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Chapter 1:  Introduction  

A Message to Inspectors 

As an Election Inspector, you play an essential role in the process that enables citizens 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 the Columbia County Board of Elections and 

your political party, will perform your duties in a way that gives voters confidence in the fairness and 

effectiveness of the election process. 

 This handbook, the Board of Elections' Inspector Training Course, and the other aids supplied to 

you will describe your responsibilities in detail. Your job has two main goals: to help qualified voters to 

vote; and to ensure that their votes are properly counted. You can accomplish these goals by 

maintaining a helpful attitude and by applying election laws and procedures as you have learned them. 

 The work of an Inspector can be difficult and tiring. But when you have done the job properly, 

you will know that the voters of your Election District have been well served. On their behalf, and on 

ōŜƘŀƭŦ ƻŦ ŀƭƭ ƻŦ ƻǳǊ ŎƻǳƴǘȅΩǎ ŎƛǘƛȊŜƴǎΣ ǿŜ ǘhank you for your service. 

How to Use Your Instruction Manual  and Reference Materials  

The Poll Inspector Instruction Manual and Reference Materials are prepared for you by the New York 

State Board of Elections and the Columbia County Board of Elections to provide you with information on 

your responsibilities as an Election Inspector. You will find it a helpful supplement to what you learn at 

training sessions.   

 This manual and other instructional materials will be included with your supplies on Election Day 

and will serve as your main reference tool. The material is arranged by topics that will allow you to 

respond quickly to problem situations as they arise at the poll site. 

 If you use these materials and ask for guidance, when necessary, from other Inspectors or the 

Board of Elections, your responsibilities as an Election Inspector should become easier to perform. 

 If you have problems on Election Day which you cannot resolve even after you have consulted 

the materials provided for your use, always call the Board of Elections at 828-3115 for help.  

Polling Hours  

Voting hours differ between GENERAL and PRIMARY elections. In a GENERAL election, all polls in New 

York State are open from 6:00am to 9:00pm. The starting time in a PRIMARY election differs among 

counties in New York State. In Columbia County, polls for PRIMARY elections are open from noon until 

9:00pm. 
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Preparing  to Open the Polls  

All Inspectors must arrive at the polling site at least 60 minutes before the polls are scheduled to open 

so that you can accomplish the tasks necessary to open on time. You MAY NOT open the polls until 

opening time AND until at least one Inspector from each political party has arrived. If the building is 

locked when you arrive, immediately contact the Board of Elections at 828-3115. 

 The Board of Inspectors must immediately choose Co-Chairpersons, one from each party, from 

amongst its Clerical Inspectors. If an Inspector is absent or has called in sick, call the Board of Elections 

so we can send a substitute Inspector. If a substitute cannot be found, any registered voter of the same 

political party as the absent Inspector may work as an Inspector. If you find a voter willing to serve, 

swear in the replacement worker using the Alter nate Inspector Oath  (see Appendix 8).   

 Meeting Voter Needs  

Language Assistance 

Some county boards across New York State (but not Columbia County) are mandated by the Federal 

Voting Rights Act to provide written and oral assistance to voters who speak an alternative language.  

Although Columbia does not fall under that mandate, we do provide the 6ÏÔÅÒȭÓ "ÉÌÌ ÏÆ 2ÉÇÈÔÓ in 

Spanish. 

Disability Etiquette  

Sometimes you will be serving a voter who has a disability or uses a service animal. Remember that it is 

your responsibility to serve these voters courteously, and to do everything you can to make their voting 

experience as easy as possible.  Here are some tips for assisting voters with disabilities: 

× Be considerate of the extra time it might take for a voter with a disability to vote. 

× Know the accessible entrance, restroom, and other features in the building. 

× Give undivided attention to a voter who has difficulty speaking ς ŘƻƴΩǘ rush him or her. 

× Speak directly to the voter who has a disability, not to a companion who has come to help. 

× Speak calmly, slowly and directly to a voter with a hearing problem. 

× Provide simple and easy-to-follow instructions. 

× Be patient; listen carefully; do not finish sentences for the voter. 

× 5ƻƴΩǘ ǎƘƻǳǘ ƻǊ ǎǇŜŀƪ ƛƴ ŀ ǾƻǘŜǊΩǎ ŜŀǊΦ 

× If you are having trouble being understood by a voter with a hearing problem, write a note 

to the voter. (A note pad has been provided in your Green Poll Bag.) 
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× Greet a voter who is visually impaired by letting him or her know who and where you are.  

Offer assistance. If accepted, guide by letting the voter take your arm. 

× Provide a guiding device such as a ruler, card, or stencil for signing forms. 

× Provide a magnifier for any voter who may have difficulty reading the ballot. 

× Have paper (note pad, as above) and pen available. 

Service animals are not pets.  The Americans with Disabilities Act defines a service animal as any guide 

dog, signal dog, or other animal, not necessarily a dog, individually trained to provide assistance to an 

individual with a disability. Service animals perform some of the functions and tasks that individuals with 

disabilities cannot perform for themselves. 

The following tips will aid you when assisting a voter who is using a service animal: 

× Address the person, not the animal. 

× Do not pet the animal. 

× LŦ ǘƘŜ ǎŜǊǾƛŎŜ ŀƴƛƳŀƭΩǎ ōŜƘŀǾƛƻǊ ƛǎ ŘƛǎǊǳǇǘƛǾŜ ƻǊ ŘŜǎǘǊǳŎǘƛǾŜΣ ǘƘŜ ŀƴƛƳŀƭ Ƴŀȅ ōŜ ŜȄŎƭǳŘŜŘ 

from the poll site. 

× If there is a complaint about an animal being present, explain that federal and state laws 

protect the rights of individuals with disabilities to be accompanied by service animals.  

× Do not whistle or direct other noises to the animal; such noises may be distracting. 

× !ǾƻƛŘ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ Řƛǎŀōƛƭƛǘȅ ƻǊ ǿƘŀǘ ǘƘŜ ŀƴƛƳŀƭ ŘƻŜǎ ŦƻǊ ƘƛƳ ƻǊ ƘŜǊΦ 

× Do not automatically assume that a person with a service animal is blind. 

× If you do not like animals or are afraid of certain animals, it is appropriate to excuse yourself 

and move away from the service animal. 

Guidelines for Interacting with People with Disabilities 

1. Be yourself.  Treat people with disabilities with the same respect and consideration that you 

have for everyone else. Treat the person as an individual, not as a disability. Relax: as in any new 

situation, everyone will feel more comfortable if you do. 

2. Meeting someone.   When you meet someone, extend your hand to shake if that is what you 

normally do. A person who cannot shake hands will let you know. If you are meeting a blind 

person, identify yourself. If you have met before, remind the person of the context; he or she 

ǿƻƴΩǘ ƘŀǾŜ ǘƘŜ Ǿƛǎǳŀl cues to jog the memory. 
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3. Helping.  Do not automatically give assistance; ask first if the person wants help. Follow the 

ǇŜǊǎƻƴΩǎ ŎǳŜs and ask if you are not sure. !ƴŘ ŘƻƴΩǘ ōŜ ƻŦŦŜƴŘŜŘ ƛŦ ǎƻƳŜƻƴŜ ǊŜŦuses your offer 

of assistance. LǘΩǎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƘƻice to be as independent as he or she can be. 

4. Communication.  Talk directly to the person, not to an aide, friend, or interpreter. Ask the 

ǇŜǊǎƻƴ ǘƻ ǊŜǇŜŀǘ ƛŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘΦ LŦ ǘƘŜ ǇŜǊǎƻƴ ǳǎŜǎ ŀ ǿƘŜŜƭŎƘŀƛǊΣ ǎƛǘ Řƻǿƴ ŀƴŘ 

converse at the same level.   

5. Socializing.  Do not leave persons with disabilities out of a conversation or activity because you 

feel uncomfortable or fear that they will feel uncomfortable. Include them as you would anyone 

else; let it be their decision whether or not to participate. 

6. Touching. Do not pat or touch a person with a disability unless there is a good reason (such as 

shaking hands in greeting or if the person has requested assistance). However, you may gently 

touch a deaf person to get his or her attention. Never push a wheelchair without permission. Do 

ƴƻǘ ǘƻǳŎƘ ǎƻƳŜƻƴŜΩǎ ŎŀƴŜΣ ǿƘŜŜƭŎƘŀƛǊ, ƻǊ ƻǘƘŜǊ ŘŜǾƛŎŜΦ Lǘ ƛǎ ŀ ǇŀǊǘ ƻŦ ǘƘŀǘ ǇŜǊǎƻƴΩǎ Ƴƻōƛƭƛǘȅ ŀƛŘǎΦ   

Environments.  Be sensitive about the setting. A noisy or dark environment or many people talking at 

the same time might make it difficult for people with vision, speech, or hearing impairments to 

participate fully in a conversation. Be aware of clear paths of travel for people who use wheelchairs or 

are blind. Describe goings-on and surroundings (especially obstacles) to a blind person. A person with 

chemical sensitivity may have a reaction to smoke, perfume, or other toxins in the environment.  

Hidden Disabilities.  Not all disabilities are apparent. A person may have trouble following a 

conversation, may not respond when you call or wave, or may say or do something that seems 

inappropriate. The person may have a hidden disability, such as low vision ƻǊ ƳŜƴǘŀƭ ƛƭƭƴŜǎǎΦ 5ƻƴΩǘ ƳŀƪŜ 

assumptions about the person or the disability.  

People Who Use Wheelchairs or Have Mobility Impairments. People who use wheelchairs may have 

different disabilities and varying abilities. Some can use their arms and hands. Some can get out of their 

wheelchairs and even walk for short distances. Make sure that there is a clear path of travel. When 

talking to a wheelchair user, sit at his or her level. If that is not possible, stand slightly away so that the 

ǾƻǘŜǊ ƛǎƴΩǘ ǎǘǊŀƛƴƛƴƎ ǘƻ ƳŀƪŜ ŜȅŜ ŎƻƴǘŀŎǘ ǿƛǘƘ ȅƻǳΦ 

Language Tips. Put the Person First. {ŀȅ άǇŜǊǎƻƴ ǿƛǘƘ Řƛǎŀōƛƭƛǘȅέ ǊŀǘƘŜǊ ǘƘŀƴ άŘƛǎŀōƭŜŘ ǇŜǊǎƻƴΦέ Say 

άǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎέ ǊŀǘƘŜǊ ǘƘŀƴ άǘƘŜ ŘƛǎŀōƭŜŘΦέ {ŀȅ άǿƘŜŜƭŎƘŀƛǊ ǳǎŜǊέ ǊŀǘƘŜǊ ǘƘŀƴ άŎƻƴŦƛƴŜŘ ǘƻ ŀ 

ǿƘŜŜƭŎƘŀƛǊέ ƻǊ άǿƘŜŜƭŎƘŀƛǊ ōƻǳƴŘΦέ (The wheelchair is what enables the person to get around and 

participate in society; ƛǘΩǎ ƭƛōŜǊŀǘƛƴƎΣ ƴƻǘ ŎƻƴŦƛƴƛƴƎΦ) If you are not sure what word to use, ask. Avoid 

ƻǳǘŘŀǘŜŘ ǘŜǊƳǎ ƭƛƪŜ άƘŀƴŘƛŎŀǇǇŜŘέ ƻǊ άŎǊƛǇǇƭŜŘΦέ .Ŝ ŀǿŀǊŜ ǘƘŀǘ Ƴŀƴȅ ǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ ŘƛǎƭƛƪŜ 

ǘŜǊƳǎ ƭƛƪŜ άǇƘȅǎƛŎŀƭƭȅ ŎƘŀƭƭŜƴƎŜŘέ ŀƴŘ άŘƛŦŦŜǊŜƴǘƭȅ ŀōƭŜŘΦέ 
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ü Providing Vot er Assistance 

Aside from voting on a BMD, a voter may also request assistance from the Board of Inspectors, as 

follows. 

 Any voter who states under Oath (see Appendix 8) that he or she requires assistance to vote 

may request help from the Board of Inspectors. The voter may get help from someone other than the 

LƴǎǇŜŎǘƻǊǎΣ ōǳǘ ǘƘŀǘ ǇŜǊǎƻƴ Ŏŀƴƴƻǘ ōŜ ǘƘŜ ǾƻǘŜǊΩǎ ŜƳǇƭƻȅŜǊ ƻǊ ǳƴƛƻƴ ŀƎŜƴǘΦ A voter can be assisted if he 

or she: 

× Cannot read or write; 

× Does not speak or read English and needs assistance or an interpreter; 

× Cannot see, even with eyeglasses, the names on the Ballot ; 

× Is physically disabled and cannot operate the Voting Machine , or complete a paper Ballot ; 

× Cannot complete the voting process without assistance from another person. 

If a voter requests assistance from the Board of Inspectors, take the following five steps: 

1. Have the voter swear that he or she needs assistance. The Inspector will ask the voter: ά5ƻ ȅƻǳ 

solemnly swear or aŦŦƛǊƳ ǘƘŀǘ ǘƘŜ ǎǘŀǘŜƳŜƴǘǎ ȅƻǳ Ƨǳǎǘ ƳŀŘŜ ŀǊŜ ǘǊǳŜΚέ (This is the Voter 

Requesting Assistance Oath).  If the voter answers yes, then he or she can receive assistance. 

2. Have the voter sign the Poll Book ; also, indicate on Report, Section III : Assistance Provided   (see 

Appendix 4) that he or she received assistance.    

3. If there is no one else to assist the voter, one Inspector from each political party will be selected to 

give the voter assistance. If the voter requests help from someone other than an Inspector, 

administer the required Oath to that individual (see Appendix 8). Make sure that the person 

providing assistance is not the voter's employer or union agent. 

4. The needed assistance should be ǇǊƻǾƛŘŜŘ ƛƴ ŀ ǿŀȅ ǘƘŀǘ ǿƛƭƭ ƎǳŀǊŘ ǘƘŜ ǾƻǘŜǊΩǎ ǇǊƛǾŀŎy, but not 

influence the vote. The person providing assistance should not observe how the person voted. If you 

happen to notice how the person voted, tell no one. 

5. Enter the name of the voter that received assistance, and the name and address of the person who 

provided assistance, on Section III: Assistance Provided . 

Special Situations  

The following suggestions will help you provide assistance to voters. Remember that voters who request 

assistance must be treated with genuine politeness and helpfulness: 
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1. If a voter asks for further instructions concerning the manner of voting after entering the Privacy 

Booth , an Inspector from each political party may approach the Booth  to provide those instructions.  

The Inspectors should then allow the person to vote alone as if he or she were unassisted.   

2. Whenever possible, instruct the voter on how to mark the Ballot  and use the Machine  before he or 

she enters the Privacy Booth . Use the Sample Ballot  to explain the location of candidates' names or 

any proposals on the Ballot . This is especially important when the Ballot  is lengthy or when it 

contains amendments or propositions.    

Emergency Procedures for the Poll Site  

Safety ς both yours and the votersΩ ς must always be the first priority. 

In case of an emergency that interrupts voting at the polling site, the Chairpersons must: 

1. Call the Board of Elections at 828-3115 to notify the Board of the emergency situation as soon as it is 

safe to do so. 

2. After conferring with the Board of Elections, building personnel, and, if necessary, emergency 

services personnel, assess the situation and determine if it is possible to move the Voting Machine , 

Signage, supplies, etc. to another room on the premises or to a nearby site to permit voting to 

continue. 

3. If you can safely relocate the Voting Machine  and materials to another suitable room, do so. If you 

cannot, consider whether you can move Paper Ballots , Poll Books , Signage, supplies, etc. to the 

safe room/site so that voting can continue on an emergency basis. The Board of Elections can 

provide additional Emergency Ballot Envelopes if needed. 

4. IF THE POLL SITE MUST BE VACATED, the Chairpersons, working in conjunction with emergency 

personnel, must make certain that everyone gets out safely. 

If the site must be vacated but there is NO IMMINENT DANGER to personal safety, the Chairpersons 

should attempt to protect the integrity of the voting process and voting materials as much as 

possible, by taking the following steps: 

ü Record the Public Counter Numbers from the Voting Machine .  

ü Gather and secure the following: Poll Book /s  and all voter Affidavit  and Emergency Ballots  and 

place them in the large Inspector sȭ Election Returns and Documentation Envelope. 

ü Place the large Inspector sȭ Election Returns and Documentation Envelope in the custody of a 

bipartisan team of Election Inspectors. 

ü Secure ǘƘŜ ǾƻǘƛƴƎ ǎȅǎǘŜƳΩǎ ports with Tamper -Evident Seals. 

NOTE:  DO NOT put the Voting Machine  ƛƴ ǘƘŜ άǇƻƭƭǎ ŎƭƻǎŜŘέ Ǉƻsition unless authorized to do so by the 

Commissioners of the Board of Elections. 
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 When a site must be evacuated, it is recommended that a running total of the number of voters 

that voted in an election and the totals of voted Affidavit  and Emergency Ballo ts be maintained 

throughout the day so that it will be easy to determine if any tampering occurred after the evacuation of 

the site. 

 If the site can safely be reopened, notify the Board of Elections, and a team of technicians will 

be dispatched to determine if the Voting Machine  has been damaged, or if any tampering has occurred.  

They will also replenish supplies and will advise poll workers of any special instructions that might be 

necessary due to the interruption. 

 The Board of Elections may provide you with additional instructions on emergency procedures.   
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Chapter 2:  Responsibilities and Qualifications  

Overview and Training Requirements  

As an Election Inspector, you are responsible for ensuring that elections are conducted in a fair and 

impartial manner. Two of your most important responsibilities are ensuring that ALL eligible voters 

exercise their right to vote and ensuring that the law is applied uniformly. There are a number of 

reasons why this may seem difficult. Certain voters will present problems. Election law and policies 

change over time, and procedures can be different among counties. Ask your coworkers for help if you 

need it, and follow the instructions of your Co-Chairpersons and the Board of Elections.  

 Always keep in mind that, as an Inspector, you are performing an important service for the 

public. 

 New York State Election Law requires that you attend training classes every year. Training 

sessions will give you all the information you need to do your job well. If you are well prepared with up-

to-date knowledge, you will feel more comfortable and confident on Election Day. 

Inspector Duties and Qualifications  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Inspector's Overall Duties   

Inspectors should be familiar with: 

ü Voter qualifications; 

ü Registration procedures; 

ü Enrollment procedures; 

ü Accessibility procedures;  

ü Various ballots and special voting 

procedures; 

ü How to operate the voting system; 

ü Casting ballots; 

ü Procedures for challenging votes; and 

ü Canvassing vote results. 

Inspector's Qualifications  

To serve as an Inspector, you: 

ü Must be a registered voter and a 

resident of Columbia County; 

ü Cannot hold any public elective office or 

be a candidate for public office or party 

position to be voted on by voters of the 

District in which you will work; 

ü May not be the spouse, parent or child 

of a candidate running for office in the 

District in which you will work; 

ü Must be able to clearly speak, read, and 

write the English language; 

ü Must be certified as an Inspector by the 

Columbia County Board of Elections 

after attending an official training class 

and by passing a written test. 
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Inspector Responsibilities  

Qualifications   

In each Election District (ED) in Columbia County, town chairs or the Board of Elections will appoint four 

Election Inspectors (two from each of the two major political parties) by July 15 of each year. 

Appointments will be made from lists certified by the chairpersons of each party.  Your appointment is 

for one year. 

Oath of Office 

Each certified Inspector takes an oath of office given by the Board of Elections. If you are called to fill in 

for an Inspector who is unable to work, sign and return the Alternate Inspecto r Oath  to the Board of 

Elections with your other supplies. You will find the Alternate Inspector Oath  in the Green Poll Bag 

provided you by the Board of Elections (see Appendix 8). 

Training and Certification   

Each ŎƻǳƴǘȅΩǎ Board of Elections conducts annual training classes for Election Inspectors. Instruction 

covers important aspects of election law, accessible voting, using voting systems, completing necessary 

forms, and other basic duties. An exam is given after the training class, and you must pass it in order to 

become a certified Election Inspector. 

Special Ballots for Inspectors  

If you are not able to vote in your own Election District because of Election Day work duties, you may 

vote by Absentee Ballot . Please contact the Board of Elections for the special Absentee Ballot 

Application  for Inspectors and to learn the deadlines for submission. 

Compensation 

Inspectors are responsible only to the Board of Elections. Inspectors are paid for working on Election 

Day and for attending required training sessions, including the annual certification class. The amount 

inspectors are paid is set by the Board of Elections and by the Columbia County Board of Supervisors. In 

keeping with the additional training and expertise that is necessary for a member of the Primary 

Inspector Team that is responsible for your Voting Machine , an additional amount is paid for that role.  

NOTE: If for any Election Day you find that you will be unable to work, please contact the Board of 

Elections as far in advance as possible, so we can appoint someone to work for you. 
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Co-Chairperson sȭ Responsibilities  

The Board of Inspectors and Co-Chairperso ns 

The four Inspectors assigned to each Election District (ED) comprise the Board of Inspectors for that 

District. It is important that you work as a team to ensure that an honest, efficient election is conducted, 

and that proper order is maintained at your poll site. On Election Day, the Board of Inspectors is the only 

on-site authority for the ED. You report only to the Board of Elections. 

 Two Inspectors will serve as Primary Inspectors, which became a new category of Poll Worker in 

2010. Primary Inspectors have primary responsibility for the Voting Machine  your ED votes on.  

ü If only one ED is located at your poll site, then two of your inspectors (one Democratic, one 

Republican) will be Primary Inspectors, and the remaining two will be Clerical Inspectors as well 

as Co-Chairpersons.  

ü If your poll site hosts more than one ED but uses just one Voting Machine , Primary Inspectors 

will be chosen from different EDs: 

o If two EDs are located at your poll site, but only one Voting Machine  is used, your ED 

will have two Primary Inspectors for the Machine  and three Clerical Inspectors.  

o If more than two EDs are located at your poll site, and more than one Voting Machine  is 

used , there will be two Primary Inspectors and two Clerical Inspectors (each of them a 

Co-Chairperson) for each ED 

o Each Board of Inspectors must appoint one Clerical Inspector from each Party to serve 

as Co-Chairpersons for the election. If the Board of Inspectors cannot agree on the two 

Co-Chairpersons, you can draw names for the positions.  

Duties of the Co-Chairperson s 

The Co-Chairpersons are team leaders who supervise Election Day activities. Specific duties include: 

ü !ŎŎƻǳƴǘƛƴƎ ŦƻǊ ŀƴŘ ŘƛǎǘǊƛōǳǘƛƴƎ ŀƭƭ ƻŦ ǘƘŜ ŘŀȅΩǎ ŜƭŜŎǘƛƻƴ ǎǳǇǇƭƛŜǎ, with the assistance and 

cooperation of the Primary Inspectors; 

ü Ensuring that all required forms are filled out completely and accurately; 

ü Making Clerical Inspector duty assignments, as well as arranging for meal times and short breaks; 

ü Announcing vote results to the public during the canvass; 
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ü {ƛƎƴƛƴƎ ŀƴȅ tŀǊǘȅ wŜǇǊŜǎŜƴǘŀǘƛǾŜǎΩ Tally Sheets to acknowledge their attendance at the closing of 

the polls, and ensuring that an Inspector of the opposite political party signs the Tally Sheet, as well. 

ü Making sure Pay Vouchers are signed; 

ü Reporting (phoning in, emailing, or faxing) the results to the Board of Elections immediately after 

the canvass has been completed; 

ü Packing and preparing all supplies (using the Supply Checklists ɀ Before Polls Open & After Polls 

Close) for return to the Board of Elections in the Green Poll Bag; and 

ü Ensuring that the Poll Bag and Ballot Bag Chain of Custody Form is completed and signed by both 

Travelling Ballot Catchers and two bipartisan Inspectors . 

Functions of the Board of Inspectors  

Because the Board of Inspectors must function in a bipartisan manner, duties at the poll site should be 

divided equally. Some of these jobs are spelled out in state election law; for example, two Inspectors 

from different political parties are designated to handle the Poll Book /s  and to compare Election Day 

signatures made by voters to the preprinted signatures appearing in the Poll Book /s . Duties can change 

during voting hours, so Inspectors should alternate or rotate tasks on Election Day. By rotating duties, 

new Inspectors can be teamed with experienced ones, to give them guidance and on-the-job instruction. 

 Certain decisions at your poll site must be made by a majority vote of the Board of Inspectors, 

not by the Co-Chairpersons alone. If one member is absent, the remaining members may vote on an 

issue as long as at least two Inspectors (of different political parties; at least one Inspector per party) are 

present. Votes on issues must be decided by a clear majority; for example, a 2-2 tie vote on a 

challenged voter does not represent a majority and therefore cannot move the challenge forward, 

perhaps ultimately preventing that person from voting on the machine. By deciding matters through a 

majority vote and by sharing jobs equally among Inspectors of the two political parties, the Board of 

Inspectors can create a bipartisan and professional atmosphere that is essential to fairly and efficiently 

conducting an election. 

 Members of the Board of Inspectors also work closely in completing the Statement of Canvass, 

Sections I, II, III , and the Report  that covers those Sections, and other required forms. 

 The Board of Inspectors must maintain order in the polling place at all times. This includes 

overseeing the use of any electronic devices, such as cell phones, laptops, etc. Located in your Poll Bag, 

and at the end of this Manual  as Appendix 11, you will find a ŘƻŎǳƳŜƴǘ ŜƴǘƛǘƭŜŘ άUse of Electronics at 

ElectionsΣέ ǿƘƛŎƘ ǎǇŜŎƛŦƛŜǎ ǘƘŜ ŀƭƭƻǿŀōƭŜ ǳǎŜǎΦ ¸ƻǳ Ƴŀȅ ǇƭŀŎŜ ǘƘƛǎ ŀǘ the Instructions Table , 

PollwÁÔÃÈÅÒȭÓ table, or use it as a reference as needed. 

 If people do not comply with your attempts to maintain order, you may, according to election 

law, call your local police or the Columbia County Sheriff at 828-0601. These officials are required by law 
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to help you. We ask you to first call the Board of Elections at 828-3115, as we may be able to resolve the 

situation without calling upon law enforcement. 

Pollwatchers  

ü In a PRIMARY ELECTION, any candidate and any party committee may have a maximum of three 

Pollwatchers at an Election District at any time.   

ü In a GENERAL ELECTION, any party committee or independent body with at least one candidate on 

the ballot may have up to three Pollwatchers at an Election District. 

Pollwatchers are entitled to: 

1. Be present at the polls at least 15 minutes before the unlocking and examination of the Voting 

Machine and Ballot B ox at the opening of polls, and may stay until after the signing of the 

Statement of Canvass and the announcement of the results, after the polls are closed; 

2. View the unlocking of the Voting Machine  and view the Ballot Box  before the polls open; 

3. Challenge persons whom they believe are not qualified to vote; and  

4. Observe the canvass of the vote. 

Pollwatchers are strictly prohibited from:  

1. Assisting in the conduct of the election; 

2. Being part of any electioneering at the polling site; 

3. Greeting the voters; and  

4. Handling any official documents or otherwise interfering with the duties of Inspectors.   

Only one Watcher from each political party committee or independent body may be within the 

άguardrailέ area at any time.  (Election law refers to guardrails; in Columbia County, we expect that the 

άǾƻǘƛƴƎ ŀǊŜŀέ ŀǘ each poll site, while not physically roped off, is understood by Inspectors to be an area 

in which voters are in line to vote or are voting. This area includes the Instruction s Table , the 

)ÎÓÐÅÃÔÏÒÓȭ 4ÁÂÌÅΣ ǘƘŜ tƻƭƭǿŀǘŎƘŜǊǎΩ ǎŜŀǘƛƴƎΣ ǘƘŜ Privacy Booths , and the Voting Machine .) 

Pollwatcher Certification  

All Pollwatchers must have a written Pollwatcher C ertificate  issued by the Chairpersons of the political 

party or independent body which they represent. In a PRIMARY, it can be signed by a candidate. On 

Election Day, the Pollwatcher Certificate  must be given to the Inspectors of the Election District in 

which the Pollwatcher serves. Inspectors must display the Pollwatcher Certificate s in clear view of the 

public. At the end of the night, Pollwatcher C ertificates  must be returned to the Board of Elections in 

the Green Poll Bags. 
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 Pollwatchers must be qualified voters in the county in which they serve (except in New York 

City, where they may serve at any ED in the city). 

Ballot Catchers  

Bipartisan teams of Ballot Catchers will be travelling to poll sites after the close of polls to pick up the 

Blue Ballot Bag  and the Green Poll Bag. They will be delivering these items to the jail to be secured 

after the Election.  Upon arriving at the poll site, Ballot Catchers will present identification to the Board 

of Inspectors. One Inspector from each party is required to remain at the poll site until the Ballot 

Catchers arrive.  

If your poll site is in close proximity to Hudson, arrangements may be made ahead of time for a 

bipartisan team of Inspectors to deliver the bags directly to the jail.  

Party Representatives  

The Party Representative's role on Election Day is to be at the close of polls and not before. Each Party 

Rep will have a Tally Sheet on which he/she will fill in the votes reported. The Party Rep may refer 

either to the public announcement of the votes cast as reported by the Chairperson or to the Results 

Tape that has been affixed to the wall for public review.  At the bottom of each Tally Sheet are 

Signature Lines  for two Inspectors: the Election District Co-Chairpersons, or one Co-Chairperson and an 

Inspector from the opposite political party. The Party Rep is required to obtain the signatures of the Co-

Chairpersons, or one Co-Chairperson and an Inspector from the opposite political party. Each Party is 

authorized to have only one Party Rep per poll site. If multiple Election Districts are located at a poll site, 

signatures from only one District are required. 

Custodians 

Poll Site Custodians are responsible for receiving and securing the voting machine at the poll site prior to 

the election.  They will secure the machine and set up the polling area as directed on the Voting Area  

Layout . They are required to be at the poll site one hour before the opening of the polls to allow the 

inspectors access to the building. After the polls open, Custodians may vote, but then they must leave 

the poll site. They will return at the close of polls to return the poll site to its original configuration and 

secure the machine until the time that it will be returned to the BoE. The Custodian will meet the truck 

drivers who are picking the machine up for delivery back to BoE.  

/ǳǎǘƻŘƛŀƴΩǎ Pay Vouchers will be returned to the BoE along with the Machine .  
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Chapter 3: Clerical Inspectors  

Opening the Polls  

Setting Up the Voting Area  

The voting area should already have been set up by your Custodian. If the voting area has not yet been 

set up, the Custodian will complete the setup before the polls open. A document showing the intended 

Voting Area  Layout  is in your Green Poll Bag. The polling area should be situated so that the Inspectors 

and Pollwatchers can easily monitor activity in the poll site. The Machine(s)  should be visible to the 

Inspectors and the Pollwatchers. 

 Note that the table-top Privacy Booths  are delivered inside the Voting MacÈÉÎÅȭÓ Ballot Box . If 

ȅƻǳǊ Ǉƻƭƭ ǎƛǘŜ ǳǎŜǎ ŀ άǉǳŀŘέ Privacy Booth , it will be delivered separately. All Privacy Booths  should 

ƘŀǾŜ ŀ ŘƻŎǳƳŜƴǘ ŜƴǘƛǘƭŜŘ άVoting Instructions έ mounted inside them. If they do not, contact the Board 

of Elections. 

While the Clerical Inspectors look on, the Primary Inspectors should begin the process of 

opening the Voting Machine  so that it can be plugged in to begin the boot-up process.  All Inspectors 

must view the Voting Machine  together before opening the polls. 

 Green Poll Bags will be delivered to the poll site the day before or the morning of Election Day. 

If the Green Poll Bag is not at the site, contact your Town Clerk (first) or the Board of Elections (second, 

if necessary).  

NOTE: The Blue Ballot Bag  will be located inside the Ballot Box  of the Voting Machine .  

Checking Supplies 

Your Election District will have its own Green Poll Bag with the supplies needed for Election Day. Check 

that you have received the correct Green Poll Bag.  

 Inside the Green Poll Bag are the Clear Security Bag and the Statement of Canvass. In 

cooperation with Primary Inspectors, witness the breaking of the Seal on the Clear Security Bag and 

verify the Seal Numbers  on the Statement of Canvass. Witness the numbers on all Security Seals and 

Tags; if any are incorrect, ƻǊ ƛŦ ŀƴȅ ǎŀȅ ά±hL5Σέ ŎƻƴǘŀŎǘ ǘƘŜ Board of Elections immediately at 828-3115.  

Primary Inspectors will take the iButton /Security Key  and Ballot -Box Door Key. 

 Next, use the Supply Checklists ɀ Before Polls Open form to take an inventory of the materials 

to be sure that you have everything on the Checklist . If you are missing anything at all, immediately 

contact the Board of Elections at 828-3115. 

 Inventory Supplies & Ballots 
 Review Checklist 
 Complete Statement of Canvass 
 OPEN POLLS 
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 Break the Tag on the Blue Ballot Bag  and confirm that you have the correct Ballots . Confirm all 

Tag Numbers and Seal Numbers on the Statement of Canvass on the Ȱ"ÅÆÏÒÅ 0ÏÌÌÓ /ÐÅÎȱ page. Account 

for all Ballots  and record their numbers on the Statement of Canvass. Securely stow the Ballots  in the 

Green Poll Bag until needed. Store the Ballots  in correct sequential order so that you will be using the 

correct Ballot , starting with #1. 

 NOTE: Do not unwrap any Ballot Book  until you need a Ballot  from that Book . The presence of 

Shrink Wrap  indicates that all Ballots  are within.  

 Return the now-empty Blue Ballot Bag  to the Primary Inspectors. 

 

Other Arrangements of the Polling /Voting  Area   

Once you have accounted for all your supplies and while the Primary Inspectors are starting up the 

Voting Machine , complete the following eight steps to prepare your polling site for voting: 

1. Display the American Flag . If your Poll Site does not already have one, a flag will be provided by 

the Board of Elections.  When the Flag of the United States is displayed in a manner other than 

by being flown from a staff, it should be displayed flat, whether indoors or outdoors.  When 

displayed either horizontally or vertically against a wall, the union (stars) should be uppermost 

and to the &ÌÁÇȭÓ right (thŜ ƻōǎŜǊǾŜǊΩǎ ƭŜŦǘύΦ 

2. Place the Sample Ballot , the 6ÏÔÅÒȭÓ "ÉÌÌ ÏÆ 2ÉÇÈÔÓ, the Voting Instructions , map of Election 

$ÉÓÔÒÉÃÔȟ ÁÎÄ Ȱ.Ï #ÅÌÌ 0ÈÏÎÅÓȱ ÓÉÇÎ on the Instructions Table  so they can be easily seen by 

voters before they vote. 

3. If Distance Markers  have not already been posted, place them 100 feet from the site entrance.  

No campaigning (electioneering) is allowed within this 100-foot area. Political posters, shirts, 

hats, buttons, banners, or signs within this area (including inside the poll site) are not allowed. 

4. Make sure the voting area has been set up according to the Voting Area  Layout  instructions 

provided to your Custodian by the Board of Elections. A copy of these instructions is included in 

your Green Poll Bag. 

a. There should be a five-foot-clear radius surrounding all sides of the Voting Machine .  

b. The monitor of the Ballot Marking Device  (BMD)  should face away from the public, 

away from any windows, and away from any poll workers so that the voter using the 

BMD can do so in private. 

c. Privacy  Booths  should be set up by the Custodians according to the Voting Area Layout  

provided. 
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NOTE:  No one should be allowed inside the designated voting area όǘƘŜ άƎǳŀǊŘǊŀƛƭέύ except for 

Inspectors, Voters, Pollwatchers, and other authorized persons such as Board of Elections staff. 

5. Inspectors should be wearing proper Identification Badges .  

6. Confirm that you have all supplies listed on the Supply Checklists  ɀ Before Polls Open which you 

will find in your Green Poll Bag. The Co-Chairpersons should sign the Checklist . Call the Board of 

Elections if any supplies are missing. 

7. Set up the )ÎÓÐÅÃÔÏÒÓȭ 4ÁÂÌÅ (the voter sign-in table).   

a. Only the Poll Books , Privacy Sleeves, and one Preprinted Ballot Booklet  (if a PRIMARY 

ELECTION, one Preprinted Ballot Booklet  per party) should be on the table at a time.  

b. The Blank BMD Ballot Booklet , additional Ballot  Booklets , and all other supplies should 

be in a secure place in view of the Inspectors AT ALL TIMES but not accessible by the 

public.  

c. Remove from the Green Poll Bag only what you need to help keep control of the official 

materials in your custody.   

d. All Ballot Books  that you have not used should remain intact in their Shrink Wrap  until 

you need to use them. 

e. NO FOOD OR DRINK is allowed on the Inspectorsȭ 4able.  

8. Make sure you have an unobstructed view of all entrance/exit points to the poll site to ensure 

that no person walks out with (or walks in with) a Ballot . 

After Polls are Open  

ü Verifying Voter Qualifications   

Two Clerical Inspectors, one from each political party, should 

Ƨƻƛƴǘƭȅ ǎǳǇŜǊǾƛǎŜ ǾŜǊƛŦȅƛƴƎ ŜŀŎƘ ǾƻǘŜǊΩǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ŀǘ ǘƘŜ ǇƻƭƭƛƴƎ 

place.  When a person approaches the Inspectors' Table  to 

vote, complete each of the following steps: 

1. Greet the voter. 

2. In a PRIMARY ELECTION, check that the voter is enrolled in a political party that has a PRIMARY 

ELECTION.  (A voter in a GENERAL ELECTION need not be enrolled in a party to vote.)  

 Sign-In the Voter 
 Note Ballot Stub Number 
 Issue Ballot & Privacy Sleeve or 

Affidavit Envelope 
 Complete Reports: Sections I, II, 

& III  when necessary 
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3. Ask for the voteǊΩǎ ƴŀƳŜ ŀƴŘ ǊŜǎƛŘŜƴŎŜ ŀŘŘǊŜǎǎΦ [oudly and distinctly repeat the ǾƻǘŜǊΩǎ name 

and address so that Pollwatchers can hear. Lƴ ŀ twLa!w¸ 9[9/¢LhbΣ ŀƴƴƻǳƴŎŜ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅ 

enrollment.  

4. CƛƴŘ ǘƘŜ ǾƻǘŜǊΩǎ ǊŜƎƛǎtration record in your printed Poll List , which is a computerized list of 

voters. (Do not give this List  to anyone or allow anyone access to it. Return the Poll List in the 

Green Poll Bag ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƴƛƎƘǘΦύ aŀƪŜ ŀ ŎƘŜŎƪ ƴŜȄǘ ǘƻ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜΦ 5ƛǊŜŎǘ ǘƘŜ ǾƻǘŜǊ 

to the Inspector with the appropriate Poll Book , which is a computerized list of voters 

containing Digitized Signatures , important registration information, and a Signature Box for 

each voter.   

 LŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ IS on your Poll List  (and in the appropriate Poll Book ), but at a different 

address still within your Election District, that person is nevertheless allowed to vote on the 

Voting Machine . Please confirm that ǘƘŜ ǾƻǘŜǊΩǎ ƴŜǿ ŀŘŘǊŜǎǎ ƛǎ ǎǘƛƭƭ ƛƴ ȅƻǳǊ ED by calling the 

Board of Elections at 828-3115. Note the new address on Section I: Challenges and ask the voter 

to complete a new Voter Registration Form .  

 LŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ IS NOT on your Poll List  (and in your Poll Book ), call the Board of Elections 

to see what ED the voter resides in.  If more than one ED votes in the same polling place, please 

check with the other EDs within the building to see if the voter appears in any of their Poll 

Books.  LŦ ǘƘŜ ǾƻǘŜǊΩǎ ŀŘŘǊŜǎǎ ƛǎ ƛƴ ȅƻǳǊ ED, proceed ǘƻ άAffidavit Ballot or Court OrderΦέ If the 

ǾƻǘŜǊΩǎ ŀŘŘǊŜǎǎ ƛǎ ƴƻǘ ƛƴ ȅƻǳǊ ED, call the Board of Elections for help, and provide the voter with 

the address of the correct polling site that he or she should go to in order to vote. 

Also, iŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ IS NOT on your Poll List  (and in your Poll Book ), check to see if you 

have a Challenge List, which is a computerized list of voters who the Board of Elections (or in 

some cases another voter) believes for some reason is not eligible to vote. If the voter is on a 

Challenge List, ask the voter to swear that s/he does reside at such address (or does otherwise 

qualify to vote, as may be appropriate), and then provide the voter an Affidav it Ballot , as above.  

Name Changes:   

If a voter has changed his or her name since last voting or since registering, the voter can still 

vote on the Voting Machine  as long as he or she still resides in your District. Have the voter sign 

his or her name as it appears in your Poll Book , and just above it, sign his or her new name. 

Note this name change in the appropriate place on the sheet entitled Section I: Challenges 

(Appendix 4). Give the voter a Registration Form  to complete with the new name and 

signature; return it to the Board in your Green Poll Bag. 

5. Check the Poll Book  to see if the voter needs to show HAVA (Help America Vote Act) 

identification. (Depending on how they initially registered to vote, certain new voters are 

required to show identification on Election Day; otherwise they cannot vote on the Machine.) 

The Signature Box  in the Poll Book  ǿƛƭƭ ǎǘŀǘŜΣ ŦƻǊ ŜȄŀƳǇƭŜΣ άID REQUIREDέ ƛŦ ŀn individual needs 

to present identification. The acceptable forms to verify a voteǊΩǎ ƛŘŜƴǘƛǘȅ Ŧƻƭƭƻǿ όǎŜŜ 



Columbia County Board of Elections: 518-828-3115 Instruction Manual September 2011 p. 23 

άAcceptable Forms of Voter Identificationέ) and they MUST include either photo ID or an 

acceptŜŘ ǘȅǇŜ ƻŦ ŘƻŎǳƳŜƴǘ ǘƘŀǘ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǾƻǘŜǊΩǎ ƘƻƳŜ ŀŘŘǊŜǎǎΦ LŦ ǘƘŜ ǾƻǘŜǊ Ŏŀƴƴƻǘ ǇǊƻǾƛŘŜ 

such identification, s/he may not sign the Poll Book , may not vote on the Machine , and must 

vote via Affidavit Ballot  or Court Order . 

6. If the voter does provide acceptable identification, the inspector should cross out the words άL5 

w9v¦Lw95έ that appear in the Signature Box  and then both INITIAL and WRITE IN the ID 

INFORMATION όǎŜŜ άVoter IdentificationΣέ ōŜƭƻǿύ above the Signature Box .  

a. CƻǊ ŀ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜΣ ǿǊƛǘŜ ƛƴ ǘƘŜ ŜƴǘƛǊŜ ƴǳƳōŜǊΦ  

b. For a Social Security Number, write in ONLY the last four digits.  

c. CƻǊ ŀƴȅ ƻǘƘŜǊ ǘȅǇŜ ƻŦ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴΣ ǿǊƛǘŜ ƛƴ άhǘƘŜǊ L5έ ŀƴŘ ǎǇŜŎƛŦȅ ǘƘŜ ǘȅǇŜ ƻŦ L5 

provided.  

7. Turn the Poll Book  to face the voter. Do not allow the voter to view the Pre-Printed Signature  

before signing. While covering up the Pre-Printed Signature , have the voter sign in the 

Signature Box . Compare this signature to the original, Pre-Printed Signature .  Any Inspector 

who believes the signatures do not match can challenge the voter (see the following, 

άChallengesέ).   

8. If the signatures match, locate the correct Ballot :  

a. If a PRIMARY ELECTION, in the appropriate Prepri nted Ballot Book  according to party 

enrollment, making sure that the first Ballot used is #1. 

b. If a General Election, in the appropriate Preprinted Ballot Book , making sure that the 

first Ballot used is #1. 

c. If a BMD ballot, from the BMD Blank Ballot Book .  

9. Enter the appropriate Ballot  Stub Number  ƻƴ ǘƘŜ ƭƛƴŜ ƴŜȄǘ ǘƻ ά{¢¦.έ and sign your initials on 

ǘƘŜ ƭƛƴŜ ƴŜȄǘ ǘƻ άLb{t.έ (Note that the voter may request up to three Ballots  in the event that he 

or she has a problem with the Ballo t or makes a mistake on it, so please leave room for two 

other Ballot Stub Number s.)  

a. If the voter claims to be physically unable to sign, enter the words "Unable to Sign" in 

the Signature Box of the record. Two bipartisan Inspectors should initial this entry.  

b. Carefully remove the Ballot  from the Ballot Book , hand the voter a Privacy Sleeve, and 

direct the voter to a Privacy Booth  or to the BMD.   

10. In a PRIMARY ELECTION, a voter who uses the Ballot Marking Device  will need to provide 

evidence of his or her party enrollment to the Primary Inspector stationed at the Voting 

Machine .  
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a. In this case, you should give the voter the appropriately colored Party Enrollment  Card 

found in the Green Poll Bag, in addition to the Blank Ballot  and the Privacy Sleeve.  

b. The Primary Inspector will take the Party Enrollment  Card from the voter and will set 

the Voting Machine  to print out the appropriate Ballot .  

c. The colors for the Party Enrollment  Card and Primary Ballot  are green (Democrat), 

pink (Republican), yellow (Independence), grey (Conservative), and tan (Working 

Families), according to NYS Election Law. 

d. NOTE: If someone votes on the WRONG Ballot , notify the Board of Elections AT ONCE, 

and make a note of the details of the incident. The voter MUST NOT vote again. 

11. If a voter indicates that she or he requires assistance, please refer to the section "Meeting Voter 

Needs.έ  

12. If there are people standing on line at your Election District, do not sign in more than four voters 

at one time.  

a. Note that voters may proceed to scan their Ballots  in any order; they need not scan 

them according to the order in which they signed the Poll Book . 

13. If the voter requests a new Ballot  because of a mistake made while filling out his or her 

selections, or in case the Scanner is unable to read the Ballot , the voter shall return to the 

)ÎÓÐÅÃÔÏÒÓȭ 4ÁÂÌÅ. 

a. The voter must surrender his or her Ballot  and Sleeve (if one was originally provided) to 

the Inspector.  

b. The Inspector shall verify that the Ballot  was a valid Ballot  (but not see how the Ballot  

has been filled out), fold the Ballot  in half with the back of the Ballot  facing out, and 

mark the Ballot  ŀǎ άǎǇƻƛƭŜŘέ ōȅ ǿǊƛǘƛƴƎ ǘƘŜ ǿƻǊŘ ά{thL[95έ ƛƴ ƭŀǊƎŜ ƭŜǘǘŜǊǎ ŀŎǊƻǎǎ both 

sides of the Ballot .  

i. The spoiled Ballot  shall be deposited in the large Spoiled Ballots Envelope . 

c. In the Poll BookΣ ƭƻŎŀǘŜ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜΦ bŜȄǘ ǘƻ ǘƘŜ Ballot  Stub Number  already 

indicated, add a slash ( / ) and write the new Ballot Stub Number  after it (do not cross 

out the first Number ).  

i. This may result in some voters having two or even three Ballot Stub Numbers .   

d. Give the new Ballot  and a Sleeve to the voter. 

e. A voter is allowed to spoil two Ballots  ς the third Ballot  a voter is given will be the last. 

If that Ballot  proves unsatisfactory to the voter but the Machine  will scan it, the voter 

should allow the Machine  to do so. If the Machine  will not scan the Ballot , the voter 
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should return it to the Clerical Inspectors to be placed in the Emergency Ballots 

Envelope so that it can be tallied after the polls close. 

ü Acceptable Forms of Voter Identification  

The forms of identification that may be accepted at the polling place to enable voting on a Machine  

(scanning a Ballot ) must be from either of the two categories that follow: 

мΦ ! ŎǳǊǊŜƴǘ ŀƴŘ ǾŀƭƛŘ ǇƘƻǘƻ L5 ǿƛǘƘ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ŀƴŘ ǇƛŎǘǳǊŜΦ 

Examples include but are not limited to: 

 Passport    Pistol or Firearm permit 
 5ǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ    tƛƭƻǘΩǎ ƭicense 
 Non-ŘǊƛǾŜǊΩǎ L5 ŎŀǊŘ    Military identification 
 Student ID card    Government identification 
 
OR 

2. A copy of a current utility bill, bank statement, government check, paycheck, or government 

document that shows the name and address of the voter.  NOTE: If this kind of ID is provided, the voter 

will have to provide ID again the next time he or she votes. 

Examples include but are not limited to: 

 A current utility bill: gas, telephone, electric, water or other utility bill 

 Bank statement: a statement from a banking institution or credit union 

 Government check or paycheck: Social Security Administration statement or check, or 

government or military paycheck, or paycheck stub 

 Other government document: hunting, fishing or trapping license; electronic benefit transaction 

(EBT) cards; public housing lease and rent statements and agreements, or rent statement 

agreements provided pursuant to subsidized housing programs; public housing ID cards; tuition 

statements or bills from public colleges and universities; bills from a federal, state, or local 

government; discharge certificates, pardons, or other official documents issued in connection 

with the resolution of a criminal case, indictment, sentence, or other matter, in accordance with 

state law; government homeless shelter ID cards 

If a voter is required to show ID and CANNOT provide it to you, the voter MAY NOT sign the Poll Book  or 

vote on the Machine . Provide the individual with the Notice to Voters  statement (Appendix 6) and 

ǇǊƻŎŜŜŘ ǘƻ ǘƘŜ ǎŜŎǘƛƻƴ ŎŀƭƭŜŘ άAffidavit Ballot or Court OrderΣέ ōŜƭƻǿ.   
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ü Know the Several Types of Ballots  

As an Inspector, you will have to familiarize yourself with 

how to process several different kinds of Ballots , all of 

which begin with a Ballot  from either the Preprinted 

Ballot Book or the BMD Blank Ballot  Book . They include 

Affidavit Ballots , ballots cast by Court Order , Absentee 

Ballots , Emergency Ballots , and BMD-Generated Ballots .  All Ballots  must be handled with secrecy and 

carefully safeguarded from tampering. 

ü Affidavit Ballot  or Court Order  

An Affidavit Ballot  is a Preprinted Ballot  or a BMD-Generated Ballot  that, once marked by the voter, is 

folded into thirds and then inserted into a special Affidavit Envelope  that first has been accurately and 

completely filled out by the voter and then by one Co-Chairperson and an Inspector of the opposite 

political party. Affidavit Ballots  may be used by any voter whose poll record is missing (whose name is 

not in the Poll Book ) and who claims to be a registered (or enrolled) voter in your Election District. They 

may be used by: 

o A person who is already registered in the county and has recently moved into your Election 

District but whose name does not appear in the Poll Book .  

o A voter who needs to present identification at the polling site but does not. 

o A voter in a PRIMARY ELECTION who claims to be enrolled in a political party and yet is not listed 

in ǘƘŀǘ ǇŀǊǘȅΩǎ Poll Book . 

Note that a voter is NOT required to provide identification to vote by Affidavit Ballot . 

 These ballots are not opened on Election Night, because the Board of Elections must do 

additional research before determining if the voter is eligible to vote in the election.  

 If any of these situations arise, you are required to give the voter the Notice to Voters  (Appendix 

6) statement, which outlines the voter's available legal options. The voter can use an Affidavit Ballot  OR 

obtain a Court Order  to vote. If the voter wishes to obtain a Court Order , he or she should be directed 

to the Board of Elections where the Board will provide further information. 

 If the voter does obtain a Court Order  and presents it at your polling place, follow the directions 

on the Court Order  itself. In most cases, a Court Order  will direct you to allow a voter to vote on the 

Voting Machine . Have the person sign his or her name at the top of the first page of the Court Order , 

and enter the voter's serial number, if it is available. Also have the voter sign in the Poll Book : either at 

the very end of the Poll BookΣ ƻǊ ƴŜŀǊ ǘƘŜ ƭŜǘǘŜǊ ōŜƎƛƴƴƛƴƎ ǘƘŜ ǾƻǘŜǊΩǎ ƭŀǎǘ ƴŀƳŜΦ The voter's name and 

other required poll record entries must immediately be entered on the sheet entitled Section II: 

Affidavit Ballots/Court Orders  (Appendix 4). 

 Affidavit Ballots 
 Absentee Ballots 
 BMD Ballots 
 Emergency Ballots 
 Challenges 
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 In a PRIMARY ELECTION, the Court Order  must specify the party in which the person is being 

permitted to vote.  

Guidelines for Voting by Affidavit Ballot  

1. If the voter is not listed in the Poll Book , call the Board of Elections at 828-3115 to ascertain the 

ǾƻǘŜǊΩǎ ŎƻǊǊŜŎǘ Ǉƻƭƭ ǎƛǘŜΦ 

2. If, according to the Board of Elections, the personΩǎ ǊŜǎƛŘŜƴŎŜ ƛǎ ƭƻŎŀǘŜŘ ƛƴ ȅƻǳǊ 5istrict, he or 

she may vote there by Affidavit Ballot  or Court Order . Give the person the Notice to Voters  

(Appendix 6) form and answer any questions from the voter. 

3. If the person at your polling place claims to have been registered in another District in Columbia 

County, but has moved into your District, confirm that this new address is located in your 

District by calling the Board of Elections at 828-3115. If the voter's new (current) address is in 

your District, the voter may vote at your poll site by Affidavit Ballot . Proceed with the next step 

in this process.   

4. If the person decides to vote on an Affidavit Ballot , provide an Affidavit Ballot Envelope . Ask 

the voter to complete both sides - Bipartisan Clerical Inspectors must review the Envelope for 

completeness. Once it has been determined to be complete, provide the voter a Preprinted 

Ballot  (or a Blank BMD Ballot , as appropriate). Direct the voter to a Privacy Booth  (or to the 

BMD, as appropriate). Instruct the voter to privately and carefully read the directions on the 

Ballot , vote the Ballot , fold it twice, and seal it in the Affidavit Envelope .  

5. Again, make sure the voter has signed the affidavit on the Affidavit Envelope  and has filled out 

all needed information; ǿƛǘƘƻǳǘ ƛǘΣ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ǾƻǘŜ ǿƛƭƭ ƴƻǘ ōŜ ŎƻǳƴǘŜŘ. Two bipartisan 

Clerical Inspectors must enter remaining information including town and district and must sign 

the Envelope  before the voter leaves the poll site.  

6. Note the Ballot Stub Number  on the front of the Affidavit Envelope . 

7. Enter the voter's name and address on the form Section II: Affidavits/Court Orders .  

8. Place the sealed Affidavit  Envelope in the large, oversized Affidavit Ballot Envelope  in the 

Green Poll Bag containing your supplies for return to the Board.  

ü Absentee Ballots  

Absentee Ballots  are held at the Board of Elections and are handled there.   

 A qualified voter may vote by Absentee Ballot  in a GENERAL, PRIMARY, or SPECIAL election if he 

or she is or expects to be: 

ü Absent from the county on Election Day; 
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ü Confined by illness or disability; or 

ü In jail for other than a felony conviction. 

You may find that some people will deliver Absentee Ballots  directly to your polling site.   

ü Any Absentee Ballots  delivered directly to you by an individual who is not the voter should 

be placed in the large, oversized Affidavi t Ballot Envelope  and returned in the Green Poll 

Bag to the Board of Elections.  

ü Do not allow a voter to leave his or her own Absentee Ballot  at your poll site unless he or 

she votes on the Voting Machine . (In such case, collect the Absentee Ballot , write on it 

ά±ƻǘŜŘ ƻƴ aŀŎƘƛƴŜ,έ and insert it into the large, oversized Affidavit Ballot Envelope .) Such 

voter must either vote on the machine or deliver the Absentee Ballot  to the Board of 

Elections. 

ü BMD/Ballot -Marking  Device Ballots  

These Ballots are blank; the voters selections will be printed on the Ballot by the BMD. After marking, 

the BMD-Generated Ballot  is scanned into the Machine  if and only if the voter has been given a Privacy 

Sleeve. The voter should do the scanning, but if he or she requests assistance, bipartisan Primary 

Inspectors may provide assistance.  

 If the voter has NOT been given a Privacy Sleeve, he or she will have an Affidavit Envelope  into 

which to insert the folded Ballot . The voter should fill out the back of the Envelope, and two bipartisan 

inspectors should review it and sign it, as per instructions above under άGuidelines for Voting by 

Affidavit Ballot.έ 

ü Challenges 

A voter's qualifications can be challenged at the polling site by an Inspector, a Pollwatcher, or any 

registered voter who is properly voting at that polling site. Challenges can be made for several reasons: 

1. the person's signature does not match the current registration signature;  

2. someone else using the same name has already voted; 

3. the person is believed not to reside at his or her registered address. 

As an Inspector, you must challenge any voter whom you know or suspect is not legally entitled to vote 

in your District. 

Challenges of Voters  

Follow these steps in processing challenges: 
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1. Make the challenge before the person votes. 

2. Add the challenged voter's name to the sheet entitled Section I: Challenges (Appendix 4). 

3. Give the challenged voter the Notice to Voters  (Appendix 6) form explaining his or her legal 

options. 

4. Administer the Prelimin ary Challenge Oath (Appendix 8) to the voter. If the voter refuses to 

take the Oath or answer questions, he or she may not vote on the Machine . Remind the voter 

that false statements are punishable as perjury.  

5. Question the voter about his or her qualifications. 

Deciding the Challenge   

If the Board of Inspectors, as indicated by a tied vote, is satisfied with the voter's answers to these 

questions, the challenge is withdrawn and the individual is allowed to vote on the Voting Machine  in the 

normal manner.  In fact, even if a majority rules against the voter in the challenge, the individual can 

only be denied a Machine vote if he or she refuses to take the Qualification Oath . 

 If the Board of Inspectors decides (by majority voteτe.g., 3 to 1) that the challenge is 

warranted, the individual is not allowed to vote on the Machine  if the voter refuses to take the 

Qualification Oath . However, if the voter still claims to be qualified, the Board of Inspectors will 

administer the Qualification Oath  (Appendix 8) to be sure that the individual understands the voting 

requirements and that he or she knows that, if a false statement is made, he or she will be guilty of 

perjury. The challenged voter then is allowed to vote on the Voting Machine .Note that a voter who has 

been challenged is NOT required to provide identification to vote. 

ü PRIMARY ELECTIONS: About Enrollment and Enrollment Changes  

If the name of a voter who believes he or she is enrolled in a party does not appear in that party's Poll 

Book , ask if the voter changed enrollment in Columbia County within the past year. NYS Election Law 

(Sections 5-302 and 5-304) is very precise about changes in enrollment (changing from one party to 

another, or from non-enrolled to enrolled, or from enrolled to non-enrolled).  

o For a voter already registered to vote in Columbia County who CHANGES enrollment:  

 That change will not take effect until the Tuesday following the GENERAL ELECTION 

in November.  

o For a voter already registered to vote in Columbia County who CHANGES enrollment AFTER 

25 days before the November election: 

 That change will not take effect until the Tuesday following the GENERAL ELECTION 

the FOLLOWING November. 
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Therefore, for a voter who changed his or her party enrollment after October 14, 2011, the change in 

enrollment will not take effect until November 13, 2012. 

Note that a voter who is a new registrant in Columbia County who enrolls in a political party when first 

registering in the county is immediately enrolled in that party. 

 

Closing the Polls  

At exactly 9pm, the Co-Chairpersons should announce that the 

polls are closing, and the doors should be locked, if possible. Any 

person in line at that time, even if he or she is outside the doors, 

has the right to vote.  Only after the last person has voted can the 

poll closing procedures begin.   

 An inspector or the Custodian should stand at the end of 

the line of people in the polling place waiting to vote, so that no 

one that has entered the polling place after 9pm can be added to the line. 

 Once the polls have closed, only authorized persons may remain in the polling area. Authorized 

individuals include the Inspectors, the Custodian, Pollwatchers, Party Representatives (Democratic and 

Republican), candidates and other authorized persons such as media representatives. 

 As you will see from the following, the first step concerns any Emergency Ballots  that may be in 

the Emergency Ballot Boxτthey must be either scanned or hand tallied. The second step concerns the 

verification of the Security Seals.  

 

 

 

Canvass Emergency Ballots 

o Per New York State Election Law §9-млнόоύόōύΣ άŜƳŜǊƎŜƴŎȅ ōŀƭƭƻǘǎ Ŏŀǎǘ ŘǳǊƛƴƎ ǾƻǘƛƴƎ ƳŀŎƘƛƴŜ 

breakdowns which have been voted shall then be canvassed and tallied, the vote thereon for 

each candidate and ballot proposal announced and added to the vote as recorded on the return 

ƻŦ ŎŀƴǾŀǎǎΦέ 

o If there are no Emergency Ballots  at your polling site, proceed with the balance of your closing 

responsibilities. 

 
Do not proceed with any steps relating to closing the polls  

until you have completely read through this section of the Manual . 

 Close the Polls 
 Canvass Emergency Ballots 
 Account for All Ballots 
 Announce & Call in Results 
 Complete Statement of Canvass 
 Pack the Bags 
 Wait for Ballot Catchers 
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o NO Emergency Ballots  may be canvassed (hand counted) before 9pm when the polls close. At 

9pm, canvass the Emergency Ballots  first.  

o Note: Absentee and Affidavit ballots  are NEVER counted at the polling site. 

o If Emergency Ballots  were used and they cannot be scanned, all four Inspectors must use the 

following steps in canvassing them: 

 Inspectors should count the total number of Emergency Ballots  cast and place them into 

the large Emergency Ballot s Envelope indicating on the Envelope the number of Ballots . If 

your Election District shares a poll site and a Voting Machine  with another District, the 

Emergency Ballots  must be sorted into the appropriate Districts.  

 In each District, two of the four inspectors, one from each political party, should place the 

Ballots  face down on the table. Count the number of Ballots  and confirm that it matches 

the number of reflected on the large Emergency Ballots  Envelope . 

 One by one, an Inspector should turn over a Ballot . Inspectors from both parties should call 

out the votes cast. Votes should be recorded by an Inspector on a Tally Sheet that will be 

provided and the total entered on that Tally Sheet. All four Inspectors should sign their 

names to the Tally  Sheet after the count has been completed.  

o Announce the results of the Emergency Ballot  votes. 

Objections to Emergency Ball ot Counts  

o If any qualified voter (e.g., Pollwatcher) objects to the counting of any vote on an 

Emergency Ballot , the Board of Inspectors must rule upon the objection before processing 

any more Ballots .   

o The name and address of the challenger and the nature of the objection should be noted on 

the Ballot  and on the report entitled Section I: Challenges (Appendix 4). 

ü Verify that All  Security Seals are Intact  

o All Inspectors shall verify that all Security Seals are intact by inspecting each Seal that is 

attached to the Voting Machine  and comparing the Security Seal Serial Numbers  to the 

ones recorded on the Statement of Canvass. 

o If a Security Seal is not intact, then a Co-Chairperson shall notify the Board of Elections 

immediately and wait for further instructions on how to proceed. Do not close the polls. 

o The Board of Elections shall initiate the Security Incident Response Procedure , as 

necessary.   
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o If all Security Seals are intact, proceed to close the polls.  

o Results Tapes will automatically be printed by the Voting Machine . 

o Immediately post one Results Tape on the poll-site wall. 

ü Announce Results from the Results Tapes, by Election District  

o After one copy of the Results Tape has been posted on the wall, a Co-Chairperson or other 

designated Inspector shall loudly proclaim, in a distinct voice, the results of the votes cast.  

o That Inspector shall read the name of each candidate, with the designating number and 

letter of his or her Ballot Position , and the vote recorded for same, including votes cast 

for and/or against each Ballot Proposal .  

o If the Voting Machine  serves more than one Election District (ED), the Chairperson must 

ƛƴŘƛŎŀǘŜ ǿƘƛŎƘ 95Ωǎ ǊŜǎǳƭǘǎ ŀǊŜ ōŜƛƴƎ ǊŜŀŘΦ ¢ƘŜ Results Tape indicates each ED via a 

Ballot ID Number . The Number  for each ED is provided on the front cover of the 

Instruction Manual . It can also be found on the Statement of Canvass and on a ballot. 

o During such proclamation, ample opportunity shall be given to any person lawfully present to 

compare the results so announced with the numbers on the Results Tape that has been affixed 

to the poll-site wall.  

o Party Representatives (Democratic and Republican) may be at the poll site to record the vote 

totals and call them in to their party (not to the Board of Elections).  

o Each Party Rep will have a Tally Sheet on which he/she will fill in the votes reported. 

The Party Rep may refer either to the public announcement of the votes cast as 

reported by the Chairperson or to the Results Tape that has been affixed to the wall for 

public review. 

o At the bottom of each Tally Sheet are Signature Lines  for two Inspectors: the Election 

District Co-Chairpersons, or one Co-Chairperson and an Inspector from the opposite 

political party.  

o The Party Rep is required to obtain the signatures of the Co-Chairpersons, or one Co-

Chairperson and an Inspector from the opposite political party. 

o Each Party is authorized to have only one Party Rep per poll site. If multiple Election 

Districts are located at a poll site, signatures from only one District are required. 

ü Start Completing the Canvass Statement: After Polls Close 

o One Co-Chairperson of the ED shall affix one Results Tape to the Statement  of Canvass.  

o Locate the Protective Counte r Number  that is printed on the Results Tape and record it on the 

Statement of Canvass.  
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a. If a Machine  is used by only one Election District, all Inspectors shall sign every Results 

Tape printed for its ED.  

b. However, space on the Tape is limited, as there are only four Signature Lines . If 

multiple Election Districts share a Voting Machine , both Primary Inspectors must sign 

the Tape. Also, a sufficient number of additional inspectors must sign in order to 

provide bipartisan representation from each ED on the Tape. 

ü Account for A ll Ballots  

The Clerical Inspectors shall account for all Ballots  located at the poll site on the Statement of Canvass. 

Account for the following types of Ballots : 

1. Spoiled  

2. Affidavit 

3. Emergency (Unscanned) 

4. Unused (Preprinted) 

5. Unused (BMD) 

6. Used Ballot Book Stubs 

ü Report: Sections I, II, and III  (Challenges, etc.) 

o Upon the closing of polls, the Board of Inspectors must confirm that Sections I (Challenges), 

II  (Affidavit Ballots/Court Orders ), and III  (Assistance Provided ) have been thoroughly 

completed.  

o The covering Report  must be completed and signed by all four Inspectors. These sections 

and the Report are then secured in the large )ÎÓÐÅÃÔÏÒÓȭ %ÌÅÃÔÉÏÎ 2ÅÔÕÒÎÓ ÁÎÄ 

Documentation Envelope  to be returned to the Board of Elections. 

ü Call in the Canvass Results 

o Call your results in to the Board of Elections at 828-3115 (four phone lines) or to alternative 

lines that we may provide you. 

o If you have difficulty getting an open phone line and you have the means to send an email, 

you may convey these unofficial results to an authorized email address at the Board of 

Elections that will be provided you. If you transmit your results in this fashion, do not leave 

the Poll Site until you have received acknowledgement that the Board of Elections has 

received your results. 

o If you have access to a fax machine, you may fax your results to us at 828-2624. If you 

transmit your results in this fashion, do not leave the Poll Site until you have received 

acknowledgement that the Board of Elections has received your results. 
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Á Read/report the numbers only for your ED from the 6ÏÔÉÎÇ -ÁÃÈÉÎÅȭÓ Results Tape. 

If there is another ED at your Poll Site, that Board of Inspectors is responsible for 

phoning in the results from its ED.  

Á If Emergency Ballots  were tallied by Inspectors after the close of polls, also read the 

results of the Emergency Ballot Tallies .  

ü Finish Completing the Statement of Canvass: After Polls Close 

o The Co-Chairpersons will complete the Statement  of Canvass, with all Inspectors 

observing and verifying the information being written down. 

o All four Inspectors must sign the Statement of Canvass. 

ü Document the Chain of Custody  

o The Co-Chairpersons must verify that all election results and official documentation are 

accounted for and are appropriately logged.   

o The bipartisan travelling Ballot Catchers Team is a crucial component of this process.  

o Retrieve the Ballot Catchers Envelope  from the Green Poll Bag. Inside it are the Poll 

Bag and Ballot Bag Chain of Custody Form and Instructions: Ballot Catchers  (see 

Appendix 10). 

o Begin filling out the Form  ŀǎ ȅƻǳ ŀǿŀƛǘ ǘƘŜ .ŀƭƭƻǘ /ŀǘŎƘŜǊǎΩ ŀǊǊƛǾŀƭΦ ¢Ƙƛǎ Form  and the 

Envelope it came in will be given to the Ballot Catchers. 

ü Pack the Green Poll Bag 

o Attach the Results Tape and any papers used in tallying votes to the Statement of Canvass.  

o Place the following items in the large )ÎÓÐÅÃÔÏÒÓȭ %ÌÅÃÔÉÏÎ 2ÅÔÕÒÎÓ and Documentation 

Envelope:  

o Statement of Canvass 
o Poll List  (and the Challenge List, if any) 
o Reports, Sections I, II, and III  
o Vouchers Envelope  

o Place all in the Green Poll Bag for return to the Board of Elections. 

o Retrieve the Supply Checklist : After Polls Close and complete it, confirming that you have 

accomplished each of the items listed.  

o The Co-Chairpersons must sign the Checklist  when complete. 
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ü Pack the Blue Ballot Bag 

o At all times, ensure that Blue Ballot Bag  is carefully secured and in the hands of bipartisan 

Inspectors.  

o Place all Unused Ballot Booklets , still secure in their Shrink Wrap , inside the Blue Ballot Bag  on 

top of the oversized Write -In Ballots Envelope , which will have been placed there by the 

Primary Inspectors atop the voted/scanned Ballots  that were found inside the Bag when the 

Ballot Box  was opened. 

o Place Affidavit  Ballots , Unscanned Emergency Ballots , Spoiled Ballots , and Unused Ballots 

(from Ballot  Books that have been opened and their Shrink Wrap  removed) and Used Ballot 

Stubs in their proper oversized Envelopes. 

o Indicate numbers of those Ballot  types as required on the Statement of Canvass. 

o Place all oversized Envelopes, above, including any oversized Envelopes that may be empty, 

inside the Blue Ballot Bag on top of the Unused Ballot Booklets . 

o Confirm that all Ballots  of any description (voted/scanned, unused still secure in their Shrink 

Wrap , and those that have been placed in oversized Envelopes), as well as any empty oversized 

Envelopes, are inside the Blue Ballot Bag . NOTE: Also include Ballot Book stubs left over when 

all the ballots in a given book have been used.  

o Lock the Blue Ballot Bag  with a Flat Red Security Tag, and report the Tag number on the 

Statement of Canvass. 

ü Pack the Clear Security Bag 

o Check to see that the following items are in the Clear Security Bag: 

o Used and Unused Seals and Tags 

o Voting Machine Key and iButton  

o Voting Machine Report Tape s (Zero-Report, Results)  

o Compact Flash (CF) Card 

o Confirm that you no longer need to access the contents of the Clear Security Bag. 

o Lock it with a Flat Red Security Tag. Indicate the Tag number on the Statement of Canvass. 

o Place the Clear Security Bag in the Green Poll Bag. (When the Ballot-Catchers Team arrives, 

they will need to view the Tag on the Clear Security Bag.) 
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ü When Ballot Catchers Arrive, Transfer Custody of the Green Poll Bag, the Clear Security 

Bag (inside the Green Poll Bag), and the Blue Ballo t Bag 

o Two bipartisan inspectors await the arrival of the bipartisan travelling Ballot-Catchers Team 

that you have been informed has been assigned to your poll site.  

o Upon their arrival, check their identities against the identities that have been provided you.  

o Upon confirmation of their identities, show them the Blue Ballot Bag  and the Clear Security 

Bag so that they can confirm the Tag numbers on each and record them on the Poll Bag and 

Ballot Bag Chain of Custody Form  (Appendix 10) 

o After the Chain of Custody Form has been completed, two bipartisan inspectors and both 

Ballot Catchers then sign the Form. The Form should be returned to its Envelope.  

o The inspectors relinquish all three Bags (the Green Poll Bag, the Clear Security Bag inside the 

Green Poll Bag, and the Blue Ballot Bag ), as well as the Envelope containing the Poll Bag and 

Ballot Bag Chain of Custody Form , to the Ballot Catchers.  

ü Reminder Checklist and Final Notes  

Reminder Checklist 

Before packing up the Green Poll Bag and the Blue Ballot Bag, be sure you have: 

V Phoned in vote counts to the Board of Elections at 828-3115 (four lines), or, if you have been so 

instructed, to alternative numbers provided you; or emailed vote counts to an authorized email 

ŀŘŘǊŜǎǎ ŀǘ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭŜŎǘƛƻƴǎ ŀƴŘ ǊŜŎŜƛǾŜŘ ŀŎƪƴƻǿƭŜŘƎŜƳŜƴǘ ƻŦ ǘƘŜ .ƻŀǊŘΩǎ ǊŜŎŜƛǇǘ ƻŦ ȅƻǳǊ 

email; or faxed vote counts to 828-2624 and received acknowledgemeƴǘ ƻŦ ǘƘŜ .ƻŀǊŘΩǎ ǊŜŎŜƛǇǘ 

of your fax.   

V Correctly filled out all documents, including Sections I, II, and III and the covering Report 

concerning them. 

V Correctly dated all poll records. 

V Signed (all four inspectors) the Statement of Canvass: ά.ŜŦƻǊŜ tƻƭƭǎ hǇŜƴ.έ  

V Signed (all four inspectors) the Statement of Canvass: άAfter Polls Close.έ  

V Signed (all four inspectors) all copies of the Voting Machine Tapes (Zero Tape and Results 

Tape). 

V Secured all notes written throughout the day concerning Election Day events, situations, 

breakdowns, etc.  

V Returned all Pollwatcher Certificates  in the Green Poll Bag. 

V Checked and signed (by a Co-Chairperson and an Inspector from the opposite political party) 

both Supply Checklists: Before Polls Open  and After Polls Close. 
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V Accurately completed and signed the LƴǎǇŜŎǘƻǊǎΩ Pay Vouchers όƴƻǘ ǘƘŜ /ǳǎǘƻŘƛŀƴΩǎύ and 

enclosed them in the Vouchers Envelope , and enclosed that in the large )ÎÓÐÅÃÔÏÒÓȭ %ÌÅÃÔÉÏÎ 

Returns and Documentation Envelope.  

V CƻƭƭƻǿŜŘ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭŜŎǘƛƻƴǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ returning ALL supplies (the Clear Security Bag, 

the US Flag, etc.) in the Green Poll Bag. 

 

Before leaving the polling site, two bipartisan Inspectors must await the arrival of the duly authorized 

Ballot Catchers Team. Those two bipartisan Inspectors must sign the Poll Bag and Ballot Bag Chain of 

Custody Form , which the Ballot Catchers Team will take with them. 

ü The Custodian is the last person to leave.  

The Custodian will close and lock up the poll site after you. ¢ƘŜ /ǳǎǘƻŘƛŀƴΩǎ Pay Voucher will be 

returned along with the Voting Machine  after Election Day.  

Final Notes 

The results that your Co-Chairperson phones in at the end of the night are VERY important. NO 

inspector can leave the polling site until your 5ƛǎǘǊƛŎǘΩǎ call has been received by the Board of Elections.  

Please be patient, as many other Inspectors are calling in at the same time. The Board will do its best to 

process calls so that yours can be taken. There are four main phone lines, and all are accessed via the 

.ƻŀǊŘΩǎ Ƴŀƛƴ ǇƘƻƴŜ ƭƛƴŜ όуну-3115). We have two additional lines on Election Day: 828-2624 and 828-

2951 that you can call on, as well. If you have access to the internet, you may be able to email your 

results to an authorized address at the Board of Elections.  

 Be sure that all supplies and materials from the Board are returned to the Board. 

 Your custodian will be the last person out of the polling place, locking it up behind him or her. 

 Thank you, again, for choosing to be an important part of the electoral process in New York 

State.  Your dedication and sense of community service are immensely appreciated, and we wish you 

good luck as you serve Columbia County as a Certified Election Inspector. Know that we hope you will 

call us and ask for any assistance or guidance that you may need. 
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Chapter 4: Primary Inspector s 

Opening the Polls  

Arrive at poll site at 11am (for a PRIMARY ELECTION) or at 5am 

(for a GENERAL ELECTION). Do not begin the following 

procedures until there is at least one Primary Inspector from 

each of the political parties (one Democrat and one Republican).  

 

1. Locate the Clear Security Bag in the Green Poll Bag.  

a. With all four Inspectors present, break Security Seal on Clear Security Bag.  

b. Inventory all supplies, Seals, and Tags. 

2. Locate Ballot -Box Door Key and iButton/Security  Key.  

3. Verify number on Machine -Cover Tag against Transport Manifest . 

a. Break Tag on Machine Cover and remove Cover. Return broken Tag to Clear Security 

Bag, and return Bag to Clerical Inspectors. (All used Tags should be returned to the 

Clear Security Bag. All used Seals should be affixed to the back of the Statement of 

Canvass with a brief description of why they were removed.) 

b. Carefully lift Monitor  and remove Styrofoam . 

c. Carefully stow Styrofoam  and Machine Cover for the day.  

4. With Clerical Inspectors, confirm Seal and Tag numbers on Voting Machine  according to the 

Statement of Canvass.   

a. If Seal numbers ŀǊŜ ƛƴŎƻǊǊŜŎǘ ƻǊ ƛŦ ŀƴȅ ǎŀȅ ά±hL5Σέ Ŏŀƭƭ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭections at 828-

3115 immediately.  

b. Proceed no further with Machine  setup and await instructions from the Board of 

Elections. 

5. Break Seal on Ballot -Box Door . Return broken Seal to Clerical Inspectors for placement on the 

Statement of Canvass. 

6. Remove Blue Ballot Bag  from Ballot Box  and give it to Clerical Inspectors.  

a. With all Inspectors present, break Tag on Blue Ballot Bag  and confirm, with the Clerical 

Inspectors, that you have the correct Ballots . Clerical Inspectors will record Tag Number  

on Statement of Canvass. Do not remove Shrink Wrap  from the Ballot Books . 

b. Clerical Inspectors will put Ballot Books  in sequential order of their Ballot Numbers , so 

that the first preprinted Ballot Book  to be opened and used will have Ballots  1-50. 

Clerical Inspectors then will securely stow Ballot  Books in the Green Poll Bag until 

needed. 

c. Primary Inspectors will take the empty Blue Ballot Bag  back to the Machine  to continue 

with Machine  setup. 

7. Remove Supply Box from the Ballot Box  and inventory contents:  

a. Extension Cord , Duct Tape to secure the Cord against the floor (if needed), Ziplock bag 

of extra supplies, ATI (Audio Tactile Interface) and Cable , headphones , Sip and Puff 

Device, and Paddles.  

 Verify Security Seals 
 Turn on Machine 
 Print Zero Reports 
 Complete Statement of Canvass 
 Open Polls 
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b. Keep Supply Box in a place that allows you to access it as needed throughout the day. 

Do not put it back in the Ballot Box. 

8. Ask Clerical Inspectors to confirm with you that Ballot Box , Emergency Ballot Box, and Blue 

Ballot Bag  are empty.  

a. Allow Pollwatchers that are present to observe. 

9. Assemble "ÌÕÅ "ÁÌÌÏÔ "ÁÇȭÓ interior inserts (side walls) so that Bag stands upright.  

10. Put Blue Ballot Bag  into Ballot Box  so it can collect Ballots  as they are scanned into Machine . 

11. Turn on Machine  by pressing the UPS (Uninterruptible Power Supply) button :  

12. When prompted, insert iButton/Security K ey.   

a. Wait for Machine  to display a Green Light  before opening the polls. WARNING: Do NOT 

press any buttons on the LCD Screen until you have the Green Light . (Doing so will slow 

the loading process.) 

b. When Green Light  appears, press άOPEN POLLέ on LCD Screen. 

13. Press άZEROέ to print a Zero-Report Tape .  

a. Confirm that Zero-Report Tape  has ALL ZEROES on every race.   

b. If there are any numbers other than zero, notify the Board of Elections immediately and 

wait for further instructions.  

c. Machine  will ask if you want to print more Report Tapes .   

d. Print one Report Tape  to post on the wall of the poll site (to show the public that the 

Machine  was set at zero at the opening of the polls), one to go in the Clear Security 

Bag, and one for the Clerical Inspectors in each Election District (ED) served by your 

Machine to be attached to the Statement of Canvass.  

i. If the Machine  is used by only one ED, all inspectors from each ED must sign all 

copies of each Report Tape .  

ii. However, space on the Tape is limited, as there are only four Signature L ines. If 

multiple Election Districts share a Voting Machine , both Primary Inspectors 

must sign the Tape. Also, a sufficient number of additional inspectors must sign 

in order to provide bipartisan representation from each ED on the Tape. 

14. Obtain a fresh Blue Security Seal from the Clerical Inspectors (from Clear Security Bag) and seal 

Ballot Box . Record Seal number on the Statement of Canvass. 

15. The Machine  is now ready to accept Ballots . 

16. Positioning of Primary Inspectors: 

a. One Primary Inspector should position him- or herself near the entrance to help voters 

as they arrive with any questions they may have. This Inspector should also assist the 

counterpart by returning Privacy Sleeves to the )ÎÓÐÅÃÔÏÒÓȭ Table and making sure that 

Voting Booths  have only the materials necessary for voters to vote.  

b. The other Primary Inspector should position him- or herself close enough to the Voting 

Machine  to aid any voter that may need help, ȅŜǘ ƴƻǘ ǎƻ ŎƭƻǎŜ ŀǎ ǘƻ ƛƴǾŀŘŜ ǘƘŜ ǾƻǘŜǊΩǎ 

privacy.  

i. That Primary Inspector should allow voters bearing Privacy Sleeves to scan their 

Ballots . 
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ii. After casting their Ballots, voters will give the Primary Inspector their Privacy 

Sleeves. 

iii. The Primary Inspector will also work with any voter who wishes to use the 

Ballot Marking Device (BMD ).   

c. The Primary Inspectors should alternate positions throughout the day. 

 

After the Polls Have Opened  

ü The Role of the Primary Inspectors  

One of the Primary Inspectors will be stationed at the Voting 

Machine . This Inspector is responsible for allowing authorized 

voters access to the Scanner and also for setting up the Ballot 

Marking Device  for any voter who wishes to use it to mark a 

Ballot . (In a PRIMARY ELECTION, this Inspector will set the BMD 

to reflect the appropriate party of any voter who wishes to use the Ballot Marking Device .)  

  This Inspector must allow only a voter who presents a Privacy Sleeve to scan his or her Ballot  

and must collect the Sleeve after the Ballot  is scanned. The Sleeves should be returned to the Clerical 

Inspector at the proper Election District.  

 The other Primary Inspector will be positioned near the entrance to the Poll Site and the 

Instructions Table  ŀƴŘ ǿƛƭƭ ŀƴǎǿŜǊ ǾƻǘŜǊǎΩ ǉǳŜǎǘƛƻƴǎ ŀƴŘ ŘƛǊŜŎǘ ǘƘŜƳ ǘƻ ǘƘŜ )ÎÓÐÅÃÔÏÒÓȭ 4ÁÂÌÅ. This 

Inspector will also make sure that the Poll Site and Voting Booths  are free of clutter and have the 

necessary supplies for voters. They will assist their counterpart and may assist voters wishing to use the 

Ballot Marking Device (BMD).  

ü Assist voters  upon request or as necessary  

All Inspectors shall provide assistance to voters when help is requested or may ask the voter if they 

would like assistance if it appears he or she is having difficulty with the voting process. Do not intrude or 

hover, but be alert and available to assist, if necessary. Inspectors may not handle voteǊǎΩ Ballots  for any 

reason unless expressly asked by the voter for assistance.  

ü Monitor Voting M achine 

In order for a Ballot  to be scanned at the poll site, the voter must have a Privacy Sleeve. The Primary 

Inspector attending the Scanner will collect ŜŀŎƘ ǾƻǘŜǊΩǎ Privacy Sleeve after the voter casts his or her 

Ballot into the scanner. Inspectors should be alert to a voter voting by Affidavit Ballot  to ensure that 

ǘƘƛǎ ǾƻǘŜǊΩǎ Ballot  is not scanned. A voter voting by Affidavit Ba llot  will not have a Privacy Sleeve. 

 Answer questions about ballot 
and voting process 

 Collect Privacy Sleeves & Return 
to Clericals 

 Assist Voters when requested 
 Monitor Machine & Poll Site 
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ü Monitor Poll Site and Pri vacy Booths 

Primary Inspectors will monitor the poll site and Privacy Booths  to assist in maintaining order in the poll 

site during Election Day. Examples of scenarios or items that shall be monitored include but are not 

limited to: 

 Electioneering (inside and outside the poll site) 

 Campaign materials left inside Privacy Booths  

 Abandoned Ballots  left in Privacy Booths , the Scanner , or the BMD 

 Suspicious activity around the Voting Machine  such as attempting to open doors/compartments 

 A voter taking an abnormally long time to cast a Ballot  

ü Emergency Ballots  

Some problems may arise that require using Emergency Ballots . Should you find it necessary to use 

Emergency Ballots , inform the Board of Elections immediately, so that they may contact technicians 

who will be able to fix the Voting Machine . 

 Emergency Ballots  are the exact same Ballots as otherwise used (Preprinted Ballots or BMD-

Generated Ballots ). They must be offered to any voter in the event of a Machine  breakdown. Follow the 

separate procedures provided for dealing with a breakdown.   

× For voters who have already signed the Poll Book  and have their Ballots and Privacy Sleeves, 

explain:  

o The voter will complete the Ballot  as usual. After handing the Sleeve to the Primary 

Inspector, the voter will deposit it in the Emergency Ballot Slot  (on the front of the 

Machine  directly under the Scanner), which feeds it into the Emergency Ballot Box .  

o If the Scanner later gets fixed, all Emergency Ballots  will be scanned, bipartisanly, into 

the Machine  by the Primary Inspectors. 

o If the Scanner does not get fixed, the votes on all Emergency Ballots  will be counted by 

all four Inspectors at the close of polls. 

× For voters on line who have not yet signed the Poll Book , explain that the Voting Machine  is 

temporarily not working: 

o If the voter chooses to vote via Emergency Ballot  (his or her alternative would be to 

come back later and see if the Machine  has been fixed), then, after completing the 

Ballot , the voter will insert the Ballot  in the special Emergency Ballot Slot (on the front 

of the Machine  directly under the Scanner), which feeds it into the Emergency Ballot 

Box.   
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o If the Scanner later gets fixed, all Emergency Ballots  will be scanned, bipartisanly, into 

the Machine  by the Primary Inspectors. 

o If the Scanner does not get fixed, the votes on all Emergency Ballots  will be counted by 

all four Inspectors at the close of polls. 

× If the voter agrees to vote via Emergency Ballot , have the voter sign the Poll Book . 

o Issue the voter a Preprinted Ballot  and a Privacy Sleeve. 

× If the Emergency Ballot Box  component of the Scanner  is used, and the Scanner failure is an 

extended one, the Emergency Ballot Box  may become filled with voted Ballots . Such Ballots  

may be removed on a periodic basis. They must be deposited into the large Emergency Ballot  

Envelope.  

o In the event that additional Envelopes are needed, contact the Board of Elections and 

they will be provided.  

o This removal must be conducted very meticulously and openly so as to ensure voter 

confidence.  

× If a replacement Scanner is delivered to the poll site, Ballots  in the failed -ÁÃÈÉÎÅȭÓ Emergency 

Ballot Box  shall remain secured therein, throughout Election Day. No Compact Flash Cards may 
be removed from the failed Scanner and placed in the replacement Scanner. 

 
× After the last eligible voter has voted on the replacement Scanner, and before polls are closed, 

Emergency Ballots  secured in the Emergency Ballot Box  of the failed Machine , and those 
secured in any large Emergency Ballot Envelope/s , can be removed and cast on that 
replacement Scanner by both Primary Inspector s.  
 

o If the Scanner indicates that a Ballot  contains an overvote, it shall be cast. 
o If a Ballot  is not readable by the Machine  (e.g., because it contains ambiguous marks), it 

shall be returned to the Board of Elections in the large Emergency Ballot Envelope . 
 

× If no replacement Scanner is available, Ballots  in the Emergency Ballot Box  shall be canvassed 
by hand, after the close of polls, according to Instructions  provided by the Board of Elections. 
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Closing the Polls 

At exactly 9pm, the Co-Chairpersons should announce that 

the polls are closing, and the doors should be locked, if 

possible. Any person in line at that time, even if he or she is 

outside the doors, has the right to vote.  Only after the last 

person has voted can the poll closing procedures begin.   

 An inspector (or the Custodian) should stand at the end of the line of people in the polling place 

waiting to vote, so that no one that has entered the polling place after 9pm can be added to the line. 

 Once the polls have closed, only authorized persons may remain in the polling area. Authorized 

individuals include the Inspectors, the Custodian, Pollwatchers, Party Representatives (Democratic and 

Republican), candidates and other authorized persons such as media representatives. 

 As you will see from the following, the first step concerns any Emergency Ballots  that may be in 

the Emergency Ballot Boxτthey must be either scanned or hand tallied. The second step concerns the 

verification of the Security Seals.  

 

 

 

 

ü Close Polls 

As soon as the polls of the election are closed, the Inspectors shall secure the Voting Machine  against 

voting. All procedures shall be conducted in a bipartisan manner. 

1. Any Ballots  that may be ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳƴƛǘΩǎ Emergency Ballot Box  shall be removed. If the 

Scanner is operational, they must be scanned. 

2. If the Scanner is not operational and the Ballots  cannot be scanned:  

a. If the Machine  serves more than one Election District, the Ballots  must be segregated 

by ED.  

b. When each ED has its share of the Emergency Ballots , the number of Ballots  shall be 

counted, that number shall be entered on the front of the large Emergency Ballots 

Envelope, and the Envelope shall be delivered to the Clerical Inspectors. 

 
Do not proceed with any steps relating to closing the polls  

until you have completely read through this section of the Manual . 

 Canvass Emergency Ballots 
 Close Polls 
 Print Results Tapes 
 Power Down Scanner 
 Press Power Button to Turn off 

Machine 
 Remove Flash Card 
 Pack up Supplies & Machine 
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3. Ensure that the Emergency Ballot Slot  is closed and locked to prevent the Voting Machine  from 

accepting any more Ballots . 

4. All four Inspectors must proceed to assist in tallying the votes on the Emergency Ballots . Do not 

proceed to the next step until all votes on the Emergency Ballots  have been tallied. 

After any Emergency Ballots  have been tallied and the counting and recording process for those Ballots  

has been completed, all four Inspectors shall verify that all Security Seals are intact.  

 If the Seals are intact, proceed to close the polls.  

 If the Seals are not intact, the Chairperson shall notify the Board of Elections immediately and 

wait for further instructions on how to proceed. 

The Primary Inspectors then shall close the polls as follow: 

1. Insert Security Key/iButton  to open the Administration Menu . 

2. Scanner  displays Administration Menu . Press the ά/[h{9 th[[έ button. 

3. Scanner displays a system message: ά!ǊŜ ȅƻǳ ŎŜǊǘŀƛƴ ȅƻǳ ǿƛǎƘ ǘƻ ŎƭƻǎŜ ǘƘŜ ǇƻƭƭΚέ   

4. Press the ά¸9{έ button. 

5. The Machine  will automatically start to print a Results Tape. Results will be reported for each 

Election District (listed by Ballot ID Number Τ ŜŀŎƘ 9ƭŜŎǘƛƻƴ 5ƛǎǘǊƛŎǘΩǎ Ballot ID Number  is listed 

on the cover page to this Manual). Additionally, at the bottom of the Tape, results for all EDs 

utilizing that Machine will be reported. 

ü Print Additional Results Tapes 

1. Print one Results Tape for every Statement of Canvass (every ED) at the poll site.  

2. If more Results Tapes are required than are automatically printed, you have the option to print 

more Tapes ōȅ ǎŜƭŜŎǘƛƴƎ ΨYESΩ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǉǳŜǎǘƛƻƴ ǇǊŜǎŜƴǘŜŘ ōȅ ǘƘŜ ScannerΥ ΨWould you 

like to print more copies of this report?Ω  Once you decide that no more copies are required, 

ŀƴǎǿŜǊ ΨNOΩ ǘƻ ǘƘŜ ŀōƻǾŜ ǉǳŜǎǘƛƻƴΦ 

3. The number of Results Tapes required is as follows: 

Å 1 copy as a record for the Clear Security Bag 

Å 1 copy for the poll-site wall 

Å 1 copy for each Election District (ED) using the Voting Machine . Power Down the Scanner 

o When no more copies of the Results Tape are required and after ǘƘŜ ΨNOΩ ōǳǘǘƻƴ Ƙŀǎ ōŜŜƴ 

pressed, the Scanner will display the Administration Menu .  



Columbia County Board of Elections: 518-828-3115 Instruction Manual September 2011 p. 45 

o Press the άth²9w 5h²bέ button to turn off the Scanner. NOTE: Do not remove any CF 

(Compact Flash) Cards at this time. 

ü Break Ballot Box Security Seal  

o Obtain oversized Write -Ins Envelope  from Clerical Inspectors.   

o Break the Ballot -Box Security Seal to gain access into the Ballot Box . NOTE: Be careful 

when opening the Ballot Box Door  to ensure that no Ballots  drop out of the Ballot Box .   

o Remove Blue Ballot Bag  and confirm that no Ballots  are outside of the Bag.  

o Collect Write -in Ballots  from the area above the UPS (the Uninterruptible Power Supply ), 

which is the receptacle into which Write -In  Ballots  are diverted.  

Á EDs that share a Machine  should segregate the Ballots  into their own EDs first.  

o Count and record the number of Write -In Ballots , indicate that number on the Envelope/s , 

and place the Ballots  inside the Envelope/s . Place Envelope/s  on top of the voted/scanned 

Ballots  in the Ballot Bag .  

Á If there are no Write -In Ballots  fouƴŘΣ ƛƴŘƛŎŀǘŜ άлέ ƻƴ ǘƘŜ Envelope and place it on 

top of the Ballots  in the Ballot Bag . 

o Give the Ballot  Bag to the Clerical Inspectors.  

Á They will place the remainder of the Ballots  in the Ballot Bag  and will close it and 

secure it with a Flat Red Security Tag. 

ü Turn off UPS 

o Turn off the Uninterruptible Power Supply (UPS)  to fully power down the Scanner.  

o The Voting Machine  must be completely turned off to avoid destroying the files contained 

on the Compact Flash Card. To confirm that the Machine  is completely off, check the Red 

LEDs on the front left-hand side of the Scanner to make sure the Lights  have gone off. If 

they have not gone off, depress the UPS again. 

ü Remove the Compact Flash Card 

o After the Red LED Lights  have gone off, break the Security Tag for CF Card Slot #1 (labeled 

Pollworker ). 

o Remove the CF Card from CF Card Slot #1 by pushing the Eject Button  and pulling the Card 

straight out. 
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o Place the CF Card in the Clear Security Bag. 

o Immediately close the Door  to CF Card Slot #1 and reseal the Compartment  using a Green 

Tag provided in the Clear Security Bag. 

o Record this information on the Statement of Canvass.  

ü Pack Up the Voting System 

o Ensure that each of the -ÁÃÈÉÎÅȭÓ "ÁÌÌÏÔ Box Compartments  (Emergency, Write -Ins, and 

Main Ballot Box ) is empty of Ballots . 

o Unplug Machine . Return Extension Cord  and ATI to Supply Box. Return Privacy Screens 

(2) , Supply Box, and Privacy Booths  (upright) into Ballot Box .  

o Place a Security Seal on the Ballot Box  and record the Serial Number  on the Statement of 

Canvass. 

o Locate the stored Styrofoam  and the Machine Cover. Replace the Foams.  

o Lower the Monitor  and replace the Cover.  

o Secure the Cover with a Red Cable Tie  and note the Number  on the Transport Manifest . 

ü Reminder Checklist and Final Notes  

Reminder Checklist 

Before packing up the Green Poll Bag and the Blue Ballot Bag, be sure you have: 

V Phoned in vote counts to the Board of Elections at 828-3115 (four lines) or to alternative lines 

that we may have provided you; or emailed in vote counts AND received acknowledgement of 

our receipt of them; or faxed in vote counts AND received acknowledgement of our receipt of 

them. 

V Correctly filled out all documents, including Sections I, II, and III and the covering Report 

concerning them. 

V Correctly dated all poll records. 

V Signed (all four inspectors) the Statement of Canvass: ά.ŜŦƻǊŜ tƻƭƭǎ hǇŜƴ.έ  

V Signed (all four inspectors) the Statement of Canvass: άAfter Polls Close.έ  

V Signed (all four inspectors) all copies of the Voting Machine Tapes (Zero Tape and Results 

Tape). 

V Secured all notes written throughout the day concerning Election Day events, situations, 

breakdowns, etc.  

V Returned all Pollwatcher Certificates  in the Green Poll Bag. 
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V Checked and signed (by the Chairperson and an Inspector from the opposite political party) both 

Supply Checklists: Before Polls Open and After Polls Close. 

V Accurately completed and signed the Pay Vouchers and enclosed them in the Vouchers 

Envelope, and enclosed that in the large )ÎÓÐÅÃÔÏÒÓȭ %ÌÅÃÔÉÏÎ 2ÅÔÕÒÎÓ and Documentation 

Envelope.  

V FolloǿŜŘ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭŜŎǘƛƻƴǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ returning ALL supplies (the Clear Security Bag, 

the US Flag, etc.) in the Green Poll Bag. 

 

Before leaving the polling site, two Inspectors, one from each party, must await the arrival of the duly 

authorized Ballot Catchers Team. Those Inspectors must sign the Poll Bag and Ballot Bag Chain of 

Custody Form , which the Ballot Catchers Team will take with them. 

ü The Custodian  is the last person to leave.  

The Custodian will close and lock up the poll site after you. The CusǘƻŘƛŀƴΩǎ Voucher  must be returned 

to the Board of Elections along with the Voting Machine . 

Final Notes 

The results that your Co-Chairperson phones in at the end of the night are VERY important. NO 

inspector can leave the polling site until your 5ƛǎǘǊƛŎǘΩǎ call has been received by the Board of Elections 

and until the Ballot Catchers have arrived, completed the Chain of Custody Form, and departed with the 

Ballot  and Poll Bags.  

Please be patient, as many other Inspectors are calling in at the same time. The Board will do its best to 

process calls so that yours can be taken. There are four main phone lines, and all are accessed via the 

.ƻŀǊŘΩǎ Ƴŀƛƴ ǇƘƻƴŜ ƭƛƴŜ όуну-3115). We also will have alternative lines on Election Day that we will 

instruct certain Election Districts to call on. Additionally and optionally, we are allowing your unofficial 

results to be emailed to the Board of Elections at an authorized email address, or to be faxed to 828-

2624, but we require inspectors to stay at the Poll Site until they have received confirmation of the 

.ƻŀǊŘΩǎ ǊŜŎŜƛǇǘ ƻŦ ǘƘŜƛǊ ǊŜǎǳƭǘǎΦ 

 Be sure that all supplies and materials from the Board are returned to the Board. 

 Your Custodian will be the last person out of the polling place, locking it up behind him or her. 

 Thank you, again, for choosing to be an important part of the electoral process in New York 

State.  Your dedication and sense of community service are immensely appreciated, and we wish you 

good luck as you serve Columbia County as a Certified Election Inspector. Know that we hope you will 

call us and ask for any assistance or guidance that you may need. 
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Chapter 5: Ballot Marking Device (BMD)  

Supply Bag 

 

On the morning of Election Day, the Clerical Team will receive a Green 

Poll Bag. This Bag contains all the supplies you will need for beginning 

your Election Day (which also will be listed on a Supply Checklist ). The 

supplies will include (and are not limited to): 

Note: See Appendix 14 for further visual instructions on opening and 

closing the voting machine. 

 

o Clear Security Bag 

o Poll Book/s  

o Poll Worker Instruction Manual  

o Vouchers 

o Distance Markers  

o Flag 

o Map 

o Ballot Envelopes: Emergency, Affidavit, Spoiled, Write -In, and Unused 

o Other %ÎÖÅÌÏÐÅÓȡ 6ÏÕÃÈÅÒÓ ÁÎÄ  )ÎÓÐÅÃÔÏÒÓȭ %ÌÅÃÔÉÏn Returns and Documentation  

o Marking Pens and other ballot supplies 

Notes: 

 The Clear Security Bag contains one Lanyard with an 

attached iButton/Security Key  and a Ballot Box Key . The 

iButton/Security Key  will be required for the operation of 

the Voting Machine .   

 There will be ten Blue Security Seals, one Red Cable Tie, 

and three Red Security  Tags for replacement of those 

broken or used during the course of the day. 

 

 



Columbia County Board of Elections: 518-828-3115 Instruction Manual September 2011 p. 49 

Opening the Polls  

 

 

The Voting Machine will be at your polling site, ready for Election 

Day! 

 

 

 

 

To remove the Cover, cut the Red Cable Tie on the bottom Strap 

(as seen in the picture). Compare the number of the Cable Tie with 

the number on the Transport Manifest  (located on the top of the 

Cover).  

 

 

 

Remove the Cover, fold gently, and set aside. 

 

 

 

 

 

Remove the rear Foam. Set aside and reuse it at the close of polls. 

 

 

 

 



Columbia County Board of Elections: 518-828-3115 Instruction Manual September 2011 p. 50 

 

Remove the front Foam.  Set aside and reuse at the close of polls.  

 

 

 

 

 

Lift up the Monitor ; position it so that it will be viewed from the rear 

of the Machine . In positioning the Monitor , please use care to work 

with the Arm  as much as possible, rather than forcing the Monitor 

Screen itself. 

The Monitor  will be stiff. Be careful not to pull or twist the Monitor 

Cables. 

 

 

Remove the Blue Security Seal from the Ballot Bo x Door . Give the 

seal to the Clerical Inspectors to put on the back of the Statement of 

Canvass. 

Use your Ballot Box Key (found in the Clear Security Bag) to unlock 

the Ballot Box Door . 

 

Remove ALL items from the Ballot Box  (see Election Day Supplies ). 

Keep them secure and within your view. 

If you find that the Blue Ballot Bag is in the Machine , deliver it to the 

Clerical Inspectors so they can inventory it. 

If you find Voter Privacy Booths , hand them to the Custodians to 

finish setting up the Poll Site. 
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Remove Extension Cord  from Supply Box and use it to plug Machine  into a working outlet.  Note:  If 

there is not a 3- prong outlet at your poll site, call the Board of Elections immediately so we can bring 

you an adapter. DO NOT cut the ground pin off the cord!   

Turn on the Machine  by pressing the UPS Φ  ²ƘŜƴ ǇǊƻƳǇǘŜŘ όȅƻǳΩƭƭ ƘŜŀǊ ōŜŜǇƛƴƎύΣ ƛƴǎŜǊǘ Security 

Key (iButton)  onto the Security Key Plate  and hold until the Administrati on Screen  ǎŀȅǎ άYŜȅ 

Accepted.  Validating Election FƛƭŜǎΦέ  Remove iButton  and continue with setup.  Do not press any 

buttons on the LCD Screen  (see The Voting Machine) until the light on the side of the Machine  goes 

green (see Status Indicator Lights).  While waiting for the files to load and the light to turn green, allow 

watchers that are present and ask Clerical inspectors to confirm that the Ballot Box, Emergency Ballot 

Box, and Blue Ballot Bag are empty.  Assemble the sides of the Blue Ballot Bag  (located at the bottom 

of the Bag) and put the assembled Blue Ballot Bag  into the Ballot Box  so that it can collect Ballots  as 

they are scanned into the Machine .  Close and lock the Ballot Box.  Return Ballot Box Key to Clerical 

Inspectors (keep the iButton ) and obtain two blue Seals from the Clerical Inspectors. Seal the Ballot Box 

and the Emergency Ballot Box.  

Wait for the Machine  to display a green light before opening the polls. When you get the green light, 

press άOpen Pollέ on the LCD Screen .  The Screen will ask if you would like a Status or a Zero Report.  

Press άZeroέ to print a Zero Report .  Confirm that the tape has ALL zeroes on every race. If there are any 

numbers other than zero, notify the BoE immediately and stop the procedure.  

The machine will ask if you want to print more Reports  (Tapes) . Press άYesέ to print more Tapes. You 

will need to print one Tape to post on the wall (to show the public that the Machine  was set at zero at 

the opening of the polls), one for the Clear Security Bag, and one for the Clerical Inspectors in EACH 

Election District. Each inspector from each ED must sign his or her copy of the Tape where indicated. 

After printing all the Tapes that are needed, press άNoέ and the ǎŎǊŜŜƴ ǿƛƭƭ ǎŀȅ ά{ȅǎǘŜƳ wŜŀŘȅ.έ  ¸ƻǳ ŀǊŜ 

now ready for your first voter. 

Please note that one Primary Inspector should be stationed at the Machine  to collect Privacy Sleeves 

and help any voters if they ask, and the other Primary Inspector should be stationed at the Information 

Table to be proactive in giving instructions to voters on how to properly vote the Ballot  and informing 

voters if there are propositions on the back of the Ballot . 
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Changing the Thermal Printer Tape  

Ensure there is an adequate amount of paper on the paper roll. Replacement rolls can be found in the 

supply box. Follow the steps below to change the paper roll, if needed. 

 

1. Open the printer door and press the blue release lever in the lower right corner (lower right as viewed 

from a standing position facing the ICP). See Figure 1 below. 

 

2. Remove the black platen and old paper roll. Replace with new paper roll and reinsert platen with gear 

towards the left. If inserted properly it will lightly click into place. See Figure 1 and 2 below. 

   

3. If the paper was changed due to a printer error message, then press OK to allow printer to recover. 

This process takes a minute. 

 

Note: If paper is inserted backwards no printing will be present. Reverse direction of 

paper to correct. 

 

Election Day Supplies  

The following items are found inside the Ballot Box  on Election-Day morning and should be returned at 

the conclusion of the voting day. 

1. ADA Voting Supplies : Items necessary for a voter with disabilities.   

 The ATI, Cable, and Headphones, which typically are used 

by a voter with a visual disability. 

 Sip and Puff Device, Cables, and Tubes, which typically are 

used by a voter with paraplegia. 

 Paddles, which are typically used by a voter who would 

have difficulty using the ATI. 
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2.  Extension Cord and Duct Tape: Use to connect to an electrical outlet. Tape the Cord down to prevent 

tripping. 

3.  Privacy Screens: 

Privacy Screen for around the Scanner.   

Place over the top of the Scanner unit and tuck the tabs 

underneath. 

Privacy Screen for around the Monitor . 

 

 

Slide the Privacy Screen over the top of the Monitor  and affix the 

Velcro tabs. 

 

 

 

 

4. (not pictured) Voter Privacy Booths  (three to six depending on number of EDs): Hand these to the 

Custodian to finish setting up the poll site per his/her instructions. 

5.  (not pictured and may not be in Ballot Box ) Blue Ballot Bag  with Ballots inside: Give the Ballots  to 

the Clerical Inspector Team. (The opened Blue Ballot Bag  will be placed back into the Ballot Box .) Prior 

to opening the polls, all election workers and any Pollwatchers present must examine the Bag to confirm 

that it is empty. 

6.  Unfold the three-sided Stand -Alone  Privacy Screen  and place it around the Scanner  side of the 

Machine . 
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The Voting  Machine  

 

 

 

  

  

LCD Indicator lights 

LCD screen  
(Administrator Screen) 

Ballot Box 

(inside) 
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Status Indicator Lights  

 

 

Note that there are Status Lights on the left side of the Ballot Box . These Lights  give a visual indication 

of the status of the Voting Machine . The different conditions are: 

 

Solid Red Unit  is starting up or is not operational. 

Flashing Green Unit  is ready for use by the next BMD voter. 

Alternating Green 

and Amber 

BMD voter is navigating/marking his/her Ballot . 

Flashing Amber BMD ǾƻǘŜǊΩǎ Ballot  is being printed. 

Solid Amber BMD voter has inserted his/her Ballot  and is reviewing it. 

Alternating Amber 

and Red 

Unit  has an error and is not functioning. 

Alternating Red, 

Amber and Green 

BMD voter has pressed the ΨHelpΩ button and is receiving 

instructions on the unit.   

Note: The Inspectors will have to monitor this during an Audio  

Session. 
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ATI (Audio Tactile Interface)  

 

 

If you have a voter requiring special assistance and/or would like to use the ATI functionality on the 
BMD, follow the instructions below.    

 Position the voter comfortably while ensuring voter privacy. As a Poll Worker, you should remain at 
a distance but available to offer assistance. 

 Position the ATI ƛƴ ǘƘŜ ǾƻǘŜǊΩǎ ƘŀƴŘǎΦ ¢Ŝƭƭ ǘƘe voter, ά¢ƘŜ ŘŜǾƛŎŜ Ƙŀǎ ōŜŜƴ ŘŜǎƛƎƴŜŘ ǘƻ ǊŜƎƛǎǘŜǊ 
ŘŜƭƛōŜǊŀǘŜ ōǳǘǘƻƴ ǇǊŜǎǎŜǎΤ ǇƭŜŀǎŜ ƳŀƪŜ ǎǳǊŜ ȅƻǳ ǇǊŜǎǎ ǘƘŜ ōǳǘǘƻƴ ŦƛǊƳƭȅ ǿƘŜƴ ƳŀƪƛƴƎ ŀ ǎŜƭŜŎǘƛƻƴΦέ 

 Assist with positioning Headphones, if necessary, and ensure the Volume  has been turned up on 
the Headphones. 

 Advise the voter that his/her session will begin momentarily. 

 Insert a Blank BMD Ballot  into the silver Slot at the rear of the Machine . 

 Press your iButton/Security Key  to the Metal Keypad  on the Scanner. 

 {ŜƭŜŎǘ ά!ǳŘƛƻ {Ŝǎǎƛƻƴέ ŀƴŘ Ŧƻƭƭƻǿ ŀƴȅ ƛƴǎǘǊǳŎǘƛƻns on the Screen. 

 The Audio Session will begin. 

 When the Ballot  printing completes, ask the voter if he/she would like assistance putting the Ballot  
into the Scanner. If the voter requests help, instruct him/her to put the Ballot  into the Privacy 

Sleeve, and with the aid of the other Primary Inspector, insert the Ballot , without looking, into the 
Scanner. If the voter does not want assistance, instruct him/her to put the Ballot  into the Privacy 

Sleeve and insert the Ballot  (not the Sleeve) into the Scanner. 
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If you have any problems or need assistance, contact the BOE immediately at 828-3115. 

Sip and Puff Instructions  

If you have a voter needing to use the Sip and Puff Device and you need additional instructions, contact 

the BOE. 

The Sip and Puff Device allowǎ ŀ ǾƻǘŜǊ ǿƘƻ ŘƻŜǎ ƴƻǘ ƘŀǾŜ ǳǎŜ ƻŦ ŀǊƳǎ ƻǊ ƘŀƴŘǎ ǘƻ ǾƻǘŜ Ǿƛŀ άǎƛǇǇƛƴƎέ ŀƴŘ 

άǇǳŦŦƛƴƎέ ƻƴ ŀ Straw Device. Plug the Sip and Puff Device into a separate Port  on the ATI. Then position 

it in a comfortable manner for the voter. Initiate the voting session in the same manner as for the ATI 

voter (see previous page). 

1. Remove the AirVoter  Switchbox  and the Black Connector Cable from the Black Storage Case.  

2. Plug one end of the Black Connector Cable into the AirVoter Switchbox and the other end into the 

Left Por t (under the 9ÅÌÌÏ× Ȱ#ÏÎÔÅÓÔÓȱ !ÒÒÏ×Ó) of the ATI.  

           
 
3. Plug and turn securely to secure one end of the Air Tube  into the AirVoter Switchbox .  

4. Open the package containing the Sanitary Mouthpiece and Plastic Gloves.  

5. Slip on Gloves.  

6. Remove the Sanitary Mouthpiece from the bag. Plug the other end of the Air Tube into the Sanitary 

Mouthpiece . Slide the halves together and gently twist the Lug Nut.  

                    

7. Connect the Sanitary Mouthpiece to the Snap Fit Fastener on the Padded Headset. The Headset is 

ready for use. 
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8. Direct the voter to a chair in front of the Monitor .  

фΦ 9ƛǘƘŜǊ ǘƘŜ ǾƻǘŜǊΩǎ ŎƻƳǇŀƴƛƻƴ ƻǊ ȅƻǳ ǎƘƻǳƭŘ ǎƭƛǇ ǘƘŜ Sip and Puff Headset over the ears and behind the 

neck of the voter, and place the Headphones on the voter.  

Introduce the following points to the voter:  

ω  ¢ƘŜ άǎƛǇέ ŀŎǘƛƻƴ Ŝǉǳŀƭǎ ƳŀƪƛƴƎ ŀ ǎŜƭŜŎǘƛƻƴ ŀƴŘ ǘƘŜ άǇǳŦŦέ ŀŎǘƛƻƴ Ŝǉǳŀƭǎ ƳƻǾƛƴƎ ǘƻ ǘƘŜ ƴŜȄǘ 

Candidate or Screen.  

ω  The BMD gives audio and visual instructions on how to use the ATI. 

Ensure that the voter is seated in a chair in front of the Monitor  and the voter or his/her companion has 

the ATI, Headset, and Sip and Puff.  

Place Ballot  in Printer  and continue as you would with any Audio Session. 

Paddles Instructions  

Make sure that the connections are present:  

ω  Audio Headphones are connected to the Right Port on the ATI.  

ω  Paddle Buttons are connected to the Left Port on the ATI.  

Explain that:  

Á Pressing the Left/Round/Red Button equals making a selection  

Á Pressing the Right/Square/Blue Butto n equals moving to the next candidate or screen  

Direct the voter to a chair in front of the Monitor  and place the ATI ƛƴ ǘƘŜ ǾƻǘŜǊΩǎ ǊŜŀŎƘΣ ŀǎǎƛǎǘ ǿƛǘƘ ǘƘŜ 

Headset, and place the Paddle Buttons within reach of the voter.  



Columbia County Board of Elections: 518-828-3115 Instruction Manual September 2011 p. 59 

Explain to the voter that the BMD gives Audio  and Visual  Instructions  on how to use the ATI, the Sip 

and Puff , and the Paddle Button devices.  

The Paddle Buttons ŀǊŜ ƻǇŜǊŀǘŜŘ ōȅ ǎƛƳǇƭȅ ǇǊŜǎǎƛƴƎ ǘƘŜƳΦ ¢ƘŜȅ ƘŀǾŜ ōŜŜƴ ŘŜǎƛƎƴŀǘŜŘ ŀǎ ά[9C¢έ ŀƴŘ 

άwLDI¢έ ŦƻǊ ŜŀǎŜ ƻŦ ǇƻǎƛǘƛƻƴƛƴƎ ǘƘŜƳ ŦƻǊ ǘƘŜ ǾƻǘŜr.  

1. 5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ǾƻǘŜǊΩǎ ǊŀƴƎŜ ƻŦ Ƴƻǘƛƻƴ ŀƴŘ Ƙƻǿ ǘƘŜ ǾƻǘŜǊ ŎƘƻƻǎŜǎ ǘƻ ƻǇŜǊŀǘŜ ǘƘŜ Buttons , place 

on the Left  and Right  ǊŜǎǇŜŎǘƛǾŜƭȅ ǿƛǘƘƛƴ ǘƘŜ ǾƻǘŜǊΩǎ ǊŜŀŎƘΦ For ease of use, place Paddles on a hard 

surface. 

2. Use the Electrical Cable to connect the Switch Enclosure to the Switch Input of the ATI Handset .  

3. Place Blank BMD Ballot in BMD and continue as you would with any Audio Session. 

 

Election Reporting Instructions  

As soon as the polls of the election are closed, the Inspectors shall secure the Voting Machine  against 

voting. All procedures shall be conducted in a bipartisan manner. 

 Any Ballots  ƭƻŎŀǘŜŘ ƛƴ ǘƘŜ ǳƴƛǘΩǎ Emergency Ballot Box  shall be removed. If the Scanner is 

operational, they must be scanned. 

 If the Scanner is not operational and the Ballot s cannot be scanned:  

o If the Machine  serves more than one Election District, the Ballots  must be segregated by ED.  

o When each ED has its share of the Emergency Ballots , the number of Ballots  shall be 

counted, that number shall be entered on the front of the large Emergency Ballots 

Envelope, and the Envelope shall be delivered to the Clerical Inspectors. 

 Ensure that the Emergency Ballot Slot  is closed, locked and sealed with a Security Seal. This will 

prevent the Voting Machine  from accepting any more Ballot s. 

 Proceed to assist in tallying the votes on the Emergency Ballots . Do not proceed to the next step 

until all votes on the Emergency Ballots  have been tallied. 

After any Emergency Ballots  have been tallied and the counting and recording process for those Ballots  

has been completed, all four Inspectors shall verify that all Security Seals are intact. If they are, proceed 

to close the polls. If they are not, the Chairperson shall notify the Board of Elections immediately and 

wait for further instructions on how to proceed. 

The Primary Inspector Team then shall close the polls as follow: 

 Insert Security Key/iButton  to open the Administration Menu . 

 Scanner displays Administration Menu . Press the ά/[h{9 th[[έ button. 

 Scanner ŘƛǎǇƭŀȅǎ ŀ ǎȅǎǘŜƳ ƳŜǎǎŀƎŜΥ άAre you certain you wish to close the poll?έ   
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 Press the ά¸9{έ button.The Machine  will automatically start to print a Results Tape. Results will 

be reported for each Election District (listed by Ballot ID#). Additionally, at the bottom of the 

Tape, results for all EDs utilizing that Machine  will be reported. 

ü Print Additional Results Tapes 

 Print one Results Tape for every Statement of Canvass (every ED) at the poll site.  

 If more Results Tapes are required than are automatically printed, you have the option to print 

more Tapes ōȅ ǎŜƭŜŎǘƛƴƎ ΨYESΩ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǉǳŜǎǘƛƻƴ ǇǊŜǎŜƴǘŜŘ ōȅ ǘƘŜ ScannerΥ ΨWould you 

like to print more copies of this report?Ω  Once you decide that no more copies are required, 

ŀƴǎǿŜǊ ΨNOΩ ǘƻ ǘƘŜ ŀōƻǾŜ ǉǳŜǎǘƛƻƴΦ 

 The number of Results Tapes required is as follows: 

o 1 copy as a record for the Clear Security Bag 

o 1 copy for the poll-site wall 

o 1 copy for each Election District (ED) using the Voting Machine . For example, for a 

Voting Machine  handling 3 EDs, print 5 Results Tapes: 

Á First copy as a record for the Clear Security Bag 

Á Second copy for the poll-site wall 

Á Third copy for ED 1 

Á Fourth copy for ED 2 

Á Fifth copy for ED 3 

ü Power Down the Scanner 

o When no more copies of the Results Tape are required and after ǘƘŜ ΨNOΩ ōǳǘǘƻƴ Ƙŀǎ ōŜŜƴ 

pressed, the Scanner will display the Administration Menu .  

o Press the άth²9w 5h²bέ button to turn off the Scanner. NOTE: Do not remove any CF 

(Compact Flash) Cards at this time. 

ü Break Ballot Box Security Seal  

o Obtain large Write -Ins Envelope  from Clerical Inspectors.  Break the Ballot -Box Security 

Seal to gain access into the Ballot Box . NOTE: Be careful when opening the Ballot Box Door  

to ensure that no Ballots  drop out of the Ballot Box .   

o Remove Blue Ballot Bag  and confirm that no Ballots  are outside of the Bag. Collect Write -in 

Ballots  from the area above the UPS (the receptacle into which Write -In  Ballots  are 

diverted). Count and record the number of Write -In Ballots , indicate that number on the 
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Envelope, and place the Ballots  inside the Envelope. Place this Envelope on top of the 

Ballots  in the Ballot Bag .  

o Give the Ballot  Bag to the Clerical Inspectors. They will place the remainder of the Ballots  in 

the Ballot Bag . The Ballot Bag  will then be closed and secured with the provided Red Flat 

Security Tag. 

ü Turn off UPS 

o Turn off the Uninterruptible Power Supply (UPS)  to fully power down the Scanner.  

o The Voting Machine  must be completely turned off to avoid destroying the files contained 

on the Compact Flash Card. To confirm that the Machine  is completely off, check the Red 

LEDs on the front left-hand side of the Scanner to make sure the Lights  have gone off. If 

they have not gone off, depress the UPS again. 

ü Remove the Compact Flash Card  

Also see ά!ōƻǳǘ wŜƳƻǾƛƴƎ ǘƘŜ /C /ŀǊŘΣέ below.  

o Break the Security Tag for CF Card Slot #1 (labeled Pollworker ). 

o Remove the CF Card from CF Card Slot #1 by pushing the Eject Button  and pulling the Card 

straight out. 

o Place the CF Card in the Clear Security Bag. 

o Immediately close the Door  to CF Card Slot #1 and reseal the Compartment  using a Green 

Tag provided in the Clear Security Bag. 

ü Attach Security Tags and Seal  

o Blue Ballot Bag , Clear Security Bag, and CF Card Slot 

o Record this information on the Statement of Canvass.  

ü Place Security Seal on Ballot Box  

o Ensure that each of the -ÁÃÈÉÎÅȭÓ "ÁÌÌÏÔ "ÏØ #ompartments  (Emergency, Write -Ins, and 

Main Ballot Box ) is empty of Ballots . 

o Place a Security Seal on the Ballot Box  and record the Serial Number  on the Statement of 

Canvass. 
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ü Pack Up the Voting System 

o Unplug Machine . Return Extension Cord  and ATI to Supply Box. Return Privacy Screens 

(2) , Supply Box, and Privacy Booths  (upright) into Ballot Box . Locate the stored Styrofoam  

and the Machine Cover. Replace the Foams.  

o Lower the Monitor . Take care to manipulate the Monitor Arm  rather than the Monitor  

itself.  

o Replace the Cover.  

o Secure the Cover with a Red Cable Tie and note the Number  on the Transport Manifest .  

ü About Removing the CF Card 

 Confirm the LED light on the front of the scanner is off before proceeding.  If the LED is still on, depress 

the UPS button again, check LED and repeat until LED is turned off. 

 

Remove the Tag from the Ȱ0ÏÌÌ 7ÏÒËÅÒȱ #ÏÍÐÁÃÔ &ÌÁÓÈ ɉ#&Ɋ 0ÏÒÔ on 

the Scanner (located on the right-hand side). You will need to cut or 

twist off the Green Tag. 

 

 

 

 

 

Unlock the Door by gently pressing the Tab (as seen in the picture). 

 

 

 

Gently open the Door . 
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Press the Eject Button . (The Button  depresses straight back.) 

Note: Do not use a pen or other device to depress the Eject Button . 

 

 

 

 

Gently slide out the Compact Flash Card. 

 

 

 

 

This CF Card will be given to the clerical inspectors who will place it in 

the Clear Security Bag. Close the Door  and reseal using a Blue Security 

Seal. 

 

Note:  The Administrator CF Card  will remain in the Machine , sealed, as a separate and sequestered 
back-up copy of the election information. DO NOTHING WITH THIS SECOND CARD; LEAVE IT IN PLACE IN 
THE VOTING MACHINE. 
 

     Remove one Red Tag pictured here (it is red, not white) from the Clear 

Security Bag. 

 

Lock the Clear Security Bag with the Red Tag and place it in the Green Poll Bag. 
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     Seal the Blue Ballot Bag  using the other Red Tag. 

 

Security Tags and Seals 

In the Clear Security Bag you will find extra Security Seals: 

  Blue Seals: May be removed for Machine  usage. 

You will also find extra Security Tags: 

 Red Two-Pronged Flat Tags: To be used to seal the Blue Ballot Bag  and the Clear Security Bag 

at end of the evening. 

 Red Cable Tie (Tag) with Serial Number : Will be used at end of night to seal the Straps on the 

Cover of the Voting Machine . 

NOTE: Red Seals should never be removed. 

All used and unused Seals and Tags must be returned to the Board of Elections.  

 Affix used Seals to the back of the Statement of Canvass. 

 Place used Tags in the Clear Security Bag. 

Record all Seal and Tag changes on the Statement of Canvass.  

Voting Machine Error Messages  

1) The Machine is Beeping 

a. Have you removed all Foam pieces? 

b. Is the Machine  plugged in to a working outlet? 

c. Is the Scanner asking for the iButton/Security Key ? If so, place the Key against the metal 
Keypad until the ά!ŎŎŜǇǘŜŘέ message appears. 

d. If you have completed all these steps and the beeping persists, contact the BOE for additional 
assistance. 

 

нύ  ά¢ƘŜǊƳŀƭ tǊƛƴǘŜǊ 9ǊǊƻǊέ ƛǎ ŘƛǎǇƭŀȅŜŘ ƻƴ ǎƳŀƭƭ LCD Touch Screen 
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a. Locate the Thermal Printer Door on the upper right portion of the Scanner.  

b. Open the Flap to expose the Printer Paper.  

c. A small Roller  (called the Platen ) may have become partially dislodged. If so, push back into 
place. Close and reseal the area. Press OK. The Printer  will begin to recover automatically. 

d. If the problem persists, contact the BOE for additional assistance. 

e. NOTE:  The common cause of this failure is pulling the Paper too hard or sharply. 

 

3) The Large Monitor is off 

a. Look at the bottom right-hand corner of the Monitor . Is there a Blue Light  or Yellow Light  
present? If so, Monitor  is working properly (Yellow  indicates Machine  is in power-save mode). 

b. If no Light  is present, look to the back of the Monitor  on the left-hand side and press the ΨONΩ 
button. 

c. If Monitor  does not turn on, and no Light  is present, ensure that all Cables are seated properly. 

d. If you continue to have problems, contact the BOE for additional assistance. 

 

If at any time the Scanner becomes inoperable, contact the BOE immediately. You may receive 

instructions to use the Emergency Ballot Box  until the problem can be resolved. 

These are the most common problems that may be experienced on Election Day. If you experience any 

issue, persistent or not described here, contact the BOE at 828-3115. 

Additional Tips  

1. Most voters will use the Voti ng Machine to cast their vote using a Preprinted Ballot . The voter will 

make his/her selection using a BoE-supplied Marking Pen . Once the voter has completed his/her 

Ballot , the voter will feed it into the Scanner. The Machine  will scan the Ballot  and automatically 

cast and deposit it into the Ballot Box  UNLESS one of these messages appears: 

a. ά!ƳōƛƎǳƻǳǎ aŀǊƪέ ŜǊǊƻǊΥ This message is displayed when a voter marks a box, but does not 

completely fill it in. The voter should review the Ballot  and make corrections, or ask an inspector 

to spoil the Ballot  if corrections are unable to be made. 

b. άhǾŜǊǾƻǘŜŘ .ŀƭƭƻǘέ ŜǊǊƻǊΥ This message is displayed when the voter has marked more selections 

than the contest allows. In this case, the Ballot  should be spoiled and the voter issued a new 

Ballot . Each voter may spoil up to two Ballots . No more than three Ballots  will be issued to a 

voter. 

c. ά.ƭŀƴƪ .ŀƭƭƻǘέ ŜǊǊƻǊΥ This message is displayed when the voter has not made any selections. 

Please Note: Every voter has the right to choose to submit a blank Ballot . The warning is 
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provided to alert a voter in the case that he or she has accidentally omitted making selections 

for all contests. 

2. Voters may use the Scanner to cast their votes AT THE SAME TIME that the BMD (Ballot -Marking 

Device)  is being used. 

3. For a voter with a disability, if an audio review is requested after the Ballot  has been printed, you 

must press your iButton/Security Key  to the Metal Key Pad BEFORE inserting the Ballot  into the 

Scanner. At the Administration Menu Σ ǎŜƭŜŎǘ ά.ŀƭƭƻǘ wŜǾƛŜǿέ ŀƴŘ Ŧƻƭƭƻǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ ǘƘŜ 

Screen. You may THEN insert the Ballot . The voter will receive instructions to cast his/her vote using 

the ATI, the Sip and Puff Device, etc. 

4. Your Zero Tape and Results Tape, at the opening and closing of the polls, will contain information 

ǊŜƎŀǊŘƛƴƎ ŜŀŎƘ ǇŀǊǘȅ ŀƴŘ ŎŀƴŘƛŘŀǘŜΣ ŀƴŘ ǘƘŜ ƴǳƳōŜǊ ƻŦ ǾƻǘŜǎ ŦƻǊ ŜŀŎƘΦ Cƻƭƭƻǿ ǘƘŜ ά/ƭƻǎƛƴƎ tƻƭƭǎέ 

instructions in this document.  

If you cannot resolve an issue using the information contained within this document, contact the BOE 

immediately at 828-3115 for additional instruction. 

Placement of Security Seals  

ü CF (Compact Flash) Door Security Seals 

 

 

 Prior to the opening of the poll, verify and record Seal numbers. 

 If the Seal numbers you were provided and the Seal numbers you see do not match or have 
been compromised, contact the BoE immediately. 

 At the close of polls, verify the Seal numbers. If correct, remove the Seal for #1A (Poll Worker) 
and remove the CF Card and place it in the Clear Security Bag. 

 Close the CF Card Door #1  and apply and record the new Seal number on the Statement of 

Canvass. 

 DO NOT REMOVE the Seal on the ADMINISTRATOR card door #1B. 
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ü Ballot Box Shield Gap 

 

 

 

 

 

 

 

 

 Prior to the opening of the poll, verify and record these Seal numbers. 

 If the Seal numbers you were provided and the Seal numbers you see do not match or have 
been compromised, contact the BoE immediately. 

 If the numbers do match and the Seal has not been compromised, DO NOT REMOVE THIS SEAL 
ς LEAVE IT INTACT. 

 At the close of polls, verify and record the Seal number to protect the system during transport 
back to the BoE. 

 

ü OS (Optical Scanner) BMD Access Door Security Seal 

 

 
 

 Prior to the opening of the poll, verify and record Seal number. 

 If the Seal number you were provided and the Seal number you see does not match or has been 
compromised, contact the BoE immediately.  

 If the numbers do match and the Seal has not been compromised, DO NOT REMOVE THIS SEAL 
ς LEAVE IT INTACT. 

 At the close of polls, verify and record the Seal number to protect the system during transport 
back to the BoE. 
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ü BMD Printer CF Card Security Seal 

 

 Prior to the opening of the poll, verify and record Seal number. 

 If the Seal number you were provided and the Seal number you see does not match or has been 
compromised, contact the BoE immediately.  

 If the numbers do match and the Seal has not been compromised, DO NOT REMOVE THIS SEAL 
ς LEAVE IT INTACT. 

 At the close of polls, verify and record the Seal number, to protect the system during transport 
back to the BoE. 

 

ü Thermal Printer Security Seal  

 

This Blue Seal (Not a Red Seal as indicated in photo) may need to be broken if the Thermal Printer Tape 

runs out or becomes dislodged during the course of Election Day. 
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ü Ballot Box Security Seal  

 

 This Blue Seal (Not a Red Seal as indicated in photo) will need to be changed during the course 
of Election Day. Place all spoiled Seals on the back of the Statement of Canvass. Write the new 
Seal number on the Statement of Canvass.  

 If the numbers DO NOT match, open the Ballot Box  and look for a Seal Verification Document  
with the correct numbers.  

 If the numbers do match, remove the seal and affix it to the Statement of Canvass. 

 Open the Ballot Box Door  to verify/demonstrate that the Ballot Box is empty.  

 If not, empty the contents of the Ballot Box. Once verified, close and lock the Ballot Box Door . 

 Apply and record the new Seal and number to protect the system during voting. 
 

ü Emergency Ballot Box Security Seal  

 

 Prior to the opening of the poll, verify/demonstrate that the Emergency Ballo t Box is empty. 
Once verified, close and lock the Emergency Ballot Box Door . 
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 Apply and record Blue Seal (NOT a Red Seal as indicated in the photo) and number to protect 
the system during voting. 

 If use of the Emergency Ballot Box is required, verify the Seal number and unlock and open the 
Emergency Ballot Box Door . 

 If the Emergency Ballot Box fills to capacity during the day, open it to remove the Ballots  per 
BoE procedure. Place the Ballots  in the Emergency Ballot Envelope and close and lock the door. 

 At the close of polls, verify and record the Seal number if the Emergency Ballot Box was not 
used. 

 If the Emergency Ballot Box was used, at the close of polls, open it to remove the Ballots  per 
BoE procedure. Place the Ballots  in the Emergency Ballot Envelope and close and lock the door. 

 Apply and record the new Blue Seal and number to protect the system during transport back to 
the BoE. 
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Appendices  

Appendix 1:  Affidavit Ballot  Envelope  (Front)  

 

Affidavit Ballot  Envelope (Back) 
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Appendix 2:  Sample Poll  Rosters (Correct and Incorrect)  
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Appendix 3:  Statement of Canvass (Before the Polls  Open)  
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Appendix 4:  Sections I, II, III: Challenges, Affidavit Ballots/ Court Orders , & 

Assistance Provided . 
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Appendix 5:  Report, Sections I, II, and III  
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Appendix 6:  Notice to Voters  (if poll record is missing)  
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!ÐÐÅÎÄÉØ χȡ  .93 6ÏÔÅÒÓȭ "ÉÌÌ ÏÆ 2ÉÇÈÔÓ 

 

Today, ________, is Primary Election Day. Polls are open from 12:00 noon until 9:00 PM 

******************************************  

bŜǿ ¸ƻǊƪ {ǘŀǘŜ ±ƻǘŜǊΩǎ .ƛƭƭ ƻŦ wƛƎƘǘǎ 

******************************************  

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 elections 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 all 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:  You can view a sample ballot in this polling place prior to voting, and before entering 
the machine, you may also request help in how to operate the machine. 

ABSENTEE VOTING:  If you will be out of your county of residence, or  New York City, on election day, or are 
unable to go to your polling place due to illness or physical disability, you may cast an absentee 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 here today. 

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.  If you make a mistake on 
your ballot, return it to the inspectors and you will be given another.  

PROBLEMS?   Federal and state laws prohibit acts of fraud and misrepresentation on voting. When you encounter 
problems in voting, contact your local county board or the State Board of Elections. 

To contact the COLUMBIA COUNTY BOARD OF ELECTIONS 
Call 1 - 518-828-3115 or write to them at 401 State Street, Hudson, New York 12534 
 

To contact the New York State Board of Elections: 
Call 1 - 518-474-6221 or write to them at 40 Steuben Street, Albany, New York 12207-2108 
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Appendix 8:  Oaths 

Inspector Oath /Alternate Inspector Oath :  

 άLΣ ǘƘŜ ǳƴŘŜǊǎƛƎƴŜŘ Řƻ ǎƻƭŜƳƴƭȅ ǎǿŜŀǊ όƻǊ ŀŦŦƛǊƳύ ǘƘŀǘ L ǿƛƭƭ ǎǳǇǇƻǊǘ ǘƘe Constitution of the 

United States and the State of New York; and that I will faithfully discharge the duties of the office of Poll 

Worker for the County of Columbia according to the best of my ability, that I am a registered voter and 

resident of such county, that I do not hold any public office, am not a candidate for any office to be voted 

for by the voters of this Election District, or the spouse, parent or child of such candidate, that I have not 

been removed or otherwise disqualified and am able to speak and read the English language and write it 

ƭŜƎƛōƭȅΦέ 

 άL ŦǳǊǘƘŜǊ ǎǿŜŀǊ όƻǊ ŀŦŦƛǊƳύ L ǿƛƭƭ ƴƻǘ ƛƴ ŀƴȅ ƳŀƴƴŜǊ ǊŜǉǳŜǎǘ ƻǊ ǎŜŜƪ ǘƻ ǇŜǊǎǳŀŘŜ ƻǊ ƛƴŘǳŎŜ ŀƴȅ 

voter to vote any particular ticket or for any particular candidate; and that I will not keep or make any 

memoranda or entry of anything occurring within the booth and that I will not, directly or indirectly, 

reveal to any person the name of any candidate voted for by any voter which ticket he or she has voted, 

or anything occurring within the voting booth, except I may be called upon to testify in a judicial 

ǇǊƻŎŜŜŘƛƴƎ ŦƻǊ ŀ Ǿƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ ŜƭŜŎǘƛƻƴ ƭŀǿΦέ 

Voter Requesting A ssistance Oath:   

A voter may be assisted if he or she tells the Inspector that he or she:  

Å Cannot read or write; 

Å Does not speak or read English and needs assistance or an interpreter (in some Districts, Spanish or 

other interpreters are assigned as needed); 

Å Cannot see, even with eyeglasses, the names on the ballot; 

Å Is physically disabled such that he or she cannot operate the voting system, or complete a paper 

ballot; 

Å Cannot enter the voting system without assistance from another person. 

 

The Inspector will then ask the voter:   

 ά5ƻ ȅƻǳ ǎƻƭŜƳƴƭȅ ǎǿŜŀǊ ƻǊ ŀŦŦƛǊƳ ǘƘŀǘ ǘƘŜ ǎǘŀǘŜƳŜƴǘǎ ȅƻǳ Ƨǳǎǘ ƳŀŘŜ ŀǊŜ ǘǊǳŜΚέ   

If the voter answers yes, then he or she can receive assistance. 
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Person Other than Inspector Providing Assistance Oath:   

 For a person, other than an Inspector, who assists an individual in voting.  This must be taken 

before the person rendering assistance enters the voting booth.  The Inspector will ask that person to 

swear or affirm that he or she:  

 ά5ƻ ȅƻǳ ǎƻƭŜƳƴƭȅ ǎǿŜŀǊ ƻǊ ŀŦŦƛǊƳ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ƴƻǘ ƛƴ ŀƴȅ ƳŀƴƴŜǊ ǊŜǉǳŜǎǘΣ ƻǊ ǎŜŜƪ ǘƻ ǇŜǊǎǳŀŘŜ ƻǊ 

induce the voter to vote any particular ticket or for any particular candidate, and that you will not make 

or keep any memorandum or entry of anything occurring in the voting booth, and that you will not, 

directly or indirectly, reveal to any person the name of any candidate or proposal voted for by the voter, 

or which ticket he or she had voted, or anything occurring within the voting booth, except when required 

ǇǳǊǎǳŀƴǘ ǘƻ ƭŀǿ ǘƻ ƎƛǾŜ ǘŜǎǘƛƳƻƴȅ ŀǎ ǘƻ ǎǳŎƘ ŀ ƳŀǘǘŜǊ ƛƴ ŀ ƧǳŘƛŎƛŀƭ ǇǊƻŎŜŜŘƛƴƎΚέ 

 If the person answers yes, then he or she can assist the voter. (Election Law 8-306.5) 

Preliminary Challenge Oath:   

 For an individual who has been challenged and who is about to be questioned by the Board of 

Inspectors as to his or her voting qualifications:   

 "You do solemnly swear (or affirm) that you will make true answers to such questions as may be 

put to you concerning your qualifications as a voter." (Election Law 8-504.1) 

Qualification Oath:   

 For an individual who has been challenged and has responded to questions from the Board of 

Inspectors as to his or her voting qualifications.   

 "You do swear (or affirm) that you are eighteen years of age, that you are a citizen of the United 

States and that you have been a resident of this state, and of this county, for thirty days next preceding 

this election, that you reside at the same address at which you have been duly registered in this election 

district, that you have not voted in this election, and that you do not know of any other reason why you 

are not qualified to vote at this election.  You do further declare that you are aware that it is a crime to 

make any false statement.  That all the statements you have made to the board have been true and that 

you understand that a false statement is perjury and you will be guilty of a misdemeanor." (Election Law 

8-504.3)  
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Appendix 9: Voter Regi stration Form  

 












