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HAVA — Help America vote Act

To meet HAVA ADA requirements, the County utilizes a portable ballot marking machine called
the ImageCast Ballot Counter and Ballot Marking device in each polling place. This unit serves
both the Accessible and Non-Accessible voter. It contains the following:
An audio voting terminal consisting of a hand-held Audio Tactile Interface (ATI) or other
Audio interface, as needed for the Accessible voter, (Sip and Puff device or Paddle
Button) for navigating the ballot, and a display screen.

An electronic Ballot Marking Device (BMD), that prints a marked ballot for the Accessible
voter based upon their selections.

A ballot scanning station for review and deposit of both Accessible and Non-Accessible
voters' marked ballots.

A main compartment for storing all ballots that have been reviewed and/or cast by all the
voters.

A write-in compartment for storing ballots with marked write-in votes.

A lockable auxiliary compartment to be used as a temporary/un-scanned ballot repository
for ballots.

For the Accessible voters, the audio voting terminal is first used to navigate and mark their ballots
by using the Audio tactile interface (ATI). The Ballot Marking Device (BMD) then prints a marked
paper ballot corresponding to the selections the Accessible voter made on the audio ballot during
their audio session. The Accessible voters' marked paper ballot is then inserted into the
ImageCast's ballot scanning station, which reads the ballot, reviews the ballot selections for the
Accessible voter (when initialized for an audio/visual session), and deposits the ballot into the
internal compartment of the ballot box.

The Non-Accessible voters will obtain a preprinted ballot containing all the candidates and
contests from the Poll worker. Each non-accessible voter will mark their ballot using a felt tip pen
or appropriate equivalent, within a private voting area or booth. The marked paper ballot is then
inserted into the ImageCast Ballot Counter (ICP) which reads the ballot and deposits the ballot
into an internal compartment of the ballot box.

After the close of voting, the ImageCast prints a results tape from all voters' scanned ballots
(Accessible and Non-Accessible).

New York State HAVA State Plan Introduction

For the first time in the history of the United States, the federal government has committed to fund
sweeping election reforms which enhance the voting process in this country. The Help America
Vote Act, (HAVA) of 2002, requires all states to meet minimum standards for voting systems and
for the administration of the electoral process, from voter registration to the casting of the ballot.

HAVA is the result of 18 months of negotiations between congressional representatives and
members of the elections community, advocates for persons with disabilities, and members of
ethnic and language minority groups. The problems surrounding the 2000 Presidential election
were the catalyst for this legislation. In order to guarantee the intended results, HAVA leaves very
little discretion to the states in enacting the changes mandated by the legislation. For example,
while states may decide which voting system(s) it wishes to use, the system selected must meet
the stringent minimum standards set out in the federal legislation.
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New York Stat HAVA State Plan Introduction — cont'd

The implementation of HAVA in New York State requires several changes which will improve the
conduct of elections and voter registration procedures. Among the major changes required by
HAVA are:
- Replacement of 19,843 lever machines used in 15,571 election districts in the November
2000 election with voting system(s) which increases the accessibility for persons with
disabilities; provides alternate language accessibility as required by the Voting Rights Act
of 1965; and gives all voters an opportunity to assure the accuracy of their vote before it
is cast;
Establishment of a single, interactive computerized statewide voter registration list,
maintained by the state, which will enable the elimination of duplicate registrations;
Verification of voter identification information, enhancing New York's ability to maintain
complete and correct voter registration lists;
Creation of a state-based administrative procedure for hearing and resolving citizen
complaints involving violations of HAVA provisions, and
Use of provisional ballots

HAVA provides significant federal money for the many mandates placed upon the states,
including replacement of lever machines and punch card voting devices, the training of election
officials and workers, the education of the general public, and the creation of a statewide voter
registration system. The statute requires each state intending to use these funds to apply for and
certify that the funds will be used for the purposes outlined in the statute. Additionally, the law
requires the submission of a plan which outlines how the state will use the funds to meet the
requirements of the law, and how it will monitor and disperse those funds. The procedures for
developing the state plan, as well as the contents of the plan, are set out in detail in the statute.

Because federal money has been appropriated in the 2002-2003 federal fiscal year budget which
ends in September of 2003, New York needs to submit its plan before the end of the fiscal year to
ensure our fair share of federal money. New York is meeting the requirements of HAVA through
the development of this plan through the HAVA Task force. The Task Force, though five public
meetings, where an open and free discussion of members and the public ensued, defined issues,
posted alternative methods for resolving those issues and established priorities for the State in
implementing HAVA.

The State Plan is the result of the work of the Task Force and the supplemental groups which
provided information and advice to the Task Force. It provides a framework within which the State
of New York will work to meet the statutory requirements of HAVA. That framework includes
goals and a time frame for meeting them, as well as standards for determining the success of our
progress. While this plan provides the framework to allow New York access to its fair share of
federal money, it is not intended to provide definitive answers to all questions which need to be
addressed for the implementation of HAVA. The federal law provides a three-year implementation
period and ongoing discussions and decisions in New York are needed to fully implement this
important piece of legislation. We are committed to engaging in these discussions with all
interested parties, as we have throughout this initial process.
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Lesson 101.1 Program Overview
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This manual includes the following information:
- Preparation for Election Day
Responsibilities
Glossary of Terms
Introduction to the Optical Scan Paper Ballot Voting Machine
Opening the Polls
Processing Voters
Processing Ballots
Closing the Polls

Lesson 101.2 Message to Inspectors
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As an Election Inspector, you play an essential role in the process that enables citizens the
opportunity to exercise their constitutional right to vote. The impression that you leave with voters
influences their view of the election system. We trust that you, as a representative of your county
Board of Elections and your political party, will perform your duties in order to give voters
confidence in the fairness and effectiveness of the election process.

This manual as well as other election material you will receive will describe your responsibilities in
detail.

The two main objectives Inspectors are responsible for are:
To Help qualified voters

To Ensure votes are properly counted

You can accomplish these goals by maintaining a helpful attitude and by applying the election
laws and procedures provided to you through these learning aids.

Who Are We?
The Chautauqua County Board of Elections is located in the Hall R. Clothier Building, 7 North
Erie Street in Mayville New York 14757 — 1027.

The Chautauqua County Board of Elections consists of Election Commissioners, Norman P.
Green — Democrat and Brian C. Abram — Republican and a staff of 8 and currently serves over
82,000 registered voters in 124 election districts, at 55 polling sites, in 27 towns, and 2 cities
spread out over 1,000 square miles. The County has been divided into 8 geographical areas,
some with multiple districts at each site with a Board of Elections staff member acting as Director
for his/her assigned area, along with an Assistant Director. These two are the first line of support
for any problems that may occur during voting hours. Under the leadership of the Area Director,
each Poll Site has a Poll Site Coordinator who is responsible for overseeing all activities during
the day, staying in frequent contact with his/her Director, and keeping them aware of any
problems or developing situations. On Election Day, election inspectors are assigned by the
Coordinator to act as Table Team, Machine Team or Floor Team members, rotating
responsibilities throughout the day.
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Lesson 102.1 Overview
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This section will prepare you for the following:
How to cast your own vote
Professionalism and Sensitivity Training
New York State Voter's Bill of Rights

Lesson 102.2 Poll Worker Voting, Professionalism — Sensitivity and Bill of Rights
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Every Vote Counts including Yours!

VOTING ABSENTEE FOR INSPECTORS

If you do not vote at the same poll site where you work, you must apply for an Election Inspector
Special Absentee ballot. You may go directly to the Board of Elections and vote in person or one
can be mailed to you within the two week period prior to the Election. This will ensure proper poll
site coverage during the day.

Professionalism & Sensitivity

At all times we need to be professional and sensitive to the people around us on Election Day
whether they are fellow Election Inspectors or Voters. We need to remember why we are there -
to help the voter when needed.

Things to do! Things Not to do!
* Assist voters * Gossip
* Be aware of Special Needs * Be Intrusive
* Make eye contact * Touch the Voted Ballot
* Be Courteous * No Sighs or Humphs
* Always be Bi-Partisan
* SMILE
# #
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STOP
At no time will an
Election Inspector

Take the Ballot
From the Voter and

Insert the Ballot into

the Machine

DO NOT TOUCH THE

BALLOT
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Lesson 102.2 Poll Worker Voting, Professionalism — Sensitivity and Bill of Rights —cont'd
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NEW YORK STATE VOTER'S BILL OF RIGHTS

As a registered voter, you have the RIGHT TO:

VOTE: The right to vote includes voting for candidates and questions on the ballot and having
sufficient time to vote.
HAVE YOUR VOTES COUNT: Vote on a voting system that is in working condition and that will
allow votes to be accurately cast.
SECRECY IN VOTING: Secrecy in voting will be preserved for all elections.
FREEDOM IN VOTING: Cast your vote, free from coercion or intimidation by election officers or
any other person.
PERMANENT REGISTRATION: Once registered to vote, you continue to remain qualified to vote
from an address within your county or city.
ACCESSIBLE ELECTIONS: Non-discriminatory equal access to the election system for alll
voters, including the elderly, disabled, alternative language minorities, military and overseas
citizens, as required by Federal and State laws.
ASSISTANCE IN VOTING: You may request assistance to vote because of blindness, disability,
or inability to read or write.
INSTRUCTION IN VOTING:

, and before entering or approaching a privacy booth, scanner or ballot marking
you may request help in how to mark and/or cast your ballot
AFFIDAVIT VOTING: Whenever your name does not appear in the poll ledger or the voter
registration or enrollment list, or you do not provide identification when required, you will be
offered an affidavit ballot.
FIRST TIME VOTER?_Instructions on how to vote are available on the sample ballot posted in
this polling place. If you need additional help, prior to signing in, ask the inspectors working at the
polling place.
CASTING A VOTE ON PAPER BALLOT Review your ballot to be sure you have cast your votes
as you intended. Be sure to vote for the number of candidates permitted, for each office on your
ballot. Casting more votes than the maximum number permitted in any contest (overvoting), will
void your votes for that contest only. If you make a mistake on your ballot, return it to the
inspectors and you will be given another. After you insert your ballot into the scanner, wait for the

which tells you your ballot was successfully scanned

PROBLEMS? Federal and State Laws prohibit acts of fraud and misrepresentation with voting.
When you encounter problems voting, contact your local County Board of elections or the State
Board of Elections

Call 1 — 716 —753-4580
Or write to them at 7 N. Erie St.
Mayville, New York 14757
vote@co.chautauqua.ny.us

Call1-518-474 - 6221
Or write to them, at 40 Steuben Street
Albany, New York 12207 — 2108
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Glossary of Terms
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Absentee Ballot

Affidavit Ballot

ATI

ATI Cable

ATI Port

Ballot Scanner

Ballot Printer (BMD)

Challenge

Challenge Report

Contrast

Emergency Ballot Box

HP Printer

| Button

ICP

Indicator Lights

*% *%k%

A ballot marked by a voter and either mailed and (post marked no later
than the day before the election) or hand delivered no later than the day
before the elections to the Board of Elections or may be dropped at any
poll site in Chautaugua County on the day of the election.

A ballot which once voted goes into an affidavit ballot envelope that must
be accurately and completely filled out by the voter and the poll site
coordinator.

Audio Tactile Interface; this is the hand held unit used by ADA voters to
make their vote selections

Specific cable used to connect the ATI to the BMD, commonly found in
yellow or blue. (Also known as the Ethernet cable.)

Located on the back of the BMD and is used to connect the ATl via a
cable. (Also known as the Ethernet port.)

Scans the paper ballot inserted by the voter.

Ballot Marking Device; the device used for printing and duplexing a ballot
in audio mode. It is located on top of the ballot box and contains the HP
printer

Calling into question the eligibility of a voter to vote.

Form that inspectors and the Board of elections completes to record all
challenges.

Green button on the back of the BMD section used to adjust contrast on
the ballot while in audio session.

Locked and separated portion of the ballot box. Used to deposit ballots in
the event that a machine is temporarily unusable during an election.

The device responsible for printing a ballot, it is contained within the
BMD and works in conjunction with the Ihand.

This device is a small programmable module used to access election
files and some diagnostic functions. It provides security to the machine
and should be kept in a secure place at all times.

The device used for inserting and scanning ballots prior to the ballot box
entry. It is located on the top of the ballot box; this device is also called
the tabulator or scanner. The preferred term is ICP.

Indicator lights are located throughout the ImageCast unit. The BMD, HP
printer, UPS and ICP all contain indicator lights.

10
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Glossary of Terms Continued

LCD Screen

Monitor

Notice to Voters

Poll Book

Polling Site

Pollwatcher

Scanner

Security Key
Tabulator

Thermal Printer

UPS

Write-In

Zoom

This device is the touch screen panel located on top of the ICP and is
used to visually review ballots and to perform the diagnostic functions
and access the menu. It is also called the touch screen.

This device is the display monitor located above the entire unit and is
attached to the monitor arm. The term is commonly misused to describe
the LCD touch screen.

A statement given to voters who are voting on an affidavit ballot. The
notice outlines the voter's legal options.

A computerized list of voters, containing digitized signatures and
important registration information.

The physical location where voters go to cast their ballots during an
election, also called an election district site, poll site, or polling place.

A person appointed by the Chairperson or the secretary of a political
party to observe the Election Day procedures in a precinct.

The device used for inserting and scanning ballots prior to the ballot box
Entry, this device is also preferably called the ICP.

| button

Also know as ICP

This device is located within the top right portion of the ICP. It is used to
Print election logs and diagnostic reports. It contains thermal printer
paper.

Uninterruptible Power Supply. This device is the battery back up and
controls the power supply to the ImageCast.

A candidate in an election whose name does not appear on the ballot,

but for whom voters may vote by writing in the person's name.

Yellow button on the back of the BMD used to zoom in the ballot while in
an audio session.

11
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Lesson 102.6 Introduction to the Optical Scan Paper Ballot Voting Machine
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This lesson will give you a detailed look at the Optical Scan Paper Ballot voting Machine

BMD Ballot Marking Device

Security
Key pad

Privacy
Screen

Ballot
Scanner
Insert Ballot

Here l—’

LCD
Screen

Unscanned
Ballot
Slot for Machine

/ Ballot Printer (BMD)

Zoom & Contrast Controls

Blank
Paper
Insert Slot

12
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Lesson 102.6 Introduction to the Optical Scan Paper Ballot Voting Machine
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ADA Monitor w/ \

Privacy Cover

Ballot Printer
BMD

Ballot box

Lesson 103.1 Overview

This lesson will provide you with the following:
Election Inspector qualifications
How to be certified

Lesson 103.2 Inspector Qualifications

Election Inspectors work at the polling sites on Election Day, ensuring that elections are
conducted in a fair and impartial manner. This lesson describes the qualifications needed to
become a certified inspector.

Qualifications for Becoming an Inspector

You must be a registered voter of either the Democratic or Republican Party.
You must be a resident of the County you are working in.

You can not hold any elective public office.

You can not be a spouse, parent or child of a candidate who is running for office.

You must be able to speak, read and write the English language.

Becoming Certified

If you meet the criteria, you are eligible to become a certified Inspector. To become certified, you
must attend an official training class conducted by your county Board of Elections and pass an
examination.

13
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Lesson 104.1 Overview
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This lesson will:
Identify people allowed at the polling site
Define the role of a Poll Watcher
Identify how many Poll Watchers are allowed
Prepare you for opening the polls
Prepare you for opening the machine

Lesson 104.2 People Allowed in the Polling Site
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Who is allowed in the Polling Site?

People allowed in the polling site before the polls open include:
- Inspectors
Law Enforcement
Pollwatchers
Board of Election Staff

Lesson 104.3 Pollwatcher Certification
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Becoming a Certified Pollwatcher

A Pollwatcher is a person appointed by the Chairperson or secretary of a political party to
observe the Election Day procedures in an election district.

Pollwatchers must be qualified voters in the county in which they serve, except in New York City,
where they may serve at any election district in the city.

Defining the Roll of a Pollwatcher
Each Pollwatcher must report to the Poll Site Coordinator and identify them selves as such.
Pollwatcher Rules and Restrictions

Pollwatchers may not assist, in any manner, in the conduct of the election or be part of
any electioneering in your polling site.

Pollwatchers are not allowed to handle any official documents or otherwise interfere with
Inspector duties. This type of help is strictly prohibited.

Only one Pollwatcher from each political party committee or independent body may be
within the general election inspector table at one time.

How many Pollwatchers Allowed?

In a primary election, any two or more candidates and any party committee may have a maximum
of three Pollwatchers at a polling site representing each candidate or party for an election district
at any time.

In a general election, any party committee or independent body with one or more candidates may
have up to three Pollwatchers at a polling site for an election district.

14
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Lesson 104.6 Preparing for Opening Poll Site
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Opening the Polls

When should Inspectors arrive?
All inspectors must arrive at the polling site at least 60 minutes
before polls open.

When is the polling site ready to be open?

You may not open the polling site until the Poll Site Coordinator is
present and at least one inspector from each political party has
arrived.

What if the facilities are closed?
The Poll Site Coordinator will have a contact to call.

What if an Inspector is absent or calls in sick?
The Poll Site Coordinator will call the Board of Elections in
Mayville as soon as possible.

Lesson 104.6a Opening the Poll Site
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Inspectors must arrive at their poll place and ready to work one hour before the polls open.

In order to open the polling site you must have a bi-partisan team of one Democratic and one
Republican inspector present. If this is not the case the Poll Site Coordinator will take the
necessary steps to correct this situation. Polls must be opened in a timely manner; if the poll site
is still locked when you arrive the Poll Site Coordinator will take the needed steps to correct the
situation. If your Poll Site Coordinator is not there in a timely fashion notify your Area Site Director
immediately.

When all workers have arrived at the polling site the Poll Site Coordinator will assemble all staff
and assign duties for each Election Inspector for the following: Table Team, Machine Team, and
Floor Team.

Machine Team Table Team Floor Team

Open Ballot Box Door Organize Supplies Put out Signs
Give supplies to Table Team Set up tables Table Top Privacy
Seal Report Privacy Sleeves Privacy Booths
Prepare machine for voting Transmittal Report Distance Markers
Speed Bag and contents listed Ballots

15
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WE CAN NOT OVER EMPHASIZE THE IMPORTANCE OF THIS MEETING, ALL

INSPECTORS NEED TO KNOW THEIR RESPONSIBILITIES AND WORKING AS A TEAM IS
IMPERATIVE.

THE POLL SITE COORDINATOR NEEDS TO BE A SUCCESSFUL MANAGER!
RULE #1

DELEGATE

The Poll Site Coordinator will rotate staff to diff ~ erent teams during the course of the day;
all workers will be at their original duties at the end of the day.

CHECKING SUPPLY BAG AND KEYLESS SECURITY BAG

Review the inventory list. If something is missing notify your Poll Site Coordinator and he/she will
take steps to locate the missing items.

16
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Lesson 104.6b Preparing the Image Cast BMD Machine
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1. Remove the black protective cover, fold and store away neatly for the day.

2. Raise the audio session monitor. Adjust the monitor to position the display for the comfort of
the voter.

3. Remove the white Styrofoam cover from the ballot scanner, ICP by lifting up and off the
machine. Store the Styrofoam cover away for the day.

4. Remove the white Styrofoam cover from the ballot marking device, BMD by sliding the cover
towards you.

5. Roll the machine to where it will be used and lock the wheels by pressing down firmly on each
of the four wheel locks with the ball of your foot.

6. Unlock the ballot box door. Turn the key vertically, pull the handle and rotate to open the door.
Remove ballots and all supplies. Do not close and lock the ballot box door yet.

18
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Lesson 104.6b Preparing the Image Cast BMD Machine  — Cont'd
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7. Attach the privacy panel t0 Audio Session Monitor.

8. Lift the power cord from the storage clip (if facing the front of the machine, on upper right side
behind the swivel arm), and plug into a power source via surge protector. Extension cords and
surge protectors are provided by the board of elections and are located in the write in ballot
deposit section of the machine.

Be sure that cords are not a tripping hazard when used.

Power Cord Wheel
& Clip Locks

SURGE PROTECTORS SHOWN ABOVE ARE MANDATORY!

19
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Lesson 104.6b Preparing the Image Cast BMD Machine  — Cont'd
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9. Turn the machines power on by pressing the round Power button (b located on the
Universal Power Source, UPS Box located in the lower right corner inside the ballot box. $

IF AFTER YOU HAVE POWERED ON THE MACHINE YOU HEAR A SERIES
OF FOUR (4) BEEPS; THE MACHINE IS RUNNING ON BATTER Y BACK UP.
THE SURGE PROTECTOR IS NOT WORKING OR THE OUTLET HAS NO

POWER.

10. The LCD screen will light up to show power up activity, with in seconds the operator screen
on the LCD displays a message indicating that the unit is starting up. Now close the ballot box
door, lock and seal.
The ImageCast performs a series of internal checks to verify the following:

No ballots have been deposited

To confirm that unit is in proper working order

To confirm election firmware is loaded.
During this internal check, the machine displays a solid red light on the side. An audible beeping
tone begins sounding to prompt the Poll Site Coordinator to contact the security key (ibutton) to

the security pad in order to verify the election files.

20
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Lesson 104.6b Preparing the Image Cast BMD Machine  — Cont'd
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11. Hold your security key (ibutton), against the metal Security Key Pad. The operator screen on

the LCD displays the following message — "Key accepted , validating election files, please

wait". The module Checklist function will begin. This function will check the following for

functionality:
- Display

Scanner

Printer

Security

- Election

If any of these items fail, restart the machine, if the problem persists, notify Poll Site Coordinator.

Once the Module Checklist is 100 % complete the Administrative Menu will be displayed on the
Operator screen on the LCD.

Do not touch the LCD Administrator screen while the red status light is on, on the side of the
machine. Do not touch the PROMPT when it appears on the screen

Po"#3$ 1% " & | %'
I ($% )$#

12. While the Module Checklist is taking place complete the Seal Report. The only strip seals or
band aid seals that you will need to remove during the course of the day are BLUE,

DO NOT remove any RED band aid seals

21
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Election Date:
Town/City:

Polling Site:
Voting Machine ID:

INSPECTORS INSPECTORS
Mayville B.O.E. PLEASE VERIFY MUST INSTALL
Installed BOE INSTALLED AND RECORD
Seal/Tag Number Seal/Tag/Number New End of Day
Listed Below INITIAL TO Seal/Tag/Number
VERIFY OR At Close of Polls
RECORD RIGHT @
# IF WRONG
Security Speed Bag Seal
ICP Serial Number
Thermal Printer Seal
ICP Seal (#1)
ICP Seal (#2)
Poll Worker Card Seal
Administrator Card Seal
BMD Printer Seal
Flash Card Seal
ATI Port Seal
Ballot Box Seal PSD
Ballot Box Re-Seal
Notes:

BELOW: List any Seals Changed during the work day with explanation:

*****Jse other side of paper if needed, two (2)Sign  atures required for any and all Seal
Change*****

DEMOCRATIC INSPECTOR:
REPUBLICAN INSPECTOR:

PLEASE SIGN AND DATE ABOVE
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Lesson 104.6b Preparing the Image Cast BMD Machine  — Cont'd
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ICP Serial
Number

ICP Serial
Number

Thermal Printer Seal
Do Not Remove

—=

ICP Seals
RED
Administrator Card BMD Flash Card
Seal Poll Worker Printer Seal Seal - RED
Do Not Remove Card Seal RED

o

Ballot Box
Seal

N

ATI Port Seal BLUE

Remove only if
needed
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