address.   

- If the voter does not show identification, the poll worker must challenge the ballot.. 
Even if the inactive voter does not provide identification, the voter must be allowed to cast a 
regular ballot, but the poll worker must challenge the ballot! 
 
Challenging the ballot: 
1. Issue the following oath to the challenged voter: “You do solemnly swear (or affirm) that 
you are the identical person whom you represent yourself to be, that you are registered in 
this municipality, and that you have not voted in this election.” 
Before the ballot is marked, write the following information on the BACK of the ballot: 
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a. The voter’s name and current address; 
b. The poll worker’s name who is processing the voter; 
c. The reason: Inactive/ID 

2. Write “CV” next to the voter’s name on the inactive voter’s list. 
3. Keep the completed affirmation in the Inactive Check-In Book. 
4. Hand the ballot to the voter.  The voter will then proceed to mark and cast their ballot like 
any other voter. 
CHALLENGED VOTER BALLOTS GO IN THE BALLOT BOX LIKE ALL OTHER BALLOTS! 
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Before the Polls Open 
 
The Election Commission’s phone numbers dedicated to poll workers are:  
Call the office any time AND every time a need arises during the day.  Keep the phone numbers 
available through the whole day.  (Cell phone shut or used) 
 
All election workers must report by 6:30am to the polls, unless assigned to another time.  All 
poll workers should locate their stations before the polls open. 
 
Observers are allowed to be present at 6:30am, until the tallying is complete at the end of the 
evening. 
 
The polls must open promptly at 7:00am, even if some preparation is still in progress.  The 
warden announces that the polls are open at 7:00am.   
 
The voting booths, ballot box, ballot privacy sleeves, and ballot carrier with official ballots must 
be in full view at all times. 
 
The Warden and a Police Officer opens the top of the ballot box and examine it.  It should be 
shown to be empty.  Then they close the ballot box and lock the lower front lock with the ballot 
box key. 
 
The ballot box opening on the left side is kept open for hand counts. 
 
All election workers must be sworn in.  If an election worker was not sworn in at training or 
before Election Day, the Warden must swear him/her in before voting begins. 
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Opening of Ballot Boxes during Voting 
Hours 
 
When the ballot box is too full to operate, the Warden may, in the presence of a police officer, 
remove the ballots from the ballot box and place them in the ballot carrier.  The ballot box may 
not be open for any other reason.  The box should be kept locked until the polls are closed.  
This occurrence should be recorded by the precinct clerk. 
 
Never mix ballots from the various compartments in the ballot box.  The write-in ballots and 
those in the auxiliary department should not be removed. 
 
The warden should oversee this process and the clerk should record the event. 
 
 
NOTE: All ballots should be fed into the ballot box and NOT into the auxiliary department, using 
the “yes” button.  Ballots should only be put into the auxiliary department as a last resort. 
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Assisting Voters During Polling Hours 
 
Who May Vote 
Anyone whose name is on the Voting List is qualified to vote. 
 
Voter States Name & Address (and party ballot requested if unenrolled” 
The voter states name and address to the Inspector in charge of the Check-In Voting List.  Be 
considerate and patient with all voters.  Speak calmly and slowly and be considerate of voters 
with disabilities or who are hard of hearing. 
 
Certain New Voters Must Show ID 
 
There will be an [ID] beside the name of voters who are required to show ID. 
Example: U [ID] Smith, Bob 
 
Acceptable identification must include voter’s name and address where registered to vote.  
Examples are: driver’s license, current utility bill, rent receipt, lease, paycheck, or government 
document.   
 
Voters with ID next to their names, who cannot produce suitable ID, must vote by provisional 
ballot, or given the option to come back later with ID. 
 
Do NOT turn voter away!!! 
If there are any problems, such as a voter whose name is not on the Voting List, Inspectors 
must send them to the warden or clerk, who will consult with (and receive instruction from) 
the Elections Office. 
 
When a voter appears to vote: Check-In Table 
 
The inspector looks for the name on the check-in list and state loudly and clearly the name and 
address of the voter, and party ballot being voted. 
 
The inspector places a check mark in the box to the left of the voter’s name on the check-in list.   
 
Inactive Voter 
 
Inactive voters’ names appear on the separate Inactive Voters list.  Do not check their names or 
issue them a ballot until they complete the affirmation process.   
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The Clerk notes the name and address of all challenged voters, including inactive voters who 
did not provide proper ID. 
 
Do not discuss inactive status with the voter, except to explain that it is based on the annual 
census.   
 
Name not on Voting List or Listed Incorrectly 
 
If the name of the person attempting to vote is not on the Voting List, contact the Warden or 
Clerk and they will contact the Election Office. 
 
The warden will complete an RMV survey if the voter claims that they registered at the 
Registry of Motor Vehicles, before contacting the Election Office. 
 
If the Elections Office says that the voter may vote, fill out a Certificate of Eligibility and place 
completed from in the Clerk’s records. 
 
If the office says that the voter cannot vote a regular ballot, the voter may: 
Contact the office to try to establish eligibility OR  
Cast a Provisional Ballot.  Wait for instruction before offering a provisional ballot. 
 
Voting by Provisional Ballot 
If the voter chooses to cast a provisional ballot, the warden or clerk assigns a Provisional Ballot 
number to the voter (sequentially).  The number show the ward and precinct, sequencing of 
voting a provisional ballot in that precinct, and party ballot cast. 
 
Example: P 1, Ballot 2 
 
The number must be recorded in five places: 

1. Provisional Voting Roster 
2. Provisional Ballot Affirmation Form 
3. Provisional Ballot Information Sheet 
4. Provisional Ballot Envelope 
5. Precinct Clerks’ Records 

 
The Warden records the reason for issuing the Provisional Ballot on: 
- Provisional Voting Roster.  

- Provisional Ballot Affirmation Form. 
The reason is also recorded in the Clerk’s records. 
The Warden fills in and the voter signs the Provisional Ballot Affirmation Form.  The voter must 
then: 

- Show suitable form of identification as noted above. 
- If the voter does not produce an ID, the voter must still be allowed to vote a Provisional 

Ballot. 
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- The voter fills out and signs a Provisional Ballot Affirmation form. 
 
The Warden and Clerk then records “Provisional Ballot” at the top of the ballot.  The Inspector 
hands the voter the Provisional Ballot inside the privacy sleeve. 
 
The Warden or Clerk directs the voter to place the voted Provisional Ballot in the numbered 
Provisional Ballot Envelope and seal it. 
 
The Warden or Clerk places the Provisional Ballot Envelope in the Provisional Records Envelope.    
 
If voter produces ID by the close of the polls, the Provisional Ballot is marked “spoiled” and 
the voter is given a new ballot. 
 
The voter is given the Provisional Ballot Information Sheet, with the Provisional Ballot Number 
recorded on it.  The sheet includes information about the Board of Registrars meeting 
(consideration of Provisional Ballots is on agenda).   
 
The Provisional Ballot Affirmation Form is placed in the Provisional Records Envelope. 
The Provisional Voter Roster is place in the Provisional Records Envelope. 
 
Instruction to Voters 
In accordance with the law, an election officer may if asked, answer questions and instruct the 
voter on the proper marking of the ballot. This is done outside the voting booth.  Instructions 
may only be on the mechanics of voting, NOT anything about candidates, ballot questions, 
political parties, or any other political issue. 
 
Assistance to Voters 
All voters who requests so, may vote using the AutoMark machine.  All ballots marked with the 
assistance of this machine still must be cast through the ballot box in order to be counted.  
Except for voters who ask for assistance, a voter must mark his/her ballot in secret.  A voter 
who asks for assistance in marking a ballot because of blindness, physical disability, or inability 
to read English may be assisted by a voter of his/her choice, or by an election officer.  Make 
sure that all voters seeking assistance are aware of the AutoMark option.   
 
Spoiled Ballots 
If a voter spoils a ballot, he/she may return it and ask for another ballot.  Voters are allowed no 
more than three (3) ballots.  The voter returns the spoiled ballot to the Inspector.  Voters who 
spoil ballots must be escorted back to the check-in table to obtain a new ballot.  All spoiled 
ballots are kept at the check-in table. 
 
Spoiled Ballot Envelope 
After the voter returns that spoiled ballot to the Inspector, mark the ballot “spoiled” and place 
it in the Spoiled Ballot Envelope. 
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DO NOT PLACE A SPOILED BALLOT IN THE BALLOT BOX!!! 
 
Voter goes to check-out table 
The inspector in charge of maintaining the check out voting list asks for the voter’s name and 
address. The Inspector finds the name and address on the list and repeats it loudly and clearly. 
 
Casting Ballots in Ballot Box 
 
Per law, the voter feeds his/her own ballot through the scanner. 
 
The voter inserts the ballot face down into scanner.  Enough of the ballot must extend past the 
tip of the privacy sleeve to be caught by the scanner. 
After the ballot has been cast in the ballot box, the voter returns the privacy sleeve to the 
Inspector at the Check Out table. 
Inspectors at the check out table should return privacy sleeves to the check in table as time 
permits. 
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Ballot Scanner 
 
If ballot jams in scanner and does not feed through: 

- Unlock the front panel access door with ballot box key that holds scanner in place. 
- Slide the scanner forward approximately 5 inches. 
- Read LCD message on scanner before proceeding further. 
 
Note: LCD messages for jammed ballots are: 
1. Counted Ballot jammed in reader; 
2. Returned Ballot jammed in reader 

 
Counted Ballot jammed in reader means ballot has been read. 
Remove ballot and DEPOSIT MANUALLY into ballot box through slot at the back of the scanner. 
 
Returned Ballot jammed in reader means ballot box has not been read. 
Remove ballot and slide scanner back into ballot box.  Lock front panel access door.  Re-insert 
ballot into scanner. 
 
If ballot box jams again, put ballot into Auxiliary Compartment.  If jamming continues with 
subsequent ballots, inform the Elections Office. 
 
If ballot Ejected by Scanner 
 
Before proceeding further, read LCD message on scanner.   
 

Note: LCD message for ejected ballots are: 
1. Invalid Ballot 
2. Ballot not read 
3. Over vote 
4. Blank Vote Card 

 
Invalid Ballot 
After the voter reviews his/her ballot, have ballot fed through by pushing the “yes” button.  If 
that does not work, place the ballot in auxiliary compartment.  Assure voter that ballot will be 
counted.  Do not look at ballot under any circumstances. 
 
 
 
 
Ballot Not Read 
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Re-insert after the voter reviews it.  If ballot ejects a second time, do not look at it.  Place ballot 
in the Auxiliary Compartment.  Do not offer reason for ballot not scanning but assure voter that 
the ballot will be counted. 
 
Over Vote 
If display message reads “Over voter”, offer the voter a second ballot.  If the voter refuses a 
second ballot, you may put it through the scanner, pushing the “over ride” button. 
 
Blank Vote Card 
If ballot is ejected and the scanner reads BLANK VOTED: 

1. Offer the voter the opportunity to review and change ballot. 
2. If the voter declines, ballot may be fed into scanner by pushing the yes button to 

over-ride 
 
If scanner becomes inoperable 
 
If scanner becomes inoperable and won’t accept ballots: place ballots in the Auxiliary 
Compartment.  Assure all voters that their ballots will be counted.  Contact the Election Office 
IMMEDIATELY!!!! 
 
Account for all Ballots 
If a voter discards, destroys or attempts to take a ballot from the polls, be sure that the ballot, 
no matter what the condition, is returned to you.  Mark the ballot “spoiled” and place it in the 
Spoiled Ballot Envelope.   
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Processing Absentee Ballots 
 
Delivery of Absentee Ballots 
 
Absentee ballots are delivered to the polls by Election Commissioners or authorized deputies 
during polling hours, until the polls close at 8pm.   
 
Voters or associates of voters may NOT deliver ballots to the polls.  Any ballots left by anyone 
other than an election official must be REJECTED. 
 
Absentee Ballots to be processed 
 
When an absentee ballot is transmitted to the polls, election officers must process it through 
unless the person’s name has been marked on Voting List as having voted in person or the 
name is not on any voting list.  Inform the Election Office if the name does not appear on the 
voting list, or the “N” Specially Qualified List. 
 
The Inspector shall announce the name and address of the absentee voter, and the party ballot 
cast (the same way as someone voting in person).  You will note that the letters AV are written 
in the box next to the absentee voter’s name on the voting list. 
 
Open the absentee ballot envelope carefully so you do not deface, mark or tear the ballot.   
It is ILLEGAL to look at how the ballot is voted.  If a poll worker violates the law, not only will 
he or she be dismissed immediately and be banned from future assignments, but the poll 
worker will also be reported to the appropriate authorities for criminal prosecution. 
 
The absentee ballot envelope must not contain more than one ballot. 
If more than one ballot is in the envelope, neither ballot is to be counted.  Put the ballots 
back into the envelope and write “rejected as defective” on the envelope.  Place the ballot in 
the Absentee Ballot Envelope.  Note on the absentee voter list that the ballot was “rejected 
as defective”.   
 
Challenging of Absentee Ballots 
If an absentee ballot is challenged when cast, the Warden writes the name and address of the 
absentee voter on the back of the ballot.  The challenger’s name and address should also be 
recorded.  The event is noted in the Clerk’s records.  The letters [CV] are placed on the Check In 
and Check Out Voting lists next to the name of the challenged voter. 
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Example: R [AV] CV Lincoln, Abraham  
Then the ballot may be deposited in the ballot box. 
 
Placing Absentee in the Ballot Box 
 
The Warden removes the ballot from its envelope, without unfolding or examining it and gives 
it to the Inspector.  Without examining it or looking at how the ballot was voted, the Warden 
unfolds it and feeds it into the scanner. 
 
Absentee ballot envelopes are kept with the Warden after the ballot is processed. 
 
Absentee Voters who seek to vote in person 
 
When an absentee voter appears in person at the polls, inspectors will see the letters [AV] next 
to the name on the voting list.  The Warden or Clerk must call the Election Office before the 
voter is given a ballot. 
 
If the Elections Office determines that the voter may be allowed to voter in person, the Warden 
will ask to see identification and will then issue an Absentee Voter Certificate.  The letter “C” 
shall be placed next to the absentee voter’s name on the Check In and Check Out lists.  The 
completed Absentee Voter Certificate should be given back to the precinct Clerk for placement 
in the records. 
 
Example: “C” D [AV] Obama, Barack 
 
If the absentee ballot is later received at the polls, the warden shall write on the envelope 
“Rejected as Voted in Person”, and place it in the Absentee Ballot Envelope.  It shall also be 
checked off on the Absentee Ballot list in the column “Rejected – Voter in Person”. 
 
If the absentee voter brings an absentee ballot to the polls, and it is determined that the voter 
may vote in person, mark the absentee ballot as “Rejected as Voted in Person” and place it in 
the Absentee Ballot Envelope.  Ask for identification and issue an Absentee Voter Certificate. 
 
Do NOT accept a voted absentee ballot that is being delivered to the polls by anyone other 
than an election official.  The ballot must be taken to the Election Office.  Ballots are accepted 
at the Election Office by voters or family member of the voter only. 
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Challenges to Voters 
 
Challenges of the Right to Voter 
 
An election officer or any other person may challenge a person’s right to vote, including that of 
an absentee voter.  The challenger must state the reason for the challenge.  It is not enough to 
simply state that the person is not qualified. 
 
Legitimate Reasons to challenge: 

- This person is not old enough to vote 
- This person is not a citizen  
- This person should have been removed from the voting list 
- The person has already voted 
- This person is not the person he/she claims to be 

 
Illegal Challenges 
 
Challengers should be aware that any person challenging a voter for the purpose of 
intimidation of ascertaining how he/she voter may be fined up to $100 
 
Challenge Procedure 
 
Do not permit the challenger and the voter to engage in any arguments.  When a voter is 
challenged, these procedures must be followed: 
 

1. The Warden administers the oath to the challenged voter: 
OATH 
“Do you solemnly swear (or affirm) that you are the identical person whom you 
represent yourself to be, that you are registered in this precinct, and that you have 
not voted in this election.” 

 
2. Before the ballot is marked, the Warden requires the challenged person to write 

his/her name and current residence on the back of the ballot. 
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3. The Warden adds the name of the challenger and the cause of the challenge, 
whereupon the voter may receive the ballot.  No statement shall be made, or 
information given, as to how the person voted. 

 
4. The Clerk shall record the name and address of every person who is challenged and 

has voted. 
 

5. The inspectors mark the letters [CV] in the box next to the left of the challenged 
voter’s name. 

 
Example: R [CV] Nixon, Richard 
 
The ballot is then deposited in the ballot box.   
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Closing the Polls 
 
The Warden announces when the polls close at 8pm. 
Voters in line at 8pm must be allowed to vote.  Voters should be inside the polling place unless 
they are at the end of a line which extends outside the area. 
The police officer stands at the end of the line of voters until the last one has been checked 
in.  The police officer should be notified that they are to stand at the end of the line before 
voting time. 
All voters must leave the voting area as soon as they have cast their ballots. 
 
Public May Observe Counting 
 
The general public is allowed inside the polling place after the polls close.  The public must 
observe from outside the voting area.  A designated area for the public will be marked. 
 
Only election officers may handle ballots.  All ballots cast must be in full view of the public while 
the counting of ballots is going on, unless they are sealed in the Voted Ballot Carrier. 
 
Processed Ballots from Auxiliary Compartment 
The WARDEN opens the Auxiliary Compartment (lower lock on left side) and removes the 
ballots.  The WARDEN then attempts to process ballots through the scanner.   
If creases on the ballots are causing ballots to be ejected, the WARDEN should flatten them 
with a ruler and try to insert them again. 
If the scanner still does not accept them, put them back in the Auxiliary Compartment for 
processing. 
 
Recording and Printing 
The Clerk records the final number on the scanner (Ballot Box Register) in the Clerk’s Records. 
 
Voting Totals 
The inspectors count audibly and clearly the number of names checked on the Check In and 
Check Out voting lists. 
Then announce the total number on each list.  The precinct clerk records the number on the 
Clerk Sheet.   
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The number of voters checked on the voting list should equal the number recorded on the 
scanner (ballot box register) plus any auxiliary ballots. 
 
THERE MUST BE NO COMMUNICATION BETWEEN THE CHECK-IN AND CHECK-OUT TABLES 
WHILE TALLYING THE NUMBER OF VOTERS. 
Place the following items in the check list envelope after reconciling the totals on the voting list: 

- Check in voting list 
- Check out voting list 
- List of absentee voters 
- Affirmation of Current & Continuous Residents for voters listed as inactive (if any) 
- Absentee Voter Certificates (if any) 
- Certificates of Eligibility (if any) 

 
The WARDEN and Clerk sign the label on the front of the check list envelopes.  Place the seal 
over clasp on back and sign it. 
 
Place check list envelope in packet of poll envelopes. 
 
Print Three (3) Precinct Tapes 
The Warden or Clerk prints three (3) precinct tapes as follows: 

- Unlock the front panel access door (upper front lock) on the ballot box with the 
appropriate key.  The control panel with YES and NO buttons is now visible. 

- Unlock and remove the printer cover.   
- Remove the Precinct Ender Card from compartment in the bottom of the scanner 

carrying case. 
- Insert it into the scanner while holding down both the YES and NO buttons at the same 

time.  The first precinct tape prints automatically. 
- When the scanner reads: Need another copy?  Press YES 
- After that copy prints, the scanner reads again: Need another COPY?  Press YES again. 
- After the third copy prints, the scanner asks: Need another copy?  Press NO. 
- Turn the scanner off.  Lock the printer cover back on.  Lock the silver bar into place. 

 
The Warden and Clerk sign the label on front of the check list envelope.  Place the seal over the 
clasp on back and sign it. 
 
Place check list envelope in packet of poll envelopes. 
 
Printout 1: WARDEN, Clerk and Police Officer sign the first printout.  It is retained by Clerk for 
Clerk Records 
Printout 2: Warden, Clerk, and Police Office sign the second printout and post it on wall for 
public view. 
Printout 3: Warden, Clerk, and Police Officer sign the third printout and put in the Unofficial 
Results Envelope.   
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Provisional Records Envelope 
- Provisional Ballot Affirmation Forms 
- Provisional Ballot Envelopes (numbered) 
- Provisional Ballot Roster 
- Count the number of Provisional Ballot envelopes.  Do not count votes on these ballots. 
- Record on the outside of the Provisional Records Envelope the number of provisional 

ballots it contains. 
- Clerk records number in records. 
- Place provisional records in the packet of poll envelopes. 
- The provisional ballot envelope must be sealed but do not put in with cast ballots.  It 

must be kept separate. 
 
Spoiled Ballot Envelope 

- Count number of spoiled ballots 
- Record number on front of spoiled ballot envelope 
- Place ballots in spoiled ballot envelope 
- Clerk records number in records 
- Place spoiled ballot envelope in the packet of poll envelopes 

 
Absentee Ballot Envelopes – Master Envelope 

- Count the number of absentee ballot jurat envelopes 
- Record number in front of Absentee Ballot Envelope 
- Place absentee ballot envelope in the packet of poll envelopes 

 
Count Un-voted Ballots and Place in Un-Voted Ballot Carrier 
 
Count unused ballots and announce total number.  The total number of used and unused 
ballots should equal the total number of ballot received. 
 
After they are counted, all unused ballots should be returned to the Un-vote Ballot Carrier.   
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Hand-Counting Ballots 
 
Count Ballots from Auxiliary Compartment 
 
When counting ballots from the Auxiliary Compartment, every vote including write-in’s and 
blanks, must be recorded.  Use only red pen. 
 

- Remove ballots from Auxiliary Compartment 
- Count the number of Auxiliary Ballots and report number to Clerk for recording before 

proceeding to count the ballots 
- Obtain auxiliary ballot tally sheets from the unofficial results envelope 
- Record the name of the candidate(s) for whom the vote was cast under the correct 

office and place a check mark in the vote column 
- If there is no vote, or an under-vote, place a check mark for blank 
- If there is a write-in, record the name under the correct office and put a check mark in 

the vote column 
- After all the votes, blanks, and write-in totals for each office are recorded, count the 

check marks and record the total in the TOTALS column 
- Place the auxiliary ballots in the auxiliary ballot envelope 
- Place the auxiliary ballot tally sheets in the unofficial results envelope 
- Place the auxiliary ballot envelope in the packet of poll envelopes  

 
Open Ballot Box and Remove Ballots 
 
The Warden opens the ballot box and processes ballots as follows: 

- Unlock the rear door of the ballot box.  Remove ballots from the compartment on the 
left side.  Place them on a table in full public view. 

- Election officers will inspect all ballots to see if there are any write-in or sticker votes.  If 
any, they are set aside for hand counting. 

- Remove write-in ballots from the compartment on the right side of the ballot box and 
place them on the table with the ballots set aside for hand counting. 

- Place all remaining voted ballots, except those set aside for hand counting, in the Voted 
Ballot Carrier. 
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Count Ballots with Write-Ins 
 
When counting ballots with write-ins from the back of the ballot box, record only write-in 
names.  The votes for candidates and blank votes have already been counted by the scanner!  
Use only red pen. 

- Obtain the Write-In Ballot Tally Sheet from the unofficial results envelope 
- Record one ballot at a time 
- Record on the tally sheet the office for which there is a write-in 
- Record the name of the write-in candidates under the office.  If an address is included, 

record that also.  Put a red check mark in the COUNT column. 
- If the write-in oval is filled in, but no name is written, record as Blank. 
- After write-in votes have been recorded, count the checkmarks for each write-in 

candidate and record in the TOTALS column 
- Put write-in ballots in the write-in envelope 
- Place the write-in envelope in the packet of poll envelopes 
- Place the write-in ballot tally sheet in the unofficial results envelope 
- All ballots that were scanned must also be checked for write-in votes. 

 
One (1) printer tape and all tally sheets are placed in the Unofficial Results Envelope. 
Place the Unofficial Results Envelope in the Packet of Poll Envelopes. 
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Wrap Up! 
 
Voted Ballots 
 
Place all cast ballots, except for auxiliary and write-in’s, in the voted ballot carrier. 
 
Do NOT include write-in ballots. 
Do NOT include auxiliary ballots. 
These ballots should have been stored separately in their marked envelopes and placed in the 
Packet of Poll Envelopes. 
 
Voted Ballot Carrier 
 
Close the ballot carrier and seal at both ends.  Place a paper seal over the opening.  The Police 
Officer signs the label on top of the case, and writes the seal number in the space provided.   
 
Lock all compartments of ballot box and return keys to Police Officer to place in scanner case. 
 
All envelopes are placed in the packet of poll envelopes for transportation to Election Office. 
The Packet of Poll Envelopes should contain seven (7) envelopes: 

1. Clerk List Envelope 
2. Provisional Ballot Envelope 
3. Absentee Ballot Envelope 
4. Spoiled Ballot Envelope 
5. Write-In Envelope 
6. Auxiliary Ballot Envelope 
7. Unofficial Results Envelope  

 
Place a paper seal over the fastener on the back of the Packet of Poll Envelopes for security.  
The Warden and Clerk sign the seal. 
 
Do not throw anything away! 
 
Election officials accompanied by police bring the following to Elections Office: 
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- Voted Ballot Carrier 
- Un-voted ballot Carrier 
- Packet of Poll Envelopes containing all seven (7) Envelopes 
- Records of all four (4) precinct clerks 
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