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NORMAN P.GREEN      
COMMISSIONER

BRIAN C. ABRAM 
COMMISSIONER
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Line of
Communication
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Selects & Directs Teams

•Machine

•Table

•Floor
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When should Inspectors arrive?
All inspectors must arrive at the polling site 1 HOUR  before polls open.

When is the polling site ready to be open?
You may not open the polling site until at least two inspectors present 
from each political party has arrived.

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

What if an Inspector is absent or called in sick?
The Poll Site Coordinator will make appropriate notifications.
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Open Polls
– Night before:

• Unpack Machine
• Plug in & Start 

machine
• Ready for morning

– Morning of:
• Remove/Record 

ballot bag door seal
• Supplies to Tables
• Zero Report
• Seal Report
• ADA Kit
• ATI Port – Do not 

remove  blue seal



ICP �������

Number

Poll Worker 
Card SealAdministrator 

Card Seal

Do Not Remove

ICP �������

Number

Thermal Printer 
Seal

Do Not Remove

ICP Seals

RED



ATI Port Seal BLUE

Remove only if needed .

Flash Card 
Seal - RED

BMD Printer

REDSeal

Ballot Box 
Seal



 
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:   
        
        
        

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

Change***** 
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Open Polls
– Night before:

• Unpack Machine
• Plug in & Start 

machine
• Ready for morning

– Morning of:
• Remove and 

record ballot bag 
door seal

• Supplies to Tables
• Zero Report
• Seal Report
• ADA Kit
• ATI Port – Do not 

remove  blue seal
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Signs 

Privacy Booths

Flow of Poll Site
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Set Up Tables
Suit Case/Supply List
Ballots
Poll book 
Privacy Sleeves

Transmittal Report
Verify Information
Booklets received
Blank Ballots received
Start & End numbers
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-Voter Verification
Greet
Name & Address
Repeat Back
Find Voter in Poll Book
Name/Address Change
ID Required
Date of Birth

-Removal of Voter’s Name
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Affidavit  BallotAffidavit  Ballot

Referral SlipsReferral Slips
Notice to VotersNotice to Voters
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Affidavit  BallotAffidavit  Ballot

Absentee Ballots
Special Ballot
Absentee Ballots
Special Ballot

Referral SlipsReferral Slips
Notice to VotersNotice to Voters

Court OrdersCourt Orders

Write-InsWrite-Ins
AssistanceAssistance
ChallengesChallenges
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Challenge Report
Name or address Change

Challenges

Assistance

Affidavits/Court Order

Challenge Report
Name or address Change

Challenges

Assistance

Affidavits/Court Order

Affidavit  BallotAffidavit  Ballot

Absentee Ballots
Special Ballot

Absentee Ballots
Special Ballot

Referral SlipsReferral Slips
Notice to VotersNotice to Voters

Court OrdersCourt Orders

Write-InsWrite-Ins
AssistanceAssistance
ChallengesChallenges



SECTION I SECTION II SECTION III

NAME OR ADDRESS CHANGE CHALLENGES ASSISTANCE PROVIDED

NAME: NAME: NAME:

ADDRESS: ADDRESS: ADDRESS:

SERIAL # SERIAL # SERIAL #

NEW NAME: REASON FOR CHALLENGE: REASON FOR ASSISTANCE:

NEW ADDRESS: PERSON PROVIDING ASSISTANCE:

NAME:

ADDRESS:

NAME: NAME: NAME:

ADDRESS: ADDRESS: ADDRESS:

SERIAL # SERIAL # SERIAL #

NEW NAME: REASON FOR CHALLENGE: REASON FOR ASSISTANCE:

NEW ADDRESS: PERSON PROVIDING ASSISTANCE:

NAME:

ADDRESS:

NAME: NAME: NAME:

ADDRESS: ADDRESS: ADDRESS:

SERIAL # SERIAL # SERIAL #

NEW NAME: REASON FOR CHALLENGE: REASON FOR ASSISTANCE:

NEW ADDRESS: PERSON PROVIDING ASSISTANCE:

NAME:

ADDRESS:

SECTION IV

AFFIDAVIT BALLOTS/COURT ORDERS

NAME:

ADDRESS:

SERIAL #

CHECK ONE:

AFFIDAVIT BALLOT                  (_______)

OR

COURT ORDER                            (_______)
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Un-Scanned Votes

Voided Ballots

Abandoned Ballots
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Uh Oh –Over Voted

Oops – You can’t use a pencil! 

Sorry!  This is your last chance
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•Poll Site Coordinator would call  
Area Director
•Continue the voting process
•Open the Emergency Slot on 
the front of the machine to 
accept ballots IF NO OTHER 
MACHINE IS AVAIALBLE
· When repairs are complete a 
bi-partisan team removes the 
ballots and puts them 
through the scanner
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Poll Watcher must identify themselves to the
Poll Site Coordinator upon arrival

POLL WATCHERS MAY:
- Be present from 15 minutes before polls open until after results 

are announced
- Examine machine when not in use
- Initiate challenge of persons ‘whom they believe are not 

qualified to vote
- Observe proceedings

POLL WATCHERS MAY NOT:
- Electioneer
- Disrupt proceedings
- Interact with voters or election inspectors
- Handle any official documents or interfere with your duties as 
inspector 
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Eligible voters in line at 9:00 P.M. are allowed to vote.

Any voter not in line at 9:P.M. may not vote. No exceptions!

Once the voting has closed, only authorized personnel may
remain in the  polling site which includes: candidates, media, poll 

watchers, Inspectors, and law enforcement officers.

Voucher

When declaring the polls closed 
remember the following:
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•I button

•Close polls

•Extra Reports

•“Write In” “Unscanned “ Ballots

•Ballot Collection Report •Memory Card

•Speed Bag

•Seals

•ADA Kit

•Ballot Bag



BALLOT COLLECTION REPORT
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•I button

•Close polls

•Extra Reports

•“Write In” “Unscanned “ Ballots

•Ballot Collection Report •Memory Card

•Speed Bag

•Seals

•ADA Kit

•Ballot Bag



:

When the Speed Bag 
has all needed supplies:

Remove and record Seal 
Numbers for the following:

•Speed Bag
•ATI Port (if needed)
•Ballot Box Door
•Poll Worker Door 

Place the following in the Speed 
Bag:

• End of Day Report
•ibuttons
•Used Seals
•Unused Seals
•Memory Card

����
����

•Zip it closed
•Seal with keyless lock
•Give to driver for delivery to Mayville
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•I button

•Close polls

•Extra Reports

•“Write In” “Unscanned “ Ballots

•Ballot Collection Report •Memory Card

•Speed Bag

•Seals

•ADA Kit

•Ballot Bag
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Floor Team:

� Signs

� Privacy Booths

� Assist where needed

Closing Poll Duties

Table Team:

� Complete Transmittal    
Report

� Pack Suitcase

� Return ALL Ballots to 
Machine
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1.  All ballots, reports, and supplies in Ballot Box.
2.  ATI folder in  Un-Scanned Ballot Compartment.
3. Extension cord replaced
4. Surge protector placed in Write in Ballot area.
5. Unlock wheels.
6. Remove ADA monitor screen and return it to the ballot box.
7. Close Ballot Box Door, Lock and Seal.
8. Place machine keys in slot to left of the ICP
9.Fold Privacy Screen

10. Replace Styrofoam, Lower monitor and replace black cover 
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� All food items must be thrown away or removed.

� All tables and chairs must be returned to their proper place

� All election material must be properly stored.

� Is the ImageCast locked, covered, and secured?


