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Chapter 1: Introduction

A Message to Inspectors

As an Election Inspector, you play an essential role in the process tHaesrtitizens 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 Colu@hiaty Board ofHections 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 Electiomspector Training @irse, and the other aids supplied to
you will describe yor responsibities in detail.Your job has two main goals: help qualified voters to
vote; andto ensure that their votes are properly countedfou can accomplish these goals by
maintaining a helpful attitude and by applying election laws and procedures as youelaanwed them.

The work of an Inspectaan be difficult and tiringBut when you have done the job properly,
you wil know that the voters of yourléction District have been wedkerved.On their behalf, and on
OSKFEET 2F Iff 27F hankiuOyoaysériicca OAGAT Syaz S i

How to Use Your Instruction Manual and Reference Materials

ThePollinspectorinstructionManual and Reference Materiadse prepared for you by the New York
State Board of Elections and the Columbia County Board of Electipnsvide you with information on
your responsibilities as an Electibrspector.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 Eleetjon D
and will sere as your main reference todlhe material is arranged by topics that will allow you to
respond quickly to problem situatins as they arise at the pgite.

If you use these materials and ask for guidance, when necessary, from othectbrspor the
Board of Elections, your responsibilities as an Election Inspector should become easier to perform.

If you have problems oElection Day which you cannot resoksen after you have consulted
the materials provided for your usalwayscallthe Board of Elections at 82815 for help.

Polling Hours

Voting hours differ betwee®ENERAANd PRIMAR¥lections.In aGENERAdlection, all polls in New
York State are open from 6:00am to 9:00pFrhe starting time in @ RIMAR¥lection differs amaog
counties in New York State Columbia County, polls fBRIMAR¥lectionsare open from noon until
9:00m.

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011 p.6



Preparing to Open the Polls

All Inspectors must arrive at the polling siteleast 60 minutes before the polls are scheduled to open
so that yar can accomplish the tasks necessary to open on time M#Yi NODpen the pollauntil
opening timeANDuntil at least one Inspector from elagolitical party has arrivedt the building is
locked when you arrive, immediately contact the Board of Elestaitr8283115.

The Board of Inspectors must immediatelyoose CeChairpersos, one from each partyfrom
amongst its Clerical Inspectoisan Inspector is absent or has called in sick, calBtherd of Elections
sowe can send a substitute Inspectdf.a substitute cannot be found, any registered voter of the same
political party as the absent Insgtr may work as an Inspectdf.you find a voter willing to serye
swear in the replacement workersing theAlter nate Inspector Oath (see Appendix 8

Meeting Voter Needs

Language Assistance

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

Voting Rights Act to provédwritten and oral assistance to voters who spealal@rnative language.

Although Columbia does not fall under that mandate, do providethes T OAO8 O " Emi 1T £ 2EGEOC
Spanish.

Disability Etiquette

Sometimes you will beesving a voter who has a diséityi or uses a service anim&emember that it is
your responsibility to serve these voters courteoyalydto do everything you cato make their voting
experience as easy as possible. Here are some tips for assisting with disabilities:

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

x  Know the accessible entrance, restrogsnd other features in the building.

x  Give undivided attention to a voter who has difficulty spealkji)2 yfuhhim or her

x  Speak directly to the voter who has a disability, not to a companion who has come to help.
x  Speak calmly, slowly and directly to a voter with a hearing problem.

x  Provide simple and eagg-follow instructions.

x  Be patient; listen carefullydo not finish sentences for the voter.

x 52y Qi akKz2dzi 2NJ ALISI | Ay | @2GSNDa St N®

x 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 yabieen Poll Bag.)
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x  Greet a voter whas 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.

x  Provide a guiding device such as a rutard or stencilfor signing forms.
x  Provide a magnifier for any votarho may have difficulty reading the ballot.
x Have papefnote pad, as abovednd pen available.

Service animalare not pets. The Americans with Disabilities Act defines a service animal gusiday

dog, signal dogpr other animal, not necessarily a dog, individually trained to provide assistance to a
individual with a disabilityService animals perform some of the functions and tasks that individuals with
disabilities cannot perform for thraselves.

The following tips will aid you when assisting a voter who is using a service animal:
x  Address the person, not the animal.
x Do not pet the animal.

x LF GKS ASNIBAOS FyAYlFfQa 0SKF@A2NI Aad RAA&NMzZLIG A
from the pol site.

x 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.

x Do not whistle or direct other noises to the animal; such noisag be distracting.
x | @2AR ljdzSaidAz2ya Fo2dzi 0KS AYRAQGARdzZ ft Qd RA&l O
x Do not automatically assume that a person with a service animal is blind.

x If you do not like animals or are afraid of certain animals, it is apjatgto excuse yourself
and move away from the service animal.

Guidelines for Interacting with People with Disabilities

1. Be yourself Treat people with disbilities with the same respect and consideration that you
have for everyone els@reat the person as an individyalot as a disability. Relaxs an any new
situation, everyone will feel more comfortable if ydo.

2. Meeting someone When you meet somawe, extend your hand to shakithat is what you
normally do.A person who cannathake hands will let you knowi.you are meeting a lvid
person, identify yoursellf you have met before, remind the person of the context; he or she
g2y Qi KI @&esiods thermeinaat.

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011 p.8



3. Helping Do not automatically give assistance; asét fif the person wants helg-ollow the
LIS NE 2 ¢ and asKitly@u are notsutley R R2y Qi 06S 2 T uSyywB&ferA ¥ &a2YS
ofassistancel 1 Qa (1 KS Acy te he@ad ikldperidéhtas 1@ Krshe can be.

4. Communication Talk directly to the person, not to an aide, friermt interpreter.Ask the
LISNE2Y (2 NBLISIFIG AT @2dz R2y Qi dzy RSNRGFYR® LT
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 thathey will feel uncomfortablelnclude them as you would anyone
else; let it be their decision whether or not to participate.

6. TouchingDo 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 aeimair without permission. Do

v A LA A oA =

y2i (2d20K a2YS2y,80320KB8E REVEOSOKILANIA A | LI NI

Environments. Be sensitive about the setting. A noisy or dark environment or many people talking at
the same time might miee 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 goingm and surroundings (especially obstacles) toirdiperson. 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

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

inappropriate. The person may have a hiddtsability, such as low visignhNJ YSy (It AffySaao
assumptions about the person or the disability.

People Who lde Wheelbairs or Have Mobility ImpairmentsPeople who use wheelchairs may have

different disabilities and varying abilities. Sogan use their arms and handsome can get out of their

wheelchairs an@ven walk for short distanceblake sure that there is a clepath 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
G20SNI AayQid aGNIAYyAy3a (G2 YIS SesS O02yidlFOt sALGK &2

Language TipRut the Person Firs{. I @ & LISNE 2y oKASING (R<Alayl ooARDSaY 8ot SNE (LIS N
GLIS2LAE S 6AGK RAAI RAEAA DX SRDENH & S NI KIEESNIOKE K §J @A SWF
GKSSt OKI ANE 2 NJ @heWis&8dha ks iwhaNSnablsdg Pedséon to get around and

participate in societyA (1 Q& € A 6 S NI () K y6HaTe ngt uie win2wor fo yise yask dAvoid

2dzi RFGSR GSN¥ya fA1S GKIYRAOFLIISRE 2NJ aONR LILX SRdé
GSNXVa fA1S GLKEAAOLfta OKIffSyasReé FyYyR GRAFFSNBY
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U 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 undedath (see Appendix &hat he orshe requires assistance to vote
may request hegd from the Board of Inspector§he voter may get help from someone other than the
LYALISOG2NBRZ o0dzi GKIFG LISNBEB2Y O yAVREr cab Be assiktéd if @2 (1 S NI &
or she:

x  Cannot readr write;
x Does not speak or read English and needs assistance or an interpreter;
x Cannot see, even witeyeglasses, the names on tBallot ;
x |s physically idabled and cannot operate théoting Machine , or complete a papeBallot ;
x  Cannotcompletethe votingprocesswithout 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 thé®tér: & 2 dz
solemnly swearor @ FANY GKIF G GKS adl G§SYSJidiathedoredz 2dzad YIRS
Requesting Assistance Oathlf the voter answers yes, then he or she can receive assistance.

2. Have the voter sign theoll Book; also, indicat®n Report, Section Ill : Assistance Provided (see
Appendix 4fhat he or she received assistance.

3. Ifthere is no one else to assist the voter, one Inspector from each political party will be sdtected
give the voter assistancH.the voterrequests help from someone other than an lestor,
administer the requiredath to that individual (see Appendix 8)lake sure that the person
providing assistance is not the voter's employer or union agent.

4. The needed assistance shouldlbBNE2 3A RSR Ay | g+ & G Klyjbutémdtf € 3IdzZh NR
influence the voteThe 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 receivedsistance, and the name and address of teespn who
provided assistance nSection llI: Assistance Provided .

Special Situations

The following suggestions will help yprovide assistance to voterRemember that voters who request
assistance must bedated with genuine politeness and helpfulness:
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1. If a voter asks for further instructions concerning the manner of voting after enteringritacy
Booth, an Inspector from each political party magproach theBooth to provide those instructions.
The Inpectors should then allow the person to vote alone as if he or she were unassisted.

2. Whenever possible, instruct the voter on howrtark theBallot and use theMachine before he or
she enters thePrivacy Booth . Use theSample Ballot to explain the locatin of candidateshames or
any proposals on thBallot . This is especially importamthen theBallot is lengthy or when it
contairs amendments or propositions.

Emergency Procedures for the Poll Site

Safetyc both yours and the vote&; must always be the first priority
In case of an emergency that interrupts voting at the polling site, the Chaimsensast:

1. Call the Board of Elections at 83815 to notifythe Boardof the emergency situation as soon asit i
safe to do so.

2. After conferring with the Board of Elections, building personaedl, if necessary, emergency
services personnel, assess the situation and deteriifiités possible to move theoting Machine ,
Signage, supplies, etc. to another room dhe premises or to a nearby site to permit voting to
continue.

3. If you can safely relocate théoting Machine and materials to another suitable room, do so. If you
cannot, consider whether you can moReaper Ballots , Poll Books, Signage, supplies, etc. tohe
safe room/site so that voting can continue on an emergency basis. The Board of Elections can
provide additionaEmergency Ballot Envelopes if needed.

4. IFTHE POLL SITE MUST BE VACHEEIhairpersos) working in conjunction with emergency
personnel, mst make certain that everyone gets out safely.

If the site must be vacated but thereN©O IMMINENT DANGERpersonal safety, the Chairpersen
should attempt to protect the integrity of the voting process and voting niate as much as
possible, by takg the followingsteps

U Record the Public Counter Numbers from tha&ing Machine .

U Gather and secure the follong: Poll Book /s and all voterAffidavit and Emergency Ballots and
place them in thdargelnspector séElection Returns and Documentation Envelope.

U Place thdargelnspector s6Election Returns and Documentation Envelope in the custody of a
bipartisan team of Election Inspectors.

U Securdl KS @2 ( A goits vatiTanmpes - videént Seals.

NOTE DO NOT put theoting Machine A Y i KS & LIsitidh éinle$d faigharzdel o dd_38 by the
Commissioners dhe 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 votédfidavit and Emergency Ballots 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 Elect@md a team of technicians will
be dispatched to determmie if theVoting 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 provideuywith 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 electiomsmgdected in dair and
impartial manner. Two of your most important responsibilitiese ensuiing that ALL eligible votes
exercise their right to voteand ensuringthat the law is applied uniformly There are a number of
reasors why this may seem difficulEertain voters Wi present protlems. Electiondw and policies
change over timgand procedures aabe different among countieg\sk your coworkers for help if you
need it, and follow the instructions of yo@oChairpersosand the Board of Elections.

Always keep in mind that, as amspector, you are performing an important service for the
public.

New York State Election Law requitieat you attend training classes every ye@maining
sessions will give you all the information you need to do your job wgbuliare well prepareavith up-
to-date knowledge, you will feel more idortable and confident on Electionaly.

Inspector Duties and Qualifications

Inspector's Overall Duties Inspector'sQualifications

Inspectors should be familiar with To serve as an Inspector, you:

U Voter qualificsions; i Must be a registered voter and a

U Registration procedures; resident ofColumbia County;

U Enroliment procedures; U Cannot hold any public elective office ¢

i Accessibility procedures; be a candidate for public office or party

U Various ballot@&nd special voting position to be voted on by voters of the
procedures; District in which yowvill work;

i How to operate the voting system; i May not be the spouse, parent or child

U Casting ballots; of a candilate running for office in the

U Procedures for challenging votes; an District in which you will work;

i Canvassing vote results. 0 Must be able taclearly speak, read, and

write the English language;

i Must be certified as an Inspector by the
Columbia County Boawf Elections
after attending an official training class
and by passing a written test.
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Inspector Responsibilities

Qualifications

In each Eleaon District (ED)in Columbia Countypwn chairs or the Board of Elections will appoint four
Election Inspectors (two from each of the two major political parties) by Juty éach year.
Appointments will be made from lists certified by the chairpessoheach party. Your appointment is
for one year.

Oath of Office

Each certified Inspector takes an oath of officeegiby the Board of Election$you are called to fill in
for an Inspector who is unable to work, sign and return Altternate Inspecto r Oath to the Board of
Elections with your othesupplies. You will find thelternate Inspector Oath in the Green Poll Bag
provided youby the Board of Electionsee Appendix 8)

Training and Certification

EachO 2 dzyBb@rdXd Elections conducts anhiaining classes for Election Inspectors. Instruction

covers important aspects of election law, accessible voting, using voting systems, completing necessary
forms, and other basic dutieAn exam is giveafter the training classandyou must pasé in orderto

become a certified Electiongpector.

Special Ballots for Inspectors

If you are not able to vote in your awElection District because of Electioaylwvork duties, you may
vote byAbsentee Ballot . Please contet the Board of Elections for ttepecialAbsentee Ballot
Application for Inspectorsandto learn thedeadlines for submission.

Compensation

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

Day and for attenthg required training sesgig, including the annual certificatiallass The amount
inspectors are paid is set by the Board of Elections and by the Columbia County Board of Sudervisors
keeping with the additional training and expertise that is necessary for a member of therf’rima
Inspector Team that is responsible for yaating Machine , an additional amount is paid for that role.

NOTEIf for any Election By youfind that you will beunable to work please contact the Board of
Elections as far in advance as possiblaysgan appoint someone to work for you.
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Co-Chairperson s6Responsibilities

The Board of Inspectors and Co-Chairpersons

The four Inspectors assigned to each Electimtriot (ED)comprise tle Board & 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 maintaed at your poll site. Onl&ction Day, the Board of Inspectors is tbaly
on-site authorityfor the ED.You report only to the Board of Elections.

Twolnspectorswill serve as Primary Inspect&mwhichbecamea new category of Poll Worker
2010. Primary Inspectors have primary responsibility fontbgng Machine your ED votes on.

U If only e 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 Inspesioed
as CeChairpersons

U If your poll site hosts more than one ED but uses guneVoting Machine , Primary Inspectors
will be chosen from different EDs:

o Iftwo EDs are located at your poll sitejt only oneVoting Machine is usedyour ED
will havetwo Primary Inspectarfor the Machine and three Clerical Inspectors.

o If more than two EDs are located at your poll sitexd more than on&oting Machine is
used, there will be two Primary Inspectors and two Clerical Inspediash of them a
CoChairpersonjor each ED

o Each Board of Inspectors must appoint @lerical Inspectdirom each Partyo serve
asCaoChairpersonfor the election If the Bard of Inspectors cannot agree time two
CoChairpersos, you can draw names for the posit®n

Duties of the Co-Chairpersons

TheCao(hairpersors areteam leades who supervis&lectionDay activitiesSpecific duties include:

P
(0]
Q
O\

U ! 002dzyiAy3 FT2NJ YR RA &G NR 0,0miihkhg Bssidtahde and ¥ G K S
cooperation of the Primary Inspec®r

U Ensuring that all required forms are filled out completely and accurately;
0 MakingQericallnspector duty assignments, as well as arranfmmgneal times and short breaks;

U Announcing vote results to the publitiring the canvass
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{AIYAYy3I | ye t | NdiysheasSd askBaviBdge their dttéh8aie@t the closing of
the polls, and ensuring that an Inspector of the opposite political party sigrisallyeSheet, as well.

c:

U Making surePay Vouchers are signed;

U Reporting(phoning inemailing or faxing the results to the Board of Elections immediatafter
the canvass has been completed,

U Packing and preparingl suppliegusing theSupply Checklists z Before Polls Open & After Polls
Close) for returnto the Board of Elections the Green Poll Bag; and

U Ensuringhat the Poll Bag and Ballot Bag Chain of Custody Form is completed and signed by both
Travelling Ballot Catcheasmdtwo bipartisaninspectors

Functions of the Board of Inspectors

Because the Board of Inspectors must function in a bipartisan mannéesdattthe poll ge should be
divided equallySome of thesgobs are spelled out in state electicaw; for example, two Inspectors
from different political partis are designated to handle thll Book/s and to compare Electiondy
signatures made byoters to the preprinted signatures appearing in el Book/s . Duties can change
during voting hours, so Inspectors should alteenar rotate tasks on Election D&y rotating duties,
new hspectors can be teamed with experienced ones, to give thenagae and ofthe-job instruction.

Certain decisions at your poll site must be made by a majority ofotiee Board of Inspectoys
not by theCoChairpersosalone.If one member is absent, the remaining members may vote on an
issue & long as at least two Inspectors (of different political parties; at least opedtsr per party) are
present.Votes on issues must be decided by a clear majority; for exam@e,tie vote on a
challenged voter does not represent a majority and théoee camot move the challenge forward,
perhaps ultimatelypreventing that person from voting on the machineBy deciding matters through a
majority vote and by sharing jobs equally among Inspectors of the two political parties, the Board of
Inspectors camreate a bipartisan and professional atmosphere that is essential to fairly and efficiently
conducting an election.

Members of theBoardof Inspectorsalso work closely in completing tigtatement of Canvass,
Sections |, I, lll, and theReport that coveas thoseSections, and other required forms.

The Board of Inspectors must maintain or@lethe polling place at all time3his includes
overseeing the use of any electronic devices, aaghell phones, laptops, etc. Locatagdur Poll Bag,
and at the end of thisanual asAppendix 11you will find aR 2 O dzY Sy i U&ebfiERdironBfat
ElectionZ ¢ ¢ KAOK &aLISOAFASEA GKS | théisstuttiand Tahledza SaA d® | 2 dz
PoliwA O A E taldde§ ad use it as a reference as needed.

If people do not comply with your attempts to maintaander, you may, according telection
law, callyour localpolice orthe Columbia Countyt@riff at 8280601.These officials are required by law
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to help youWe ask you to first call the Board of Elections at-8285 as we may be able to resoltlee
situation without calling upo law enforcement.

Pollwatchers

U InaPRIMARY ELECT)@hycandidateand any party committee may ka a maximum of thee
Pollwatchers at an Electiondirict at any time.

U InaGENERAL ELECTIany party committee or independent body with at least one candidate on
the ballot may have up to tlkee Pollwatchers at an ElectionsDict.

Pollwatchers are mtitled to:

1. Be present at the pollat leastl5 minutes beforehe unlocking and examination of theoting
Machine andBallot B ox at the opening of pollsand may stay until after the signing of the
Statement of Canvass and theannouncement of theesults after the polls are closed;

2. View the unlocking of th&¥oting Machine and view theBallot Box before the polls open;
3. Challenggersons whom they believe are not qualified to vote; and
4. Observe the anvass of the vote.

Pollwatchers are strictly prohibited from:

1. Assisting in the conduct of the election;

2. Being part of any electioneerirag the polling site;

3. Greeting the voters; and

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

Only one Wdtcher from each political party committee or independent body may be within the
oguardrai€ areaat any time. (Election law refers tguardrails in Columbia County, we expect that the

G @2 G Ay Jeadh NG sité, whildinot physically roped off, is understood by Inspectors to be an area

in which voters are in line to vote or are voting. This area includem#in&ction s Table, the
)T OPAAOI DO® KaSA ALl Af t ¢ I (1 oy BLBHR , adIHeVbtingMAachinel) K S

Pollwatcher Certification

All Pdlwatchers must have a writteRollwatcher C ertificate issued by the Rairpersors of the political
party or independent body which they represent. IRRIMAR)t can be signed by candidateOn
Election @y, thePollwatcher Certificate must be giverio the Inspetors of the Election Btrict in
which the Pollwatcher serves. Inspectors must displayPiigvatcher Certificate s in clear view of the
public. At the end of the nighBollwatcher C ertificates must be returned to the Board of Elections in
the Green Poll Bags.
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Pollwatchers must be qualified votersthre county in which they sery@xcept in New York
City, where they may serve at aBpin the city).

Ballot Catchers

Bipartisan teams dBallot Catcherwvill be travelling to poll sites after thclose of polls to pick up the
Blue Ballot Bag and theGreen Poll Bag. They will be delivering these items to the jail to be secured
after the Election. Upon arriving at the poll siBgllot Catchersvill present identification to the Board
of Inspectos. One Inspector from each partynsquired to remain at the poll site until thBallot
Catchersarrive.

If your poll site is in close proximity to Hudson, arrangements may be made ahead of time for a
bipartisan teanof Inspectors to deliver the bags dutly to the jail.

Party Representatives

The Party Representative's role on Election Day is to be at the close of polls and not Batbr@arty

Rep will have aally 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 Retiudts

Tape that has been affixed to the wall for public reviewt the bottom of eacttally Sheet are

Signature Lines for two Inspectors: the Election District Ghaipersons, or one C€hairperson and an
Inspector from the opposite political party. The Party Regequiredto obtain the signatures of the Co
Chairpersons, or one &ohairperson and an Inspector from the opposite political party. Each Party is
authorizel 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 site paibr to
the election. They will secure the machine and set up the polling area as dimttbd Voting Area

Layout. They are required to be at the poll site one hour before the opening of the polllote the
inspectors access to the building. After the polls open, Custodians may vote, but thenuiktgave

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 tienthat it will be returned tahe BoE. The Custodian will meet the truck
drivers who are picking the machine up for delivery back to BoE.

/ dza ( 2 Raj \roytKerd will be returned to the BoE along with tiachine.
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Inventory Supplies & Ballots
Review Checklist

Complete Statement of Canvass
OPEN POLLS

Chapter 3: Clerical Inspectors

Opening the Polls

Setting Up the Voting Area

The voting areashouldalready have been set up by your Custodian. If the voting area has not yet been
set up, the Custodiawill complete the setup before the polls opei.document showing the intended
Voting Area Layout is in yourGreen Poll Bag. The polling area should be situated so that the Inspec
andPollwatcherscan easily monitor activitn the poll site TheMachine (s) should be visible to the
Inspectors andhe Pollwatchers

Note that the tabletop Privacy Booths are delivered inside th&oting MacE E T BallabBox . If
@2dzNJ L2t f & Aiiv&y Bdeéh Sigiwill be déliyedetl $&parately. Mlivacy Booths should
KFE@S I R2 Odzvding liastrustighd & iolireRinsiile them. If they do not, contact the Board
of Elections.

While the Cleal Inspectordook on, the Primary Inspectoshould begin the process of
opening theVoting Machine so that it can be plugged in to begin the baqgi process. All Inspectors
must viewthe 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 isnot at the site, contacyour Town (&rk (first) orthe Board of Electionésecond
if necessary

NOTE: TheBlue Ballot Bag will be located inside th8allot Box of the Voting Machine .

Checking Supplies

Your Election District will haves ownGreen Poll Bag with the supplies needd for Electoin Day. Check
that you have received the correGireen Poll Bag.

Inside theGreen Poll Bag are the Clear Security Bag and theStatement of Canvass. In
cooperation with Fimary Inspectos, witnessthe breaking otthe Sealon the Clear Security Bag and
verify theSeal Numbers on the Statement of Canvass. Withess the numbers on alecurity Seals and
Tags; ifany areincorre¢g2 NJ AT | y& &l & BaatdiofEl&choas indredfaiely & 82811K S
Primary Inspect@will takethe iButton /Security Key andBallot -Box Door Key.

Next,use theSupply Checklists z Before Polls Open form to take an inventory of the materials
to be sure that you have everything on tbaecklist. If you are missing anythirad all, immediately
contact the Board of Elections at 83315.
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Breakthe Tag on the Blue Ballot Bag and confirmthat you have lhe correctBallots . Confirm all
Tag Numbers and Seal Numbers on the Statement of Canvassonthe 0" A £ OA 0 ipage.AccoubtAl 6
for all Ballots and recordtheir numberson the Statement of Canvass. Securely stow th@allots in the
Green Poll Bag until needed Store theBallots in correct sequential order so that you will be using the
correctBallot, starting with #1

NOTEDo not unwrap angallot Book until you need aallot from that Book. The presence of
Shrink Wrap indicates that alBallots are within.

Return the nowempty Blue Ballot Bag to the Primary Inspectat

Other Arrangements of the Polling /Voting Area

Once you have accounted for all your supplies whde the Primary Inspectors are starting the
Voting Machine , complete the followingight stepsto prepare your polling site for voting:

1. Display theAmerican Flag. If your Poll Site does not already have one, a flag will be provided by
the Board of ElectionsWhen theFlag of the United Stats is displayed in a manner other than
by being flown from a stafft should be displayed flat, whether indoors or outdoors. When
displayed either horizontally or vertically against a wall, the union (stars) should be uppermost
andtothe& i Adgbt@thS 2 060 a SNIBSNDa €t STaov o

2. Place thesample Ballot, the6 T OA 06 O " Ethe VolingEnserUetons Q Map ofElection
$EOOOEAOR AT A O. on thekhstructiodsEThble ASD they@dh®eé easily seen by
votersbefore they vote.

3. If Distance Markers have not already been posted, place them 100 feet from the site entrance.
No campaigning (electioneeripg allaved within this 108foot area.Political posters, shirts,
hats, buttons, banneror signswithin this area(including inside the poll sitare not allowed.

4. Make sure the voting area has been set up according to/thiag Area Layout instructions
provided to your Custodiaby the Board of Elections. copy of these instructions is included in
your Green Poll Bag.

a. Thee should bea fivefoot-clear radius surrounding all sides of tieting Machine .

b. The monitor of he 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 st up by the Custodians according to tieting Area L ayout
provided.
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NOTE:No one should be allowed inside the designated voting aréakK S & 3 elzbeptFONI A f £ 0
Inspectors, Voters, Pollwatchers, and other authorized persach as Board of Elections.

5. Inspectorsshould be wearing propddentification Badges .

6. Confirm that you have all supplies listed thie Supply Checklists z Before Polls Open which you
will findin yourGreen Poll Bag. The CoChairpersorshould sigrthe Checklist. Call the Board of
Elections if any supplies are missing.

7. Setupthe T OPAAOIT (QlaedvotardighinAable).

a. Only thePoll Books, Privacy Sleeves, and onePreprinted Ballot Booklet (if aPRIMARY
ELECTIQNNePreprinted Ballot Booklet per party)should k& on the table at a time.

b. TheBlank BMD Ballot Booklet , additionalBallot Booklets , and all other supplies should
be ina secure place in view of thedpectors AT ALL TIMES but not accessible by the
public.

c. Remove from the&Sreen Poll Bag only what you need to help keep controf the official
materials in your custody.

d. AllBallot Books that you have not used should remain intact in th@frink Wrap until
you need to use them.

e. NO FOOD OR DRIidKllowed on thenspectors 6 alde.

8. Make sure you have an obhstructed view of all entranc¢exit pointsto the poll siteto ensure
that no person walks out with (avalksin with) aBallot .

After Polls are Open

e Signin the Voter

¢ Note Ballot Stub Number

e |ssue Ballot & Priacy Sleeve or

Two Clericallnspectors, one from each political party, should Affidavit Envelope

22Ayidte adZJSNDAES OSNATeAy3d & Complgte Repauts Sectiofsylally i N
place. When a pspn approaches thimspectors' Table to & Il when necessary

vote, completeeach ofthe following steps:

U Verifying Voter Qualifications

1. Greet the voter.

2. In aPRMARY ELECTIQOieck that the voter is enrolled in a political party that h&#RAMARY
ELECTIQNA voter in axGENERAL ELECTHesd not be enrolled in a party to vo)e.
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3. AskforthevottlRa vy I YS | y R Ndadyar Sistifatfy repeRt fhdiR 1 BamB[a
and addresso that Pollwatcherscanheary | twLa! w, 9[ 9/ ¢LhbZ |Yyy2dz
enrollment.

4, CAYR (KS t@tpniré&ordidyoBriBtédll List, which is a computerized list of
voters. (Do not give thisist to anyone or allow anyone access to it. Return®o# List in the
GreenPollBagl i G KS SyR 2F (KS yAIKIGd0 al 1S I OKSO1l
to the Inspector with the appropriateoll Book , whichis a computerized list of voters
containingDigitized Signatures , important registration informationand aSignature Box for
each voter

LT (KS @Bin§diREl Lisy (andi the appropriatePoll Book), but at a diffeent

addressstill within your Election Btrict, that person is nevertheless allowed to vote on the

Voting Machine . Please confirmthalil KS @2 § SNRAa y S¢ BDRRAMBGtEe Aa adAf
Board of Elections at 828115.Note the new address o8ection I: Challenges and ask the voter

to complete a newoter Registration Form .

LT (GKS oBNSDRRGUrPof Lisy' &ndin yourPoll Book), call the Board oElections

to see what ED the voter resides ith 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 oPtbieir

Books. LT (KS @2 (S NDED plodedtiNB\Hidavit Ballot dr Coul QrdeM¥ the

@2 GSNDa& | RRNBHcAl the BoahPElectidngfor Relg, drdJprovide the voter with
the address of the correct polling site that he or she should go ¢oder to vote.

Also, ¥ G KS @218 801N jiourfol LYstS(andin yourPoll Book), check to see if you

have aChallenge List, which is a computerized list of voters who the Board of Elections (or in
some cases anber 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
gualify to vote, as may be appropriat@id then provide the voter aaffidav it Ballot , asabove.

NameChanges

If a voter has changed his or her name since last voting or since registering, the voter can still
vote on theVoting Machine as long as & or she still resides iyour District.Have the voter sign

his or her name as it appears in ya®ail Book, and just above it, sign his or hegw name.

Note this name change in the appropriate placetiom sheet entitledSection |: Challeres
(Appendix 4. Give the voter &egistration Form to complete with the new name and

signature return it to the Board in youBreen Poll Bag.

5. Check thePoll Book to see if the voter needs to show HAVA (Help America Vote Act)
identification (Depending on how they initially registered to vote, certagnv votersare
required to showidentificationon Election Dayotherwise they cannot vote on thdachine .)
ThesSignature Box inthePollBook ¢ A f £ & (i | (i S DREQRIREDS & ifdivitifal$&edsd
to present identification Theacceptable formso verify avotdhNDd A RSy (A (e F2ff 245 ¢
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OAcceptable Forms of Voter Identificati@) and they MUST include either photo ID or an

accepSR G(G&L)S 2F R20dzYSyid GKIG AyRAOFGSa GKS @24S
such identification, s/he may not sign tlell Book , may not vote on théachine, and must

vote viaAffidavit Ballot or Court Order .

6. If the voterdoesprovideacceptabladentification, the inspector should cross out the wordd. 5
w9 v | L thd &opear in thesignature Box and then bothINITIAlandWRITE Ihe ID
INFORMATIOBI & S/8ter tdentifications ¢ 0 &bva theSignature Box .

a. C2NJ I RNAOGSNIDa tA0SyaSz ogNAGS Ay (GKS Sy idAiNE

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

c. C2NJ Iyed 20§KSNJ (GéLIS 2F ARSYUGATAOIGA2Y T & NR UGS
provided.

7. Turn thePoll Book to facethe voter.Do rot allow the voter to view thére-Printed Signature
before signingWhile coveringip the Pre-Printed Signature , have the voter sign in the
Signature Box. Compare this signature to the originate-Printed Signature . Any Inspector
who beleves the signatures do not match carattenge the voter (see the following,

oChallenges$).

8. If the sighatures matcHocate the correcBallot :

a. IfaPRIMARY ELECT]@Nhe appropriatePrepri nted Ballot Book according to party
enrollment, making sure that the fir&allot used is #1

b. If a General Election, in the appropridteeprinted Ballot Book , making sure that the
first Ballot used is #1

c. If a BMD ballot, from th&MD Blank Ballot Book .

9. Enter theappropriateBallot Stub Number 2 Y (1 KS £ A y Sanglsiyiydur itit@lsona { ¢ ! . ¢
GKS t Ay S .§(Sdeihatih? voterimay réquest up to thraallots in the event that he
or she has a problem with thgallot or makes a mistake on it, so please leave room for two
other Ballot Stub Number s.)

a. If the voter claims to be physicallyable to sign, enter the words "Unable to Sigm
the Signature Box of the record Two bpartisan hspedors should initial this entry.

b. Carefully remove th@&allot from the Ballot Book , hand the votea Privacy Sleeve, and
direct the voter toa Privacy Booth or to the BMD.

10. In aPRIMARELECTIQMvoter who uses th Ballot Marking Device will need to provide
evidence of his or her party enroliment to the Primary Inspector stationed avtiiag
Machine.
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a. In this case, you should gittee voterthe appropriatelycoloredParty Enrollment Card
found in theGreen Poll Bag, in addition to theBlank Ballot and thePrivacy Sleeve.

b. ThePrimarylnspectomwill takethe Party Enroliment Card from the voter andwill set
the Voting Machine to print out the appropriateBallot .

c. The cdors for theParty Enrollment Card andPrimary Ballot are green (Democrat),
pink (Republican), yellow (Independence), grey (Conservative), and tan (Working
Families)according to NYS Election Law.

d. NOTEIf someone votesmthe WRON@allot , notify the Boad of ElectiongAT ONCE
and make a note of the details ofdlncident. The voteMUST NOVote again.

11. If a voter indicates that she or he requires assistapéease refer to the sectiotiMeeting Voter
Needs¢

12. If there are people standing on line at your Election District, do not sign in morddbawoters
at one time.

a. Note that voters may proceed to scan theiilots in any order; they need not scan
them according to the wler in which they signed theoll Book .

13. If the voter requests a ne®allot because of a mistakaade while filling out his or her
selectionspr in case thescanner is unable to read th@allot, the voter shall return to the
)T OPAAOI 006 4AAT A
a. The voter mussurrender his or heBallot andSleeve (if one was originally provided) to
the Inspector.

b. Thelnspectorshall verify that theBallot was a validallot (but not see how théallot
has been filled out)old the Ballot in half with the back of th®allot facing out, and
marktheBallot I & G aLl2Af SRé o0& GNARGAY3I G(GKShoth 2 NR a{t
sides of theBallot .

i. The spoiledallot shall be deposited in the larggpoiled Ballots Envelope .

c. InthePollBookX f 20l (S G(KS @2 (BANBG Nymberdhapdyb SEG G2
indicated, add a slash (/) and write the nBallot Stub Number after it (do not cross
out the firstNumber).

i.  This may result in some voters having two or even tiBaét Stub Numbers .
d. Give the newBallot and aSleeveto the voter.

e. Avoter is allowed tepoil twoBallots ¢ the third Ballot a voter is given will be the last.
If that Ballot proves unsatisfactory to the voter but tidachine will scan it, the voter
should allow theMachine to do so. If thevachine will not scan theBallot , the voter
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should return it to the Clerical Inspectors to be placed inEhergency Ballots
Envelope so that it can be tallied after the polls close

U Acceptable Forms of Voter Identification

The forms of identification that may be accepted at the pgliplace to enable voting on\dachine
(scanning @allot ) must be fran either of the two categories that follow:

M® | Od2NNByYy(d FyR GFfAR LK20G2 L5 gA0K (GKS @20iSNDa
Examples include but are not limited to:

Passport Pistol or Firearm @rmit
5NAPSNDa fAOSyasStAf egadnea f
NonrRNA @S NIDa L5 Ol Ndaitary 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 votdMOTEIf this kind of ID is providk the voter
will have to provide ID again the next time he or she votes.

Examples include but are not limited to:
e A current utility bill: gas, telephone, electric, water or other utility bill
e Bank statement: a statement from a banking institution or dredion

e Government check or paycheck: Social SecudtyiAistration statement or check, or
government or military paycheck, or paycheck stub

e Other government dcument: hunting, fishing or trapping license; electronic benefit transaction
(EBT) cards; publhousing 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, stateabr |
government; discharge certificates, pardons, or other official documents issued in connection
with the resolution of a criminal case, indictment, senteymeother matter, in accordance with
state law; government homeless shelter ID cards

If a voteris required to show ID and CANNOT provide it to you, the voter MAY NOT siyl ok or
vote on theMachine. Provide the individual with thEotice to Voters statement Appendix § and
LINE OSSR (2 ( KASidavitBalot drZourt OrtleE £ SRS 62 &
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U Know the Several Types of Ballots * Affidavit Ballots

e Absentee Ballots
As an Inspector, you will have to familiarize yourself with ® BMD Ballots
how to process sevetdlifferent kinds oBallots, all of e Emergency Ballots
which begin with @allot from either thePreprinted e Challenges

Ballot Book or the BMD Blank Ballot Book. They include

Affidavit Ballots , ballots cast by ourt Order , Absentee

Ballots , Emergency Ballots , andBMD-Generated Ballots . All Ballots must be handled with secrecy and
carefully séeguardedfrom tampering.

U Affidavit Ballot or Court Order

An Affidavit Ballot is aPreprinted Ballot or aBMD-Generated Ballot that, oncemarked by the voteris

folded into thirds and then inserteitito a spedl Affidavit Envelope that first has beeraccurately and
completely filed out by the voter and then byne CeChairperson and an Inspector of the opposite

political party Affidavit Ballots may be usedy any voter whose poll record is missifyghose name is
not in thePoll Book) and who claims tde a registered (or enrolled) voter in your Electidatiict. They
may be used by:

o Apersonwhois already registered in the county and has recently movadyiaur Election
District but whose name does not appear in thal Book .

o0 A voterwho needto present identification at the polling site but denot.

o0 Avoter in aPRIMARELECTIONho claims to be enrolled in a political party and yet is not listed
inG KI 4 edJigedke Qa

Note that a voter is NOT required to provide identification to voteAfiigavit Ballot .

These ballots are not opened on Electioight, because the Board of Elections mdet
additional research before determining if theter iseligible to vote in theslection.

If any of these situations arise, you are required to give the voteNtitiee to Voters (Appendix
6) statement which outlines the vter's available legal optits. Thevoter can use aaffidavit Ballot OR
obtain aCourt Order to vote. If the voter wishes to obtain@ourt Order , he or she should be directed
to the Board of Elections wherée Board will providéurther information.

If the voter does obtain @ourt Order and presents it at your polling place, follow the directions
on theCourt Order itself. In most cases, @ourt Order will direct you b allow a voter to vote on the
Voting Machine . Have the person sign his or her name at the top of the first pdidlee Court Order ,
and enter the voter's sesl number, if it is available. Also have the voter sign inPhieBook : either at
the very end of thé®ollBookX 2 NJ Yy S NJ G KS f SG (G SNJ ohé densyidmg and i K S
other required poll reord entries must immediately be entereah the sheet entitledection I1:
Affidavit Ballots/Court Orders _ (Appendix 4)
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In aPRIMAR¥ELECTIQRhe Court Order must specify the party in which the persorbming
permitted to vote.

Guidelines for Voting by Affidavit Ballot

1. If the voter is not listed in th€oll Book, call the Board of Elections at 83815 to ascertain the
@20 SNDRE O2NNBOG LIRff arxasSo
2. If, according to the Board of Electiotise perso2ad NB aA RSy OS istict,he& OF 6 SR Ay

she may vote there baffidavit Ballot or Court Order . Give the person thélotice to Voters
(Appendix § form and answer any questions from the voter.

3. If the person at your polling ate claims tdhavebeen registered in anotheribtrictin Columbia
County buthas mwed into your Istrict, confirmthat this new addresss located in your
District by calling the Board of Elections at &285.If the voter'snew (current) address is in
your Dstrict, the voter may voteat your poll siteby Affidavit Ballot . Proceed with the next step
in this process.

4. If the person decides to vote on affidavit Ballot , provide an Affidavit Ballot Envelope . Ask
the voter to complete both sidesBipatisan Clerical Inspectors must review thevelope for
completeness. Once it has been determined to be complete, provide the vé&epénted
Ballot (or aBlank BMD Ballot , as appropriate)Direct the voter to &rivacy Booth (or to the
BMD, as approprite). Instruct the voter to privatelyand carefully read the directions on the
Ballot, vote theBallot, fold ittwice, and seal it in thaffidavit Envelope .

5. Again, nake sure the votehassigred the affidavit on theaAffidavit Envelope and has filled out
al needed informationg A G K2 dzi A (%X G KI 0 LIS NET&yWpartisahz G S oA f
Clerical Inspectors must enter remaining informatincluding town and districknd must sign
the Envelope beforethe voterleaves the poll site

6. Note theBallot Stub Number on the front of theAffidavit Envelope .
7. Entea the voter's name and address the form Section II: Affidavits/Court Orders .

8. Place the sealedffidavit Envelope in thelarge oversized\ffidavit Ballot Envelope in the
Green Poll Bag containing your supplies for return to the Board.

U Absentee Ballots

Absentee Ballots are held at the Boardf Elections and are handled there

A qualified voter may vote bgbsentee Ballot in a GENERAPRIMARYor SPECIAglection if he
or she ir expects to be

U Absent from the county on Electiora,
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U Confined by iliness or disability; or
U Injail for otrer than afelony conviction.
You may find that some people will delividssentee Ballots directly to your polling site.

U AnyAbsentee Ballots delivered directly to you bgn individual who is not the voteshould
be placed in thdarge oversizediffidavi t Ballot Envelope and returned in theGreen Poll
Bag to the Board ofHections.

U Do not allow a voter to leave his or her owhsentee Ballot at your poll siteunless he or
she votes on th&/oting Machine . (In sut case, collect thébsentee Ballot, write on it
G+20SR 2 ¢¥andinséritintd rdarge oversizediffidavit Ballot Envelope .) Such
voter must either vote on the machine or deliver thbsentee Ballot to the Board of
Elections.

U 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 th&achine if and only itthe voter haseen given #rivacy
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 givartrivacy Sleeve, he or she will have afffidavit Envelope into
which to insert the foldedallot . The voter should fill out the back of tE@velope, and two bipartisan
inspectors should review it and sign it, as per instructions above w@delines for Voting by
Affidavit Bdlot.€

i Challenges

A voter's qualifications can be challenged at the polling site by an Inspa®ofiwatcher, 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 anmspector, you must challenge any voter whom youwrar suspect is not legally entitled to vote
in yourDistrict.

Challenges of Voters

Follow these steps in processing challenges:

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011  p.28



1. Make the challenge before the person votes.

2. Add the challenged voter's name to teheet entitledSection I: Challenges (Appendix 4.

3. Give the challenged voter theéotice to Voters (Appendix § form explaining his or her legal
options.

4. Administer thePrelimin ary Challenge Oath (Appendix 8) to the votelf the voter refuses to
take theOath or answer qustions, he or she may not vote on tMachine. Remind the voter
that false statements are punishable as perjury.

5. Question the voter about his or her qualdigns.

Deciding the Challenge

If the Board of Inspectorss indicateddy a tiedvote, is satisfied with the voter's answers to these
guestions, the challenge is withdrawn and the indi)dl is allowed to vote on théoting Machine in the
normal manner.In fact,even if a majority ruleagainst the voter in the challengge individual can
only be denieda Machine vote if he or she refuses to take th@ualification Oath .

If the Board of Inspectors decidésy majority vota e.g.,3 to 1)that the challenge is
warranted, the indridual is not allowed to vote on thdachine if the voter refuses to take the
Qualification Oath . However, if the voter still claims to be qualified, the Board of Inspectors will
administer theQualification Oath (Appendix8) to be sure that the individual understands the voting
requirements and that he or she knows that, if a false statement is nfalershe will be guilty of
perjury. The challenged votehen is albwed to vote on the/oting Machine .Note that a voter who has
been challenged is NOT required to provide identification to vote.

U PRIMARY ELECTIONSAbout 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 pality's
Book, ask if the voter changed enroliment in Columbia County within the past year. NYS Election Law
(Sections 802 and 5304) is very precise about anges in enrollment (changing from one party to
another, or from norenrolled to enrolled, or from enrolled to neanrolled).

o0 For avoter already registered to vote in Columbia County who CHANGES enroliment:

e That change will not take effect until the Taey following the GENERAL ELECTION
in November.

o For avoter already registered to vote in Columbia County who CHANGES enroliment AFTER
25 days before the November election:

e 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 Iparty enrollment after October 14, 201ihe change in
enrollment willnot take effect until November3, 2012

Note that a voter who is a new registrant in Columbia County who enncdigblitical partywhen first
registering in the countis immediately enrolledh that party.

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

Closing the Polls

At exactly 9pm, th€€o-Chairpersor should announce that the
polls are closing, and the dooskould be locked, if possiblany
person inihe 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 inspectomor the Custodiarshould stand at the end of
the line of people in the polling plaavaiting 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 persoag remain in the polling are&uthorized
individuals include the Inspectoithe CustodianPolwatchersParty Representativg®emocratic and
Republican)candidates and other authorized persons such as media representatives.

As you will see from the following, the first step concerns Emgrgency Ballots that may be in
the Emergency Ballot Box T they must be either scanned or hand talliethe second step concerns the
verification of theSecurity Seals.

Do not proceed with any steps relating to closing the polls
until you have completely read through this section of tidanual .

Canvass Emergency Ballots

0 Pea New York State Election Law§n H 600 600> GSYSNHSyOe ol fft20a
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 aslegton the return
2F Ol yO@l aad¢

o If there are ncEmergency Ballots at your polling site, proceed with the balance of your closing
responsibilities.
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0o NOEmergency Ballots may becanvassed (hand counteldgfore 9pm when the polls close. At
9pm, canvass thEmergency Ballots first.

0 Note: Absentee andAffidavit ballots are NEVER counted at the polling site.

o If Emergency Ballots were used and they cannot be scanned, all fospectors must use the
following stepsn canvassing them:

¢ Inspectors should count the total number Bfnergency Ballots castand place them into
the largeEmergency Ballot s Envelope indicating on theEnvelope the number ofBallots . If
your Election B3trict shares a poll site andvting Machine with another District, the
Emergency Ballots must be sorted into the appropriate Districts.

¢ In each District,wo of the fourinspectors, one from each fitical party, should place the
Ballots face down orthe table.Count the number oBallots and confirm that it matches
the number ofreflected on thelargeEmergency Ballots Envelope .

¢ One by one, amspector should turn over Rallot . Inspectors from both parties should call
out the votes cast. Votes shalbe ecorded by an Inspector onTally Sheet that will be
providedand the total entered onthat Tally Sheet. All four Inspectors should sign their
names to theTally Sheetafter the count has been completed

0 Announce the results of thEmergency Ballot votes.

Objections to Emergency Ballot Counts

o If any qualified voter (e.g., Pollwatch@djects to the counting of any vote on an
Emergency Ballot , the Board of Inspectors must rule upon the objectbeore processing
any moreBallots .

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

the Ballot andon the report entitled Section I: Challenges (Appendix 4)

U Verify that All Security Seals are Intact

o0 All Inspectors shall verify that &@kcurity Seals are intact by inspecting eactealthat is
attached to thevoting Machine and comparing th&ecurity Seal Serial Numbers to the
ones recorded otthe Statement of Canvass.

0 If aSecurity Seal is not intact, thena CoChairperson shall notify the Board of Elections
immediately and wait for further instructions on how to proce&mh not close the polls

o The Board of Electis shall initiate theSecurity Incident Response Procedure , as
necessary.

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011  p.31



o If allSecurity Seals are intact, proceed to close the polls.

0 Results Tapes will automatically be printed by theoting Machine .
0 Immediately post on®esults Tape on the polisite wall.

U Announce Results from the Results Tapes, by Election District

o0 After one copy of th&Results Tape has been posted on the wall,Go-Chairperson or other
designated Inspector shall loudly proclaim, in a distinite/athe resuls of the votes cast.

o That Inspector shall read the name of each candidate, with the designating number and
letter of his or heBallot Position , and the vote recorded for same, including votes cast
for and/or against eacBallot Proposal .

o0 If the Voting Machine serves more than one Election District (ED), the Chairperson must
AYRAOFIGS 6KAOK 95 Qa RNMsTalzt indiatels &aBh ED $dlay 3 NB | R«
Ballot ID Number . TheNumber for each ED is provided onghiront 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 onRhksults Tape that has been affixed
to the poltsite wall

o Party Representativg®emocratic 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 haverally 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 thResults Tape that has been affixed to the wall for
public review.

0 At the bottom of eactrally Sheet are Signature Lines for two Inspectors: the Election
District CaChairpersos, or one CeChairpersorand an Inspector from the opposite
political party.

0 The Party Rejs requiredto obtain the signatures ahe Co-Chairpersos, or one Co
Chairperson andn 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 Districtequired.

U Start Completing the Canvass Statement After Polls Close

0 OneCoChairperson of the ED shall affix dResults Tape to the Statement of Canvass

0 Locate theProtective Counte r Number that is printed on theResults Tape and recordit on the
Statement of Canvass

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011  p.32



a. If aMachine is used by only one Election Distridt,laspectors shall sign eveRgsults
Tape printed for its ED.

b. However, space on theape is limited, as there are only fodignature Lines . If
multiple Election Districts share\@ting 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 Tlage.

U Account for All Ballots

The Clegal Inspectors shall account for Blllots located at the poll sit®n the Statement of Canvass.
Accaunt for the following types oBallots :

Spoiled

Affidavit
Emergency(Unscanned)
Unused(Preprinted)
Unused (BMD)

Used BallbBook Stubs

ook whpE

U Report: Sections I, Il, and lll (Challenges, etc.)

o Upon the closing of polls, the Board of Inspectors nwosifirm thatSections | (Challenges),
Il (Affidavit Ballots/Court Orders ), andlll (Assistance Provided ) have been thoroughly
completed.

o The coveringReport must be completed and signed by all four Inspectdigese sections
and theReport arethen secured in théarge) T OBPAAOT 008 %l AAGET 1T 2A00601 0O
Documentation Envelope to bereturned to the Board of Elections.

U Callin the CanvassResults

o Call your results in to the Board of Elections at-8285(four phone linespr 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 toaurthorizedemail address at the Board of
Elections that will be proviakyou. 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-a6328f 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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A Readreport the numbersonly for your EBromthe6 i OET ¢ - RdsttsTaged O
If there is another ED at your Poll SiteattBoard of Inspectors responsible for
phoning in the results frorts ED.

A If Emergency Ballots were tallied by Inspectors after the close of polls, also read the
results of theEmergency Ballot Tallies .

U Finish Completing the Statement of Canvass After Polls Close

o] TheCoChairpersoswill complete theStatement of Canvass with all Inspectors
observing andrerifying the information being written down
o] Allfour Inspectors must sign thgtatement of Canvass

U0 Document the Chain of Custody

o TheCoChairpersosmustverify that all election results and official documentatiare
accounted for ancre appropriately logged.

0 The bipatisan travellingBallot Catcher§eam is a crucial component of this process.

0 Retrieve theBallot Catchers Envelope from the Green Poll Bag. Inside itare thePoll
Bag and Ballot Bag Chain of Custody Form andInstructions: Ballot Catchers (see
Appendix 10.

o Beginfilingoutthecorm & @2dz | g AG GKS . IFémb eéndthe | § OK S N&
Envelope it came in will be given to the Ballot Catchers.

i Pack the Green Poll Bag

0 Attach theResults Tape and a1y papers used in tallying votés the Statement of Canvass.

0 Place the following itemsintHarge) T OPAAOT 008 %ladi DérénientatichA OO 0T O

Envelope:
0 Statement of Canvass
0 Poll List (and theChallenge List, if any)
0 Reports, Sections I, II, and 11l
0 Vouchers Envelope

o0 Place alin the Green Poll Bag for return to the Board of Elections.

0 Retrieve theSupply Checklist: After Polls Close and complete it, confirming that you have
accomplished each of the items listed.

0 TheCoChairpersos must sign theChecklist whencomplete.

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011 p.34



U Pack the Blue Ballot Bag

o Atall times, ensure thaBlue Ballot Bag is carefully secured and in the hands of bipartisan
Inspectors.

0 Place alUnused Ballot Booklets , still secure in thei8hrink Wrap , inside theBlue Ballot Bag on
top of the ovesizedWrite -In Ballots Envelope , which will have been placed there by the
Primary Inspectoratop the voted/scannedallots that were found inside th®ag when the
Ballot Box was opened

0 Placeaffidavit Ballots, Unscanned Emergency Ballots , Spoiled Ballots, andUnused Ballots
(from Ballot Books that have been openednd theirShrink Wrap removed andUsed Ballot
Stubs in their proper oversizeénvelopes.

o Indicate numbers of thosBallot types as required on th8tatement of Canvass.

o0 Paceall oversizeEnvelopes, above, includingnyoversizedEnvelopes that may beempty,
inside theBlue Ballot Bag on top of theUnused Ballot Booklets .

o Confirm that alBallots of any description (voted/scanned, unused still secure in tBkiink
Wrap, and those that have been placed in oversiZedelopes), as well as any empty oversized
Envelopes, are inside theBlue Ballot Bag. NOTEAIso hclude Ballot Booktubsleft over when
all the ballots in a given book have been used.

0 Lock theBlue Ballot Bag with aFlat Red Security Tag, and report theTag number on the

Statement of Canvass.

U Pack the Clear Security Bag

0 Check to see that the following items are in tiear Security Bag:

Used and Unused Seals and Tags

Voting Machine Key and iButton

Voting Machine Report Tape s (Zero-Report, Results)
Compact Flash (CF) Card

O O O ©o

o Confirm that you no longer need to access the contents oftlear Security Bag.
0 Lock it with &Flat Red Security Tag. Indicate theTag number on theStatement of Canvass.

0 Place theClear Security Bag in the Green Poll Bag. (When the BalleCatchers Team arrives,
they will need to view th&ag on the Clear Security Bag.)
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U 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

o0 Two bipartisarinspectors awaithe arrival of thebipartisan tavellingBallotCatchersTeam
that you have been informed has been assigned to your poll site.

o0 Upon their arrival, check their identiseagainst the identities that have been provided you.

0 Upon confirmation of their identities, show them tiBtue Ballot Bag and theClear Security
Bag so that they can confirm th&ag numbers on each and record them on thell Bag and

Ballot Bag Chain of Custody Form (Appendix 10)

0 After theChain of Custody Form has been completedywo bipartisaninspectors and both
Ballot Catchers then sign tl®rm. The Form shoul be returnedo its Envelope.

0 The inspectors relinquish all thr&ags (the Green Poll Bag, the Clear Security Bag inside the
Green Poll Bag, andthe Blue Ballot Bag), as well as th&nvelope containing thePoll Bag and
Ballot Bag Chain of Custody Form, to the Ballot Catchers.

U Reminder Checklist and Final Notes

Reminder Checklist
Beforepacking up thesreen Poll Bag and theBlue Ballot Bag, be sure you have:

V Phonedin vote counts to the Board of Electioas8283115 (four lines)or, if you have been so
instructed, to alternative numbers provided yaoar, emailed vote counts to an authorized email

FRRNBaa Id GKS . 2FINR 2F 9tSOiA2ya IyR NBOSAOSR

emait or faxed vote counts to 828624and received acknowledgenffei 2 F G KS . 21 NRQ&
of your fax

V Correctly filed out all documentsincludingSections |, Il, and Il and thecoveringReport
concerning them

V Correctly dated all poll records.

V Signedall four inspectorsjhe Statementof Canvass:d . SF2NB £ 2f t & hLISYy

V Signedall four inspectorshhe Statement of Canvass: 6After PollsCloset

V Signed (all four inspectors) athpies of thevoting Machine Tapes (Zero Tape andResults
Tape).

V Secured all notes written throughout the dagncerning Election Day events, situations,
breakdowns, etc.

V Returned alPollwatcher Certificates in the Green Poll Bag.

V  Checked and signed (byCoeChairperson and an Inspector from the opposite political party)
both Supply Checklists: Before Polls Open andAfter Polls Close.
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V  Accurately completed and signed they” & LISFayivaubkBr€d y 2 i (G KS dndiza G2 RA T Yy Q&
enclosed them in th&ouchers Envelope, and enclosed that in thiarge) T OPAAOT 008 %l AAQE
Returns and Documentation Envelope.

V C2tft286SR (GKS . 2 NR 2r@turngABupplies\tiEekar Sef@ityBNgzO G A 2 v &
the US Flag etc) in the Green Poll Bag.

Beforeleaving the polling sitéwo bipartisaninspectors must await the arrival of the duly authorized
Ballot Catcher3eam.Those two bipartisainspectors must sign theoll Bag and Ballot Bag Chain of
Custody Form, which the BallbCatchersTeam will take with them.

U The Custodian is the last person to leave.

The Custodian will close and lock up the poll after you.¢ K S / dziRa2VBukhkr yildkEe
returned along with thevoting Machine after Election Day.
Final Notes

The results that you€oChairperson phones in at the end of the night are VERY impoNént.
inspector can leave the polling site uidur5 A & (i dalAh@sbEea received by the Board of Elections

Pkase be patient, as many otherspectors ag calling in at the same tim&he Board will do its best to
process calls so that yours can be takenere are four main phone lines, andiale accessed via the
.21 NRQa Y Ay -311K.2M6 Savd twoyadditianal lings on Election Day:-3@3 and 828
2951 that you can call on, as wéflyou have access to the interngtou may be able temailyour
results toan authorized addresat the Board of Elections.

Be sure that all supplies and materials from the Board are returned to the Board.
Your custodianvill be the last person out of the polling placecking it up behind him or her.

Thank youagain, for choosing to be an important part of the electoral process in New York
State. Your dedication and sense of community servicénareenselyappreciated, and we wish you
good luck as you sen@olumbia Gunty asa 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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Verify Security Seals

Turn on Machine

Print Zero Reports

Complete Statement of Canvass
Open Polls

Chapter 4: Primary Inspector s

Opening the Polls

Arrive at poll site at 11anfdr aPRIMARY ELECN)@r at 5am
(for aGENERAL ELECT)I@N not begin the following
proceduresuntil there isat least one Primary Inspector from
each of the political partie®ne Democrat and one Republican).

1. Locatethe Clear Security Bag in the Green Poll Bag.
a. With all four Inspectors present, bre&kecurity Seal on Clear Security Bag.
b. Inventory all suppliesSeals, andTags.
2. LocateBallot -Box Door Key andiButton/Security Key.
3. Verify number orMachine -Cover Tag againstTransport Manifest .
a. BreakTag on Machine Cover andremoveCover. Return brokerirag to Clear Security
Bag, and returnBagto Clerical Inspectors. (All us&dgs should be returnedo the
Clear Security Bag. All usedSealsshould be affixed to thbéackof the Statement of
Canvasswith a brief description of why they were removgd
b. Carefully liftMonitor and removeStyrofoam .
c. Carefully stowstyrofoam andMachine Cover for the day.
4, With Clerical Inspectorspafirm Sealand Tag humbers onvoting Machine according to the
Statement of Canvass.
a. IfSealnumbersk NE Ay O2NNBOG 2NJ AT | yedtions at828G+hL 53¢
3115 immediately.
b. Proceed no further withviachine setupandawait instructions from the Board of
Elections.
5. BreakSeal on Ballot -Box Door. Return brokersealto Clerical Inspectors for placement on the
Statement of Canvass
6. RemoveBlue Ballot Bag from Ballot Box andgive itto Clerical Inspectors.
a. With all Inpectors present, breakag on Blue Ballot Bag and confirm, with the Clerical
Inspectors, that you have the correBallots . Clerical Inspectors will recoithg Number
on Statement of Canvass. Do notremoveShrink Wrap from the Ballot Books .
b. Clerical Inspectors witlut Ballot Books in sequential order of theiBallot Numbers , so
that the first preprintedBallot Book to be opened and used will ha@allots 1-50.
Clerical Inspectors then wdkcurely stowBallot Books in the Green Poll Bag until
needed.
c. Primary Inspectawill take the emptyBlue Ballot Bag back to theMachine to continue
with Machine setup.
7. RemoveSupply Box from the Ballot Box and inventory contents:
a. Extension Cord, Duct Tape to secure theCord against the floo (if needed, Ziplock bag
of extra suppliesATI (Audio Tactile Interface) and Cable , headphones, Sip and Puff
Device, andPaddles.
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b. KeepSupply Box in a place that allows you to access it as needed throughout the day.
Do not put it back in th&allot Box.
8. Ask Clericahkpectors to confirm with you tha&allot Box , Emergency Ballot Box, andBlue
Ballot Bag are empty.
a. Allow Pollvatchersthat are present to observe.
9. Assemble 1 OA " Al interr insari@ide wallsko thatBag stands upright.
10. PutBlue Ballot Bag into Ballot Box so it can collecBallots as they are scanned intdachine.

11. Turn onMachine by pressing th&JPS (Uninterruptible Power Supply) button —3
12.  When prompted, inseriButton/Security K ey.

a. Wait for Machine to display aGreen Light before opening the pollSWARNINGDoNOT
pressanybuttons on theLCD Screenuntil you have the&Sreen Light. (Doing so will slow
the loading process.)

b. WhenGreen Light appears, pres€OPEN POElon LCD Screan.

13. PressZER®to print a Zero-Report Tape.

a. Confirm thatzero-Report Tape hasALL ZEROIBS every race.

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

€. Machine will ask if you want to print morBeport Tapes.

d. Print oneReport Tape to post on the walbf the poll site(to show the public that the
Machine was set at zero at the opening of the polls), one to go inlear Security
Bag, and me 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| mspectors from each ED must sign all
copies of eaclReport Tape.

ii. However, spacerthe Tape is imited, as there are only fou8ignature Lines. If
multiple Election Districts sharevating Machine , both Primary Inspectors
must sign theTape. Also, a sufficient number of additional inspectors msigh
in orderto provide bipartisan rpresentation from each E@n the Tape.

14. Obtain a frestBlue Security Seal from the Clerical Inspectors (fro@lear Security Bag) and seal
Ballot Box . RecordSeal number on theStatement of Canvass.

15. TheMachine is now ready to accef®allots .

16. Positioning oPrimary Inspectors

a. OnePrimary Inspectoshould position himor herself near the entrance to help voters
as they arrive with any questions they may halkis Inspector should also assist the
counterpart by retuningPrivacy Sleevesto the) T OB A Arébie @@idnaking sure that
Voting Booths have only the materials necessary for voters to vote.

b. The otherPrimary Inspectoshould position himor herself close enough tine Voting
Machine to aid any voter that mapeed help@ Sy 24 &2 Ot 2&S |a G2
privacy

i. That Primary Inspecteshould allow voters bearingrivacy Sleeves to scan their
Ballots .
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ii. After casting their Ballots, voters will give tRemary Inspectotheir Privacy
Sleeves.
iii. The Primary Inspector will alsvork 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 _
e Answer questions about ballot

and voting process

e Collect Privacy Sleeves & Returt
to Clericals
Assist Voters when requested
Monitor Machine & Poll Site

U The Role of the Primary Inspectors

One of the Primary Inspectors will be stationed at Yuting
Machine. This Inspector is responsible for allowing authorized
voters access to th8canner and also for setting up thBallot
Marking Device for any voter who wishes tase it to mark a
Ballot . (In aPRIMARY ELECT]@$ Inspector will sethe BMD
to reflectthe appropriate partyof any voter who wishes to use ttBallot Marking Device .)

This Inspector must allow only a voter who presenBigacy Sleeve to scan hior herBallot
and must collect theSleeve after the Ballot is scannedThe 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 YR gAff I YyA6SNI G20GSNREQ) [j 0BBAAN 008 4 AR ARA N
Inspector will also make sure that tifell Site andVoting Booths are free of clutter and have the
necesary supplies for voters. They will assist their counterpart and may assist voters wishing to use the
Ballot Marking Device (BMD).

U Assist voters upon request or as necessary

All Inspectors shall provide assistance tteve when help is requested or may ask the voter if they
would like assistance if it appedre or shds having difficulty with the voting proced3o not intrude or
hover, but be alert and avilable to assist, if necessaipspectors may not handle vdteiB4lots for any
reason unless expressly asked by the voter for assistance.

U Monitor Voting M achine

In order for aBallot to be scanned at the poll site, the voter mingtvea Privacy Sleeve. The Primary
Inspector attendinghie Scanner will collectS | O K @rdtySNdeafter the voter castdis or her
Ballot into the scannetnspectors should be aletd a votervoting byAffidavit Ballot to ensure that
0 KA A& sadtishdiEcannedA voter voting byaffidavit Ba llot will not have aPrivacy Sleeve.
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U Monitor Poll Site and Privacy Booths

Primary Inspecta@will monitor the poll site andPrivacy Booths to assist in maintaining order in the poll
site during Election Dajxamples of scenarios or items that shall be monitored include but are not
limited to:

o Electioneerindinside and outside the poll site)

o Campign materials left insidBrivacy Booths

. AbandonedBallots left in Privacy Booths , the Scamer, or the BMD

o Suspicious activity around théoting Machine such as attempting to open doors/compartments
o A voter taking an abnormally long time to ca®alot

U Emergency Ballots

Some problems may arise that require usiirgergency Ballots. Should you find it necessary to use
Emergency Ballots , inform the Board of Electionsyxmediately, so that they may contact technicians
who will be able to fix th&oting Machine .

Emergency Ballots are the exact samBallots asotherwiseused(Preprinted Ballots or BMD-
Generated Ballots ). Theymustbe offered to any voter intte event of avachine breakdown.Followthe
separateprocedures providedor dealing with ébreakdown.

x  For voters who have alreadygned thePoll Book and have theiBallots andPrivacy Sleeves,
explain:

0 The wter will complete theBallot as usual. After handing thi&eeve to the Primary
Inspector, the voter wiltlepositit in the Emergency Ballot Slot (on the front of the
Machine directly under theScanner), whichfeeds it intothe Emergency Ballot Box .

o Ifthe Scanner later gets fixedall Emergency Ballots will be scannedbipartisanlyjnto
the Machine by the Primary hspectors

0 Ifthe Scanner does not get fixedthe votes on alEmergency Ballots will be counted by
all four hspectors athe close of polls

x  For voters on linevho have not yet signed thieoll Book , explainthat the Voting Machine is
temporarily not working:

o If the voter chooses to vote viBmergency Ballot (his or her alternative would be to
come backater and see if théachine has been fixed), then, after completing the
Ballot, the voterwill insertthe Ballot in the speciaEmergency Ballot Slot (onthe front
of the Machine directly under theScanner), whichfeeds it nto the Emergency Ballot
Box.
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0 Ifthe Scanner later gets fixedall Emergency Ballots will be scannedbipartisanlyjnto
the Machine by the Primary hspectors

o Ifthe Scanner does not get fixedthe votes on alEmergency Ballots will be counted by
all four hspectors athe close of polls

If the woter agrees to vote vi&mergency Ballot , have the voter sign theoll Book .
0 Issue the voter @reprinted Ballot anda Privacy Sleeve.

If the Emergency Ballot Box component of theScanner is used, andhe Scanner failure is an
extended one, th&mergency Ballot Box maybecome filled with votedBallots . SuctBallots
may be removed on a periodic basis. They must be depositedhatargeEmergency Ballot
Envelope.

o Inthe event that additionaEnvelopes are needed, contact the Board of Elections and
they will be provided.

0 This removal must be conducted very meticulously and opsmlys to ensure voter
confidence.

If a replacemenscanner is delivered to the poll siteBallots in thefailed- A A E E Enfeyehcy
Ballot Box shall remain secured thereithroughout Election By.No Compact Flash Cardsmay
be removed from the faile§canner and placed in the replacemestanner.

After the last digible voter has voted on the replacemestanner, and before polls are closed,
Emergency Ballots secured in theEmergency Ballot Box of the failed Machine, and those
secured in anyargeEmergency Ballot Envelope/s , can be removed and cast on that
repla@mentScanner by both Primary Inspector s.

o If the Scanner indicates that éBallot contains an overvote, it shall be cast.
o If aBallot is not readable by th&achine (e.g., because it contains ambiguous marks)
shall be returned to the Board of Elect®in thelargeEmergency Ballot Envelope .

If no redacementScanner is availableBallots in the Emergency Ballot Box shall be canvassed
by hand, after the close of polls, accordingristructions provided by the Board of Elections.
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e Canvass Emergency Ballots
e Close Polls
e Print Results Tapes

Closing the Polls e Power Down Scanner

At exactly 9pm, th&€o-Chairpersor should announce that e Press Power Button to Turoff
the polls are closing, and the domskould be locked, if Machine

possible Any person in line at that time, even if he or she is| ® Remove Flash Card

outside the doors, has the right to vot©nly afte the last e Pack up Supplies & Machine

person has voted can the poll closing procedures hegin

An inspectoi(or the Custodianyhould 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 bedaddhe line.

Once the polls have closed, only authorized persoag remain in the polling areéuthorized
individuals include the Inspectoithe CustodianPollwatchersParty Representativg®emocratic and
Republican)candidates and other authorized persons such as media representatives.

As you will see from the following, the first stepncernsany Emergency Ballots that may be in
the Emergency Ballot Box T they must be either scanned or hdmallied The second steponcernghe
verification of theSecurity Seals.

Do not proceed with any steps relating to closing the polls
until you have completely read through this section of tiidanual .

U Close Polls

As soon as the polls of the election are closed, the Inspectors shall secietittteMachine against
voting.All procedures shbbe conducted in a bipartisan manner.

1. AnyBallots thatmay bef 2 OF (i SR Enfergénéy BallotB6xA shald Be removedif the
Scanner is operational, they must be scanned.

2. If the Scanner is not operational and th8allots cannot be scanned

a. If the Machine serves more than one Election District, #3&lots must be segregated
by ED.

b. When each ED has its share of theergency Ballots , the humber ofBallots shall be
counted,that number shall be ®ered on the front of thdargeEmergency Ballots
Envelope, and theEnvelope shall be delivered to the Clerical Inspectors.
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3. Ensure that theEmergency Ballot Slot is closed andbckedto prevent theVoting Machine from
accepting any moraallots .

4. All four Inspectors mustrpceed to assist in tallying the votes on tBmergency Ballots . Do not
proceed to the next step until all votes on tBenergency Ballots have been tallied.

After anyEmergency Ballots have beenallied and the counting and recording process for thBskots
has been completed, all foungpectors shall verify that ablecurity Seals are intact.

o If the Sealsareintact, proceed to close the polls.
¢ If the Sealsarenot intact, the Chairperson shall notify the Board of Elections immediately and
wait for further instructions on how to proceed.

The Primary Inspectotben shall close the polls as follow:
1. InsertSecurity Key/iButton to open theAdministration Menu .
2. Scamer displaysAdministration Menu . Pressth& / [ h { 9 buttdm.[ [ €
3. Scanner displays a system message! NB &2dz OSNI I AYy &2dz gAakK G2 Of
4. Pressthar , 9button.

5. TheMachine will automatically start to printa Results Tape. Results will be reported for each
Election District (listed bygallot ID Number T S| OK 9 f S RallotNI2Nyimb5r AsdisieN A O Q &
on the cover page to this MangaAdditionally, at the bottom of th&ape, resultsfor all EDs
utilizing thatMachine will be reported

U Print Additional Results Tapes
1. Print oneResults Tape for everyStatement of Canvass (every ED) at the poll site.

2. If moreResults Tapes are required than are automatically printeghu havethe option to print

moreTapes0 & & SIYEB®IR3/ IG RS F2f f 2 6 Ay I SchndeSraVohdyot LINS & Sy

like to print more copies of this reportROnceyou decidethat no more copies are redped,
FyaeN®ml W2 GKS 1020S 1jdzSadAzy o
3. The number ofResults Tapes requiredis as follows
A 1 copy as a record for th@lear Security Bag
A 1 copy for thepoll-site wall
A 1 copy for each Election District (EB)ng theVoting Machine . Power Dowrthe Scanner

0o When no more copies of thResults Tape are required andifteri KISOQW o6 dzi G2y Kl & o
pressed, theScanner will display theAdministration Menu .

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011 p.44

f M



0 Pressthedt h2 9w HuttonxcEturn off theScanner. NOTE: Do not remove argfF
(Compact Flash) Cards at this time

U Break Ballot Box Security Seal

o0 Obtainoversizednrite -Ins Envelope from Qerical Inspectors.

0 Break theBallot -Box Security Seal to gain access into theallot Box . NOTE: Be careful
when opening theBallot Box Door to ensure that ndallots drop out of theBallot Box .

0 RemoveBlue Ballot Bag and confirm that ndBallots are outside of theBag.

0 Collectwrite -in Ballots from the area above theJPS(the Uninterruptible Power Supply ),
which isthe receptacle into whichvrite -In Ballots are diverted

A EDs that share slachine shouldsegregate theBallots into their ownEDSs first.

0 Count and record the number @¥rite -In Ballots , indicate that number on th&nvelope/s,
and place theBallots inside theEnvelope/s . PlaceEnvelope/s on top of thevoted/scanned
Ballots in the Ballot Bag.

A If there are nowrite -In Ballots fouy R~ A Y RA O FEfiv8opedandéplace yf onli K S
top of theBallots in the Ballot Bag.

0 Giw the Ballot Bagto the Clerical Inspectors.

A They will place the remainder of thgallots in the Ballot Bag and will closét and
secure itwith a Flat Red Security Tag.

U Turn off UPS

0 Turn off theUninterruptible Power Supply (UPS) to fully power down theScanner. —3

0 TheVoting Machine must be completely turned off to avoid destroying the files contained
on the Compact Flash Card. To confirmthat the Machine is completely off, check theed
LEDson the frontleft-hand sideof the Scanner to make sure the.ights have gone offlf
they have not gone off, depress thi#Sagain.

i Remove the Compact Flash Card

0 Afterthe Red LEDLights have gone off, ieak theSecurity Tag for CF Card Slot #1(labeled
Pollworker ).

0 Remove theCF Cardfrom CF Card Slot #1by pushing theEject Button and pulling theCard
straight out.
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0 Placethe CF Cardin the Clear Security Bag.

0 Immediately clos¢he Door to CF Card Slot #1and reseal theCompartment using aGreen
Tag provided in theClear Security Bag.

0 Record this information othe Statement of Canvass.

U Pack Up the Voting System

o Ensure thateach ofthe AAEET A & Ebx Cofpattniets (Emergency, Write -Ins, and
Main Ballot Box ) isempty ofBallots .

0 UnplugMachine . ReturnExtension Cord andATI to Supply Box. ReturnPrivacy Screens
(2), Supply Box, andPrivacy Booths (upright) inb Ballot Box .

0 Pace aSecurity Seal on theBallot Box and record theSerial Number on the Statement of
Canvass

0 Locate the storedtyrofoam and theMachine Cover. Replacehe Foams.
0 Lower theMonitor andreplace theCover.

0 Securethe Cover with aRed Cale Tie and note theNumber on the Transport Manifest .

U Reminder Checklist and Final Notes

Reminder Checklist

Beforepacking up the&sreen Poll Bag and theBlue Ballot Bag, be sure you have:

\Y,

<< <L <

<

Phonedin vote counts to the Board ofdgitionsat 8283115(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.

Correctly filed out all documentsincludingSections |, Il, and il and thecoveringReport
concerning them

Correctly dated all poll records.

Signedall four inspectorshhe Statement of Canvass: . ST2NBE £ 2f f & hLISy
Signedall fourinspectorsthe Statement of Canvass: 6After PollsCloset

Signed (all four inspectors) athpies of thevoting Machine Tapes (Zero Tape andResults

Tape).

Secured all notes written throughout the day concerning Election Day events, situations,
breakdowrs, etc.

Returned alPollwatcher 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 andAfter Polls Close.

V Accurately completed and sigdehe Pay Vouchers and enclosed them in théouchers
Envelope, and enclosed that in thrge) T OPAAOT 006 %ladd DéxrEmentatianA OO 0T O
Envelope.

V Follws SR GKS . 2FNR 27F 9ret8rnhgALBypalies (theyfedr $ddminpdbady 2 V &
the US Flag etc) in the Green Poll Bag.

Beforeleaving the polling sitawo Inspectors one from each partynust await the arrival of the duly
authorizedBalla CatchersTeam.Thoselnspectors must sign thieoll Bag and Ballot Bag Chain of
Custody Form, whichthe Ballot Catcher§eamwill take with them

U The Custodian is the last person to leave.

The Custodiamill close and lock up the poll site after ydthe Cu 2 R AViough@ dnustbe returned
to the Board of Elections along witheWoting Machine .

Final Notes

The results that youEoChairperson phones in at the end of the night are VERY impoNént.
inspector can leave the polling site until ydurh & (i dalkh@sibea received by the Board of Elections
and until the Ballot Cahers have arrived, completed tt@hain of Custody Form, and departed with the
Ballot andPoll Bags.

Pkase be patient, as many othérspectors ag calling in at the same tim&he Board will do its best to
process calls so that yours can be takEnereare fourmainphone lines, and all are accessed via the
. 2F NRQa Y Ay-311K.Wyako villhaydalteativejnes on Election Dapat we will
instruct certain Election Districts tmll on Additionally and optionally, we are allowing yawnofficial
results to be emailed to the Board of Elections at an authorized email addrassbe faxed to 828
2624,but we require inspectors to stay at the Poll Site until they have received confirmation of the
.21 NRQa NBOSALIW 2F UGUKSANI NBadzZf Gao

Be sue that all supplies and materials from the Board are returned to the Board.
YourCustodianwill 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 servicénareenselyappreciated, and we wish you
good luck as you sen@olumbia Gunty asa Certified Election Insptr. 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 ElectioDay,the Clerical Tearwill receive aGreen
Poll Bag. ThisBag containsall the supplies you will need for beginning
your Election Day (which also will be listed dduaply Checklist). The
supplies will include (and are not limited to):

Note: SeéAppendix 14or further visual instructions on opgng 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

0 Ballot Envelopes: Emergency, Affidavit, Spoiled, Write -In, and Unused

0 Other %l OAT T PAOY 61 OAEAOO AiRéturns prid Ddinkrietiod 06 %l AAOET
0 Marking Pens and other ballot supplies

Notes:

e TheClear Security Bag contains ond.anyard with an
attachediButton/Security Key and aBallot Box Key. The
iButton/Security Key will be required for the operation of
the Voting Machine.

e There will be terBlue Security Seals, oneRed Cable Tie,
and threeRed Security Tags for replacement of those
broken orused during the course of the day
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Opening the Polls

TheVoting Machine will be at your polling site, ready for Election
Day!

To remove theCover, cut theRed Cable Tieon the bottomStrap
(as seen in the picture). Compare the number of dable Tie with
the number on theTransport Manifest (located on the top of the
Cover).

Remove theCover, fold gently, and setside.

Remove the reaFoam. Set aside and reuse it at the close of polls.
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Remove the fronFoam. Set aside and reuse at the close of polls.

Lift up theMonitor ; position it so that it will be viewed from the rear
of the Machine. In posiioning theMonitor , please use care to work
with the Arm as much as possible, rather than forcing thenitor
Screen itself.

TheMonitor will be stiff. Be careful not to pull or twist théonitor
Cables.

Remove theBlue Security Seal from the Ballot Bo x Door. Give the
seal to the Clerical Inspectors to put on the back ofSkeement of
Canvass

Use youmBallot Box Key (found in theClear Security Bag) to unlock
the Ballot Box Door .

Remove ALL items from tliBallot Box (see Election Day Supplies).
Keep them secure and within your view.

If you find that theBlue Ballot Bag is in theMachine, deliver it to the
Clerical Inspectors so they can inventory it.

If you findVoter Privacy Booths , hand them to theQustodians to
finish setting up theoll Ste.
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RemoveExtension Cord from Supply Box and use it to plugMachine into a working outlet.Note: If
there is not a 3prong 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 thedt

Turn on theMachine by pressing the P o 2 KSYy LINPYLIWISR oeBedody f KSI NJ
Key (iButton) onto the Security Key Plate and hold until theAdministrati on Screen & | @ & G Y S @
Accepted. Validating Electioh B SR&rdo&/eButton and continue with setupDonot pressany
buttons on theLCDScreen (seeThe Voting Machinguntil the light on the side of th#lachine goes
green (seéStatus Indicator Lighgs While waiting for the files to load artle light to turn green, allow
watchers that are present and ask Clerical inspectors to confirm thasdhe Box, Emergency Ballot
Box, andBlue Ballot Bag are empy. Assemble the sides of titue Ballot Bag (located at the bottom
of the Bag) and put theassembledlue Ballot Bag into the Ballot Box so that it can collecBallots as
they are scanned intthe Machine. Close and lodke Ballot Box. ReturnBallot Box Key to Qerical
Inspectors (keep théButton ) and obtaintwo blue Seals from the Qericallnspectos. Seal th@allot Box
and theEmergency Ballot Box.

Wait for theMachine to display a green light before openitfte polls. When you get the green light,
pressoOpen Poll on theLCDScreen. TheScreen will ask if you would like a Status or a Zero Repor
PressiZerc to print aZero Report. Confirm that the tape has Akeroes on every race. If there are any
numbers other thareero, notify the BoE immediately and sttipe procedure.

The machine will ask if you want to print moReports (Tapes). PresdYes to print more Tapes. You

will need to print oneTape to post on the wall (to show the public that tiachine was set at zero at

the opening of the polls), one for th@ear Security Bag, and one for the Clerical Inspectors in EACH

Election Distrit Eachinspector from each ED must sign his or her copy offtipe where indicated.

After printing all theTapes that are neededpressoNoé andtheda ONB Sy g At £ &I & |, ®{d2 & INBY
now ready for youfirst voter.

Please note that one Primary pector should be stationed at theachine to collectPrivacy Seeves
and help any voters they askand the other Primary Inspector should be stationed atltifermation
Table to be proactive in giving instructions to voters on howptoperlyvote theBallot and informing
voters if there are propositions on the back of tBallot .
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Changing the Thermal Printer Tape

Ensure there is an adequate amount of paper on the paperRejplacement rolls can be found in the
supply boxFollow the steps belowo change the paper roll, if needed.

1. Open the printer door and press the blue release lever in the lower right corner (tmheas viewed
from a standing position facing the ICP). See Figure 1 below.

2. Remove the black platen and old paper radiplBce with new paper roll and reinseaaten with gear
towards the left. If inserted properly it will lightly click into place. See Figared12 below.

3. If the paper was changed due to a printer error message, then pi€ss allow printer torecover.
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 tBallot Box on ElectionDay morning and should returned at
the conclusion of the voting day.

1. ADA Voting Supplies: Iltems necessary for a voter with disabilities.

e TheATI, Cable, andHeadphones, which typically are used
by a voter with a visual disability.

e Sip and Puff Device, Cables, andTubes, which typically are
used by a voter with paraplegia.

e Paddles, which are typically used by a voter who would
have difficulty using thaTI.
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2. Extension Cord andDuct Tape: Use to connect to an electrical outlet. Tape therd down to prevent
tripping.

3. Privacy Screens:
Privacy Screen for around theScanner.

Place over the top of thecanner unit and tuck the tabs
underneath.

Privacy Screen for around theMonitor .

Slide thePrivacy Screen over the top of theMonitor and affix the
Velcro tabs.

4. (not pictured)Voter Privacy Booths (three to six depending on number of E}4and these to the
Custodian to finish setting up the poll site per his/her instructions.

5. (not pictured and may not be iRallot Box ) Blue Ballot Bag with Ballots inside:Giwe theBallots to
the Clerical Inspector Team. (The opelgk Ballot Bag will be placed back into thBallot Box .) Prior
to opening the polls, all election workers and dojiwatchers present must examine tleag to confirm
that it is empty.

6. Unfold the threesidedSand -Alone Privacy Screen and place it around th&canner side of the
Machine.
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The Voting Machine

ACP; commonly
called "Scanner”

(Admjnistrator Screen)

(Mot Shown)
Emergency Ballat
Auxillary Bin

Monitor

BMD: Ballot
Marking Device

HP Printer (under

ATl Port metal covering)

Status Indicator Lights

Blank Paper Insertion area

(Silver in calor) Locking Ballat Box Door

Zoom (Yellow) and

Contrast (Green) Controls Ballot Box

(inside)

Security Key Pad
LCD Touchscreen

Ballot Insertion Slot Return Button

Cast Button

Compact Flash Ports
Administrator (Left)

LCDIndicator ights PallWorker (Right)
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Status Indicator Lights

Status Indicator Lights

Note that there arestatus Lights on the left side of theBallot Box . TheseLights give a visual idication
of the status of thevoting Machine . The different conditions are:

Solid Red

Unit is starting up or is not operational.

Flashing Green

Unit is ready for use by the neBMD voter.

Alternating Green

BMD voter is navigating/marking hisér Ballot .

and Amber
Flashing Amber BMD @ 2 (i 8ahuRis being printed.
Solid Amber BMD voter has inserted his/heBallot and is reviewing it.

Alternating Amber
and Red

Unit has an error and is not functioning.

Alternating Red,
Amber and Green

BMD voter haspressd the WHelgbutton andis receiving
instructions on the unit.

Note: The Inspectors will have to monitor this duringfamlio
Session.
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ATI (Audio Tactile Interface)

speed adpstment

vohome adpistmert
next candidate
buttoms
next amatest buttons
select button | Haad ot
zadphone

‘ help bthrm |

Sip & Puff and paddle
rttem pont

If you have a voter requiring special assistance and/or would like to us&Tihfeinctionality on the
BMD, follow the instructions below.

e Position the voter comfortably while ensuring voter privacy. As a Poll Worker, you should remain at
a distance but available to offer assistance.

o PositiontheATIA Yy G KS @2 S NI afHySR 8RS GRIASE Ktk o R
RSEAOSNIUS oO0dzit2y LINBaasSaT LX SIFaS YIS adzaNB
e  Assist with positioningieadphones, if necessary, and ensure thlelume has been turned up on
the Headphones.
e Advise the voter that his/her session will begin momentarily.
e Insert aBlank BMD Ballot into the silverSlot at the rear of theMachine.
e  Press youiButton/Security Key to the Metal Keypad on the Scanner.
e {StSOUG a! dzRA2 { SaaAirnganthesyiden. T2t f 2¢ | y& AyaidNHzOGA
e  TheAudio Session will begin.

e When theBallot printing completes, ask the voter if he/she would like assistance puttingakiet
into the Scanner. If the voter requests help, instruct him/her to put tiBallot into the Privacy
Sleeve, and with the aid of the other Primary Inspector, insert talot , without looking, into the
Scanner. If the voter does not want assistance, instruct him/her to put Baéot into the Privacy
Sleeve and insert theBallot (not the Sleeve) into the Scanner.
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If you have any problems or need assistance, contact the BOE immediately-2t B28

Sip and Puff Instructions

If you have a voter needing to use tBg and Puff Device and you need additional instructions, contact
the BOE.

TheSip and Puff Deviceallowd | @2 GSNJ 6 K2 R2Sa y2i KI@S dzasS 2F | N
a LJdzT T A guaweDeveg/ Pliig theSip and Puff Device into a separateéPort on the ATI. Then position

it in a comfortable manner for the voter. Initiate the voting session inddi®e manner as for thaTl

voter (see previous page).

1. Remove thairVoter Switchbox and theBlack Connector Cable from the Black Storage Case

2. Plug one end of thBlack Connector Cable into the AirVoter Switchbox and the other end into the
Left Port (underthe9 AT 1 1T x O#1 1 O)obtlleddl. ! 00T x O

3. Plug and turn securely to secure one end of AeTube into the AirVoter Switchbox .
4. Open the package containing tBenitary Mouthpiece andPlastic Gloves.
5. Sip on Gloves.

6. Remove theSanitary Mouthpiece from the bag. Plug the other end of thér Tube into the Sanitary
Mouthpiece . Slide the halves together and gently twist they Nut.

> “
7. Connect theSanitary Mouthpiece to the Snap Fit Fastener on the Padded Headset. TheHeadset is
ready for use.
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8. Direct the voter to a chair in front of theonitor .

PP 9AGKSNI 0KS @20 SNDa SRavRlffidadsefoved thié eard alzd Beliirdl te R

neck of the voter, and place théeadphones onthe voter.

Introduce the following points to the voter:

w ¢KS aaAaLk | OGAz2y Sldafta YFE{Ay3 I &aStSOGAz2yY

Candidate oScreen.
w TheBMD gives audio and visual instructions on how to useAfe

Ensure thathe voter is seated in a chair in front of tiMonitor and the voter or his/her companion has
the ATI, Headset, andSip and Puff.

PlaceBallot in Printer and continue as you would with adydio Session.

Paddles Instructions

Make sure that the connecti@nare present:

w Audio Headphones are connected to th®ight Port on the ATI.
w Paddle Buttons are connected to theeft Port on the ATI.

Explain that:
A Pressing theeft/Round/Red Button equals making a selection

A Pressing th&ight/Square/Blue Butto n equals moving to the next candidate or screen

Direct the voter to a chair in front of thdonitor and placethedATIA Y G KS @2 0 SNRa NBI

Headset, and place théaddle Buttons within reach of the voter.
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Explain to the voter that th&MD givesAudio andVisual Instructions on how to use the\Tl, the Sip
and Puff, and thePaddle Button devices.

ThePaddle Buttons F NB 2 LJISN} 6 SR o6& &AYLX & LINBaaiAy3d GKSYod ¢KS

GwLDI ¢¢é¢ F2NJ SIAaS 2F LRaAAGAZ2YAYy3I GKSY FT2N GKS @248

1. 5SLISYRAY3 2y (KS @20SNDa NI y3IS 27F Yeutons Dlcel YR K2 ¢
on thelLeft andRight NB a LISOG A @St & ¢ A (Fdt dage ofiukeS plageridieS dnia BardNB | OK &
surface.

2. Use theElectrical Cable to connect theSwitch Enclosure to the Switch Input of the ATl Handset.

3. PlaceBlank BMD Ballot in BMD and continue as you would with alydio Session.

Election Reporting Instructions

As soon as the polls of the election are closed, the Inspectors shall secietittieMachine against
voting. All procedures shall be conducted in a bipartisan manner.

AnyBallots f 2 OF G SR Enfergénéy BallotiBxA shal) Be removed. If thecanner is
operational, they must be scanned.

e If the Scanner is not operational and th8allot s cannot be scanned:
o If the Machine serves more than one Election District, tBallots must be segregated by ED.

0 When each ED has its share of theergency Ballots , the number ofBallots shall be
counted, that number shall be entered on the front oéttargeEmergency Ballots
Envelope, and theEnvelope shall be delivered to the Clerical Inspectors.

e Ensure that theEmergency Ballot Slot is closed, locked and sealed witlsecurity Seal. This will
prevent theVoting Machine from accepting any morBallot s.

e Proceed to assist in tallying the votes on #reergency Ballots . Do not proceed to the next step
until all votes on th€Emergency Ballots have been tallied.

After anyEmergency Ballots have been tallied and the counting and recording process for tBafiets

has been completed, all foungpectors shall verify that adlecurity 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 orhow to proceed.

The Primary Inspector Teattmen shall close the polls as follow:
e InsertSecurity Key/iButton to open theAdministration Menu .
e Scanner displaysAdministration Menu . Pressth& / [ h { 9 buttdm.[ [ €

e ScannerRA & LX I 8a | AAayduSeNainyd dvidh talc®e thé podl?
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e Presstha , 9bltton.TheMachine will automatically start to print &esults Tape. Results will
be reported for each Election District (listed by Ballot ID#). Additionally, at the bottom of the
Tape, results for alEDs utilizing thatachine will be reported

U Print Additional Results Tapes

e Print oneResults Tape for everyStatement of Canvass (every ED) at the poll site.

e |If moreResults Tapes are required than are automatically printeglhu havethe option to print

moreTapes0 & & SEYB®UIRa/ GRS F2f f 2 6 Ay I SchndebraVdhdzyol LINS & Sy

like to print more copies of this report2Onceyou decidethat no more copies are required,
FyaaN®DI 2 GGKS 02@S ljdSatArzy o

e The number ofResults Tapes requiredis as follows

o 1 copy as a record for th@lear Security Bag

o 1 copy for thepoll-site wall

o 1 copy for each Election District (EB)ng theVoting Machine . For example, for a
Voting Machine handling 3 EDs, printResults Tapes:

A First copy as a recordifthe Clear Security Bag

Second copy for thpoll-site wall

Third copy for ED 1

Fourth copy for ED 2

Fifth copy for ED 3

> > > > >

U Power Down the Scanner

0o When no more copies of thResults Tape are required andifter i KISOQW 6 dzii (G 2 v
pressed, thescanner will display theAdministration Menu .

0 Pressthedt h2 9w HuttonxcEturn off theScanner. NOTE: Do not remove aF
(Compact Flash) Cards at this time

U Break Ballot Box Security Seal

0 ObtainlargeWwrite -Ins Envelope from Qerical Inspectors. Break thgallot -Box Security
Sealto gain access into theallot Box . NOTE: Be careful when opening alot Box Door
to ensure that ndallots drop out of theBallot Box .

0 RemoveBlue Ballot Bag and confirm that nBallots are outside of theBag. Collectwrite -in
Ballots from the area above the&JPS(the receptacle into whickvrite -In Ballots are
diverted). Count and record the number @frite -In Ballots , indicate that number on the
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Envelope, and place theallots inside theEnvelope. Place thig€nvelope on top ofthe
Ballots in the Ballot Bag.

0 Giw the Ballot Bagto the Clerical Inspector§hey will place the remainder of ttgallots in
the Ballot Bag. TheBallot Bag will then be closednd secured with the provideled Flat
Security Tag.

U Turn off UPS

0 Turn offthe Uninterruptible Power Supply (UPS) to fully power down theScanner. -—3

0 TheVoting Machine must be completely turned off to avoid destroying the files contained
on the Compact Flash Card. To confirmthat the Machine is completely off, check theed
LEDson the frontleft-hand sideof the Scanner to make sure the.ights have gone offlf
they have not gone off, depress th#Sagain.

U Remove the Compact Flash Card
Alsosegt ! 62dzi wSY2 @A Ydowii KS / C /I NRZ¢
0 Break theSecurity Tag for CF Card Slot #1(labeled Pollworker ).

0 Remove theCF Cardfrom CF Card Slot #1by pushing theEject Button and pulling theCard
straight out.

0 Placethe CF Cardin the Clear Security Bag.

o0 Immediately clos¢he Door to CF Card Slot #1and reseal theCompartment using aGreen
Tag provided in theClear Security Bag.

U Attach Security Tags and Seal

0 Blue Ballot Bag, Clear Security Bag, and CF Card Slot
0 Record this information on thétatement of Canvass.

U Place Security Sealon Ballot Box

0 Ensurethateachofthe AAEET A8 O “ompaitnieds (Eindg@gerity, Write -Ins, and
Main Ballot Box ) isempty ofBallots .

0 Place aSecurity Seal on theBallot Box and record theSerial Number on the Statement of
Canvass
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U Pack Up the Voting System

0 UnplugMachine . ReturnExtension Cord andATI to Supply Box. ReturnPrivacy Screens
(2), Supply Box, andPrivacy Booths (upright) intoBallot Box . Locate the storedbtyrofoam
and theMachine Cover. Replaceghe Foams.

0 Lower theMonitor . Take care to manipulate thdonitor Arm rather than theMonitor
itself.

0 Replace theCover.

0 Securehe Cover with aRed Cable Tieand note theNumber on the Transport Manifest .

0 About Removing the CFCard

Confirm the LED light on the front of the scanner is off before proceeding. If the LED is still on, depress
the UPS buttoragain, check LED and repeat until LED is turned off.

Remove theTagfromthe®0i 11 771 OEAOS #1 i PAAO &i AOE
the Scanner (located on the rightand side). You will need to cut or
twist off the Green Tag.

Unlock theDoor by gently pressinthe Tab (as seen in the picture).

Gently open theDoor .
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Press theEject Button . (TheButton depresses straight back.)

Note: Do not use a pen or other device to depres&ji Button .

Gently slide out th&€ompact Flash Card.

ThisCF Cad will be given to the clerical inspectors who will place it in
the Clear Security Bag. Close theDoor and reseal using Blue Security
Seal.

Note: TheAdministrator CF Card will remain in theMachine, sealed, as a separate and sequestered
backup copyof the election information. DO NOTHING M/THIS SECOND CARD; LEAVEUAQYE IN
THE VOTING MACHINE.

Remove on&Red Tagpicturedhere(it is red, not whitefrom the Clear
Security Bag.

Lock theClear Security Bag with the Red Tagand place itn the Green Poll Bag.
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&\

Seal theBlue Ballot Bag using the otheRed Tag.

Security Tags and Seals

In the Clear Security Bag you will find extraSecurity Seals:
e Blue Seals: May be removed foMachine usage.
You will also find extr&ecurity Tags:

e RedTwo-Pronged Flat Tags: To be used to seal tiglue Ballot Bag and theClear Security Bag
at end of the evening.

¢ Red Cable Tie (Tag) with Serial Number : Will be used at end of night to seal tBaaps on the
Cover of the Voting Machine .

NOTERed Sealsshoud never be removed.

All used and unuse8lealsand Tags must be returned to the Board of Elections.
o Affix usedSealsto the back of theStatement of Canvass.
e Place usedagsin the Clear Security Bag.

Record alBealand Tag changes on th&tatement of Canvass.

Voting Machine Error Messages

1) The Machine is Beeping

a. Have you removed dafoam pieces?
Is theMachine plugged in to a working outlet?

c. Is theScanner asking for theButton/Security Key ?If so, place th&ey against the metal
Keypad until the & ! O35 LJinte$sdge appears.

d. If you have completed all these steps and the beeping persists, contact the BOE for additional
assistance.

HO G¢CKSNYEE t NRAY(ISNCONNMPSMEN Ad RAALIFE@SR 2y avlff
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a. Locate theThermal Printer Door on the upper right portn of theScanner.

b. Open theFlap to expose thePrinter Paper.

c. A smallRoller (called thePlaten) may have become partially dislodged. If so, push back into
place. Close and reseal the area. Press OKPrIiter 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 pullingaper too hard or sharply.

3) The Large Monitor is off

a. Look at the bottom righthand corner of theMonitor . Is there &lue Light or Yellow Light
present?If so,Monitor is working properlyYellow indicatesMachine is in powersave mode).

b. If noLight is present, look to the back of théonitor on the lefthand side and press tH®NQ
button.

c. If Monitor does not turn on, and naight is pregnt, ensure that alCables are seated properly.

d. If you continue to have problems, contact the BOE for additional assistance.

If at any time theScanner becomes inoperable, contact the BOE immediatélyu may receive
instructions to use th&mergency 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 &3 BER

Additional Tips

1. Most voters will use th&oting Machine to cast their vote using Breprinted Ballot . The voter will
make his/her selection using a Be&ppliedMarking Pen . Once the voter has completed his/her
Ballot , the voter will feed it into the Scanner. Theachine will scan theBallot and autanatically
cast and deposit it into thallot Box UNLESS one of these messages appears:

a. d_Y 0o A 3dz2 dza  FhisMdessagsSiddisplaya@d when a voter marks a box, but does not
completely fill it in. The voter should review tBallot and make correction®r ask an inspector
to spoil theBallot if corrections are unable to be made.

b. h @SNIP2 (i SR THistmbesaageis displdyarl Wien the voter has marked more selections
than the contest allows. In this case, tBellot should be spoiled and the votessued a new
Ballot . Each voter may spoil up to tv&allots . No more than thre@allots will be issued to a
voter.

c. a_f I v . I ThisZnéssageSd\ddaldd when the voter has not made any selections.
Please Note: Every voter has the right to choassubmit a blaniBallot . 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 th8canner to cast their votes AT THE SAME TIME thaBwe (Ballot -Marking
Device) is being used.

3. For a voter with a disability, if an audio reviewdguestedafter the Ballot has been printed, you
must press youiButton/Security Key to the Metal Key Pad BEFORE inserting tBallot into the
Scanner. At theAdministration Menu = & StISGiR 46 wS@ASg¢ YR F2ftt26 (K
Screen. You may THEN insert tBallot . The voter will receive instructions to cast his/her vote using
the ATI, the Sip and Puff Device, etc.

4. YourZero Tape andResults Tape, at the opening and closing dfi¢ polls, will contain information
NBIFNRAY3I SIFEOK LI NIGeé FyR OFYRARFGST yR GKS ydzye

instructions in this document.

If you cannot resolve an issue using the information contained within this document, comaBOE
immediately at 828115 for additional instruction.

Placement of Security Seals

U CF (Compact Flash) Door Security Seals

e Prior to the opening of the poll, verify and recasehl numbers.

e If the Seal numbers you were provided and ttgeal numbersyou see do not match drave
been compromised, contact the BoE immediately.

e At the close of polls, verify th@al numbers. If correct, remove th&eal for #1A (PolWorker)
and remove theCF Cardand place it in thelear Security Bag.

e Close theCF CardDoor #1 andapply and recordhe new Seal number on theStatement of
Canvass

e DO NOT REMOVE ttsal on the ADMINISTRATOR card door #1B.
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U Ballot Box Shield Gap

e Prior to the opening of the poll, verify and record the&al numbers.

e If the Seal numbers you were provided and tlgeal numbers you see do not match bave
been compromised, contact the BoE immediately.

e If the numbers do match and th&eal has not been compromise@®O NOT REMOVIEHIS SEAL
CLEAVE IT INTACT

e At the close of polls, verifgnd record theseal number to protect the system durintgansport
back to the BoE.

U OS (Optical Scanner) BMD Access Door Security Seal

e Prior to the opening of the poll, verify and recasehl number.

e If the Seal number you were provided and thgeal number you see desnot match or hadbeen
compromised, contact thBoEimmediately.

e If the numbers do match and th&eal has not been compromise@®O NOT REMOVIEHIS SEAL
C LEAVE IT INTACT.

e At the close of polls, verify and record tBeal number to protec the system duringransport
back to theBoE
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U BMD Printer CF Card Security Seal

e Prior to the opening of the poll, verify and recaehl number.

e |f the Seal number you were provided and th&eal number you see desnot match or haveen
compromised, cotact the BoEimmediately.

e If the numbers do match and th&eal has not been compromise@®O NOT REMOVIEHIS SEAL
C LEAVE IT INTACT.

e At the close of polls, verify and record tBeal number, to protect the system duringansport
back to theBoE

U Thermal Printer Security Seal

ThisBlue Seal (Not a Red Seal as indicated in phat@y need to be broken if th€hermal Printer Tape
runs out or becomes dislodged during the course of Election Day.
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U Ballot Box Security Seal

ThisBlue Seal (Not a Red Seal asdicated in photoWwill need to be changed during the course
of Election Day. Place all spoilgshls on the back of theStatement of Canvass. Write the new
Seal number on theStatement of Canvass.

If the numbers DO NOT match, open selot Box and lookfor a Seal Verification Document
with the correct numbers.

If the numbers do match, remowvée seal and affix it to th&tatement of Canvass.

Openthe Ballot Box Door to verify/demonstrate that theBallot Box is empty.

If not, emptythe contents of theBallot Box. Once verified, close and lottle Ballot Box Door .
Apply and recordhe new Seal and number to protecthe system during voting.

i Emergency Ballot Box Security Seal

e Prior to the opening of the poll, verify/demonstrate that tEeergency Ballot Box isempty.
Once verified, close and lotke Emergency Ballot Box Door .
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o Apply and recordlue Seal (NOT &Red Sealas indicated in the photcgnd number to protect
the system during voting

e If use of theEmergency Ballot Box is required, verifithe Seal numberandunlock and open té
Emergency Ballot Box Door.

e If the Emergency Ballot Box fills to capacity during the day, opérnto remove theBallots per
BoEprocedure. Place thBallots in the Emergency Ballot Envelope andclose and lock the door

¢ At the close of polls, verify and record tBeal number if theEmergency Ballot Box wasnot
used.

e If the Emergency Ballot Box was used, at the close of polls, opieito remove theBallots per
BoEprocedure. Place thBallots in the Emergency Ballot Envelope andclose and lock the door.

e Apply and recordhe newBlue Seal and number to protect the system during transport back to
the BoE.
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Appendices
Appendix 1: Affidavit Ballot Envelope (Front)

INSTRUCTIONS: YOU MUST COMPLETE BOTH SIDES. PLEASE USE BLUE OR BLACK INK.

PRIMARY ELECTION AFFIDAVIT OATH

PART A: FOR ALL VOTERS:

* My name is

FRINT RAWE HERE
* | reside at

This Section for
Board of Elections
Use Only:

Research Indicates:
[J Not Registered
[ Regi d Too Late

PLEASE PRINT STREET ADDRESS

* Party Enrollment DateofBirth____ /_ /

n the appropriate blanks:

[ Wrong ED
[ Wrong Poll Site
[ Address Change

0 1am enrolled in the

[ 1was required to present identification when | voted today, but did not do so.

PART C: FOR ALL VOTERS: You must complete this oath:
| understand that any false statement made in this affidavit is perjury and is punishable according to law.

Date Voter Signature X

Sworn to before me this day of 20

Inspector Signature X

Inspect Signaturex

PART B: FOR ALL VOTERS: Check each box that applies and fil O] Voter ID #
[ Ihave been informed by the inspectors that my registration record is not available to them; however, | have duly [ Inactive
registered to vote in this election district from the address given, and | remain a duly qualified voter in this district. [ Enroliment Match
[ Purged
[0 I'have moved within Columbia County since my last registration, and my previous address was: O Mmisc.
Party, but the poll book does not reflect my correct enroliment. Remarks:

COUNT: [JYes [JNo
Researcher Initials:

Commissioners” Ruling
COUNT: [JYes [JNo
Commissioners” Initials:

COLUMBIA COUNTY  TowN ED#

YOU MUST COMPLETE BOTH SIDES

Affidavit Ballot Envelope (Back)

AFFIDAVIT BALLOT ENVELOPE |

INSTRUCTIONS: YOU MUST COMPLETE THE REVERSE SIDE OF THIS ENVELOPE BEFORE PROCEEDING. PLEASE PRINT IN BLUE OR BLACK INK. /

GREEN PARTY
OTHER [write in)

in one of these parties.

]

]

O

[J INDEPENDENCE PARTY
]

]

]

100 NOTWISH TO ENROLL IN A PARTY

1 Are you a U.S. citizen? Will you be 18 years old on or befare election day? For Board Use Only
W 4 N0, If you answered NO, do not completa this form,
OYes [INO o not complete this form OYes [ONo  unless youwil be 18 by the end of the year
3 Last Name First Name Middle Initial Suffix
4 Address Where You Live (do not give PO address) Apt. No. CityTown/Village Zip Code County
5 Address Where You Get Your Mail (if different from above) PO Box, Etc. Post Office Zip Code
Date of Birth Sex [circle) Home telephone or cell no. {optional) ID Number - Check the applicable box and provide your number
b M F [0 NewYork DMV number ___
Last year you voted Your address was (give house number, street, and city) g ¥ you do not have a New York DMV number, please pravide
]U [ Last four (4] digits of your
In county/state Under the name (if different from your name now) Social Security number __ __ __ __
[ Idonothave a New York DMV number or Social Security number.
Choose a Party - Check ane box anly AFFIDAVIT: | swear or affirm that
[0 DEMOCRATIC PARTY * lam a citizen of the United States. i
REPUBLICAN PARTY Please note: = | will have lived in the county, city, or village for at least 30 days before the election.
CONSERVATIVE PARTY In order to vote in a * | meet all requirements to register to vote in New York State.
H primary election, 12 = This is my signature or mark on the line below.
WORKING FAMILIES PARTY you must be enrolled * The above information is true. | understand that if it is not true | can be convicted

and fined up to $5,000 and/or jailed for up to four years.
- Signature or Mark in Ink

X Date

YOU MUST COMPLETE BOTH SIDES

Columbia County Board of Elec8ob18828-3115

Instruction ManuaBeptembef011

p.71



vav - dvvy

ZHUSOEPOOL

ABALSAMO: PATRICK - "3L0A 30 FUNLYNDIS
dSNIL .
anis

9861L/LZI60  SSGLIZOL  d3d QX THH %YO 166+ MOLVYd ‘'ONVSIvEY

ABALSAMO. MENTINA - ¥310A 40 FENLVNDIS

dSNI
L

anLs

#

p.72

Instruction ManuaBeptembef011

Appendix 2: Sample Poll Rosters (Correct and Incorrect)
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Appendix 3: Statement of Canvass (Before the Polls Open)

STATEMENT or CANVASS

of Votes Cast at the Primary Election, September 13, 2011
Columbia County, State Of New York

City or Town of Elec. Dist Machine ID#:
Located at
BEFORE POLLS OPEN
To be completed and signed by the full Board of Inspectors at the opening of the polls.
County Board Installed Seal Number
Seal/Tag Location Number To be completed by inspectors Replacement Seal Number
#1A Compact Flash Card Door (Poll Worker)
Green Tag - DO NOT REMOVE before close of polls (only after close of polls)
#1B Compact Flash Card Door (Administrater)
Red Wire Tag - DO NOT REMOVE DO NOT REMOVE
#2 Ballot Box Shield Gap (Red Seal)
DO NOT REMOVE DO NOT REMOVE
#3 05-BMD Acceass Door (Red Seal)
DO NOT REMOVE DO NOT REMOVE
#4 Printer card {Red Seal, side of machine)
DO NOT REMOVE DO NOT REMOVE
#5 Thermal Printer [Blue Seal)
#6 Ballot Box (Blue Seal)
#7 Emergency Ballot Box (Blue Seal)
Clear Security Bag (Flat Red Tag) (only after close of polls)
Blue Ballot Bag (Flat Red Tag) (only after close of polls)

Place all seals you remove on the back of this page and indicate the reason for removal.
IT any of the above Seal Numbers do not match the numbers issued, call the Board of Elections immediately.
WE DO HEREBY CERTIFY, That on this day, before polls were opened to the public for voting,
Voting machine keys were delivered to us in the Clear Security Bag. YES or NO
2 The keys were removed in the presence of at least 1 Democratic and 1 Republican Inspector. YES or NO
The voting machine serial number (found on Zero Report tape ) was:

4 The Protective Counter Number {found on Zero Report tape) was:

Ballots were delivered to us in a sealed, secure container with Tag # YES or NO
[ All ballots have been accounted for, in accordance with quantities provided on this form. YES or NO
7 We have completed all necessary accountability forms, in accordance with the instructions provided te us by the Columbia YES or NO

County Board of Elections before Opening the Polls.

8 The sample ballots provided were compared to the first ballot in each type of booklet and the Zero Report tape to confirm

candidate names and ballot proposals (if any), to ensure that proper ballots have been delivered. YES or NO
a The Zero Report tape produced by this voting machine was reviewed to ensure that the “total scanned,” the “total
voters,” and all contest counters are at ZERO; the tape is attached here, and an additional copy of the tape is placed in the YES or NO
Clear Security Bag.

Ballot ID # Number of Democratic Ballot Books YES or NO
Ballots are numbered from ___ to __ (all Democratic ballots delivered. ) YES or NO
Total number of Democratic ballots supplied for your district YES or NO
Ballot 1D # Number of Republican Ballot Books YES or NO
Ballots are numbeared from _ to _ [all Republican ballots delivered. ) YES or NO
Total number of Republican ballots supplied for your district YES or NO
Ballot ID # Number of Conservative Ballot Books YES or NO
Ballots are numbered from _ to _ [all Conservative ballots delivered. ) YES or NO
Total number of Conservative ballots supplied for your district YES or NO
Ballot 1D # Number of Independence Ballot Books YES or NO
Ballots are numbered from _ to _ (all Independence ballots delivered. ) YES or NO
Total number of Independence ballots supplied for your district YES or NO
Ballot 1D # Number of Ballot Marking Device (blank pages) Ballot Books YES or NO
Ballots are numberedfrom __ to _ (all BMD ballots delivered. ) YES or NO
Total number of BMD ballots supplied for your district YES or NO
YES or NO

Total number of ballots issued to Election District:

Democratic Inspector Republican Inspector

Democratic Inspector Republican Inspector
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STATEMENT or CANVASS

AFTER POLLS CLOSE
To be completed and signed by the full Board of Inspectors at the close of the polls

WE DO HEREBY CERTIFY, that on this day, at the close of polls, we

1 Secured the voting system against further voting. YES or NO
2 Returned voting machine key and iButton/Security Key to the Clear Security Bag. YES or NO
3 Confirm that the PROTECTIVE COUNTER NUMBER (found on Results Tape) is: YES or NO
4 Reviewed the CLOSE POLL results tape produced by this voting machine; all four inspectors signed it; and we have

attached it here, and have included an additional copy of the tape in the Clear Security Bag.

YES or NO

5 Removed the Compact Flash (CF) card from the slot labeled “Poll Worker” and placed it into the Clear Security Bag. YES or NO
6 Have conducted this election in accordance with the instructions provided by the Columbia County Board of Elections

and have completed all certificates and accountability forms, accordingly. YES or NO

You must complete these procedures.

These figures are for your Election District only

A. Total Ballots Spoiled: G. Total # of DEM ballots used:
(place in large “Spoiled Ballot” envelope provided)

B. Total Affidavits: H. Total # of REP ballots used:

(place in large “Affidavit Ballot” envelope provided)

C. Total Unscanned Emergency Ballots: 1. Total # of CON ballots used:

(races must be tallied by inspectors, then place ballots in
large “Emergency Ballot” envelope provided)

D. Total # of Printed Ballots unused: 1. Total & of IND ballots used:
(place in large “Unused Ballot” envelope provided)
E. Total # of BMD ballots unused: (placein K. Total # of BMD ballots used:

large “Unused Ballot” envelope provided)

F. Total number of ballots unused: L. Total # of ALL ballots used:
(Total of lines D + E) (Total of linesG+ H+1+1+K)

Total # of ballots issued:
(Total of lines F + L)

When added together the total number of used and unused ballots should equal the total number of ballots issued
(as referenced on the Before Polls Open Statement of Canvass).
ALL Ballots, used and unused, are to be returned in the Blue Ballot Bag.

Seal/Tag Location Poll Closed Seal Numbers

#1A Compact Flash Card Door (Poll Worker)
(After placing green tag and flash card in Clear Security Bag, secure
with a new Green Tag.)

#1B Compact Flash Card Door (Administrator)
(Red Wire Tag) DO NOT REMOVE

#2 Ballot Box Shield Gap (Red Seal) DO NOT REMOVE

#3 0S-BMD Access Door (Red Seal) DO NOT REMOVE

#4 Printer card (side of machine)
(Red Seal) DO NOTREMOVE

#5 Thermal Printer (Blue Seal)

#6 Ballot Box (Blue Seal)

Blue Ballot Bag (top opening) (Flat Red Tag)

*Clear Security Bag (Flat Red Tag)

*Make sure you have all used tags, all report tapes, the compact flash card, iButton ,
machine keys, and any unused seals or tags in the Clear Security Bag AND have removed the
long red cable tie (for securing the machine cover) BEFORE sealing the Clear Security Bag.

Democratic Inspector Republican Inspactor

Democratic Inspector Republican Inspactor
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Appendix 4: Sections |, Il, lll: Challenges, Affidavit Ballots/ Court Orders, &
Assistance Provided .

SECTION I: CHATLLENGES

Town/City Election District

MName: Address:

Reason for challenge:

Challengzer: Oath Administered: YES NO  (circle)

o E o L R i r e e E e e e e S

MName: Address:

Reason for challenge:

Challenzer: Oath Administered: YES NO (circle)

e e

Mamme: Address:

- I . | | [

SECTION IT: AFFIDAVIT BALLOTS/COURT ORDERS

Town/City Election District

Namme:

Address:

Afhdawvit Ballot: Couart Order: (check ome) Dath Admimictered: YES NO (circle)

R

Namme:

Address:

Afhdavit Ballot: Couart Order: (check ome) Dath Admimictered: YES NO (circle)

o e

Namme:

Al B

SECTION ITI: ASSISTANCE PROVIDED

Town/City Election District

MNamme: Auddress:

BReason for assistance:

Ferson providing assistamce: Dath Admhimistered: YES NO  (circle)

EE R E E e E R o e e e e e e R R R e R SR e e

MNamme: Auddress:

BReason for assistance:

Ferson providing assistamce: Drath Admimisfered: YES NO (circle)

ZEREFFRAFEE IR EEEEEEREEREEE R R R R R R R R R R R R R R R R A R A R R A A R R A A A A A A A AT AT A AT I TS TS AR A&

MNamme: Auddress:

T e s Frmr o e b
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Appendix 5: Report, Sections |, I, and IlI

Report, Sections 1. I1. and I11:

Challenges, Affidavit Ballots/Court Orders, Assistance Provided

Town/City District

1. The name of each person who was challenged and the challenge not
withdrawn, his or her address, the reason for the challenge, and the
person doing the challenge are all listed on Section I: Challenges.

2. The name of each person who voted affidavit or court order, his or

her address, and whether he or she voted affidavit or court order
are all listed on Section II: Affidavit Ballots/Court Orders.

3. The name of each person who received assistance, his or her
address, and the person providing assistance are all listed on Section

IIT: Assistance Provided.

WE CERTIFY THAT THE FOREGOING STATEMENT IS CORRECT.

Dated, this day of 200

Town/City District

Signatures of Inspectors

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011

p.77



Appendix 6: Notice to Voters (if poll record is missing)

NOTICE TO VOTERS

Section 8-302(3-a) and §-303 of NY'S Election Lawr

IF YOUR POLL RECORD IS MISSING,
OR IF YOU WERE ASKED TO PRESENT IDENTIFICATION AND DID
NOT DO SO, OR IF, IN A PRIMARY ELECTION, YOUR POLL RECORD

DOES NOT SHOW ENROLLMENT IN THE PARTY IN WHICH YOU
CLAIM TO BE ENROLLED,

YOU MAY SEEK TO VOTE BY ONE OF THE FOLLOWING METHODS:

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

Place the voted ballot in the envelope provided and carefully complete your
affidavit on the outside of the envelope, making sure to give your commect
esidence address. The envelope will be relumed, unopened, to the Board of
Elections. If the Board determinas that you are an eligible voter in this
election district, your ballot will be counted. You will be notified it yvour ballot
is cast or not, and the reason for such decision.

At the Board of Elections, your envelope will be opened along with others,
and the folded ballots will be placed in a group and mixed. They are then
unfolded and counted. In this manner, the secrecy of every vote is
maintained.

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

Columbia County Board of Elections
401 State Street, Hudson, NY 12534
(518) 828-3115

Columbia County Board of Elec8ob18828-3115 Instruction ManuaBeptembef011
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Today, , is Primary Election Day. Polls are operl#df noonuntil 9:00 PM

7
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As a registered voter, you have the RIGHT TO:

VOTE: The right to vote includes voting for candidates and questions on the bdlloaang sufficient time to
vote.

HAVE YOUR VOTES COUNT: Vote on a voting system that is in working condition and that will allow votes to b
accurately cast.

SECRECY IN VOTING: Secrecy in voting will be preserved for all elections.

FREEDOM IN VOTINGstGaur 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 addre
within your county or city.

ACCESSIBLE ELECTIONSdisggaminatory 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 Sta
laws.

ASSISTANCE IN VOTING: You may request assistarieebcaase 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 enteri
the machine, you may also request help in how to operate the machine.

ABSENEE 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 iliness or physical disability, you may cast an absentee ballot.

AFFIDAVIT VOTING: Whenever your name dutesppear 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 batlohgbstolling 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 intenc
sure to vote for the number ofandidates 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. Whenwterenco
problems in voting, contact your local county board or the State Board of Elections.

To contact the COLUMBIA COUNTY BOARD OF ELECTIONS
Call 1- 518828-3115 or write to them at 401 State Street, Hudson, New York 12534

To contact the New York Stateo@rd of Elections:
Call 1-518474-6221 or write to them at 40 Steuben Street, Albany, New York 12208
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Appendix 8: Oaths

Inspector Oath /Alternate Inspector Oath

GLZ GKS dzy RSNAAIYSR R2 az2f SYyCenstitutipSdfthd 6 2 NJ | FFA
United States and the State of New York; and that | will faithfully discharge the duties of the office of Poll
Worker for the County of Columbia according to the best of my ability, that | am a registered voter and
resident of such amty, that | 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 | have not
been removed or otherwise disqualified and am ablgtmak and read the English language and write it
f SIA0t & e

GL FAdZNIKSNI a6SFENI 62N F FFANNYO L gAff y20 Ay Fye
voter to vote any particular ticket or for any particular candidate; and that | will not keep or amgke
memoranda or entry of anything occurring within the booth and that | 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 bdgtexcept | may be called upon to testify in a judicial
LINEOSSRAY3I F2NI I @GA2fFGA2y 2F GKS St SOGA2Yy I gdé

Voter Requesting A ssistance Oath:

A voter may be assisted if he or she tells the Inspector that he or she:

A Cannot read or write;

A Does not speak oead English and needs assista or an interpreter (in someigricts, Spanish or
other interpreters are assigned as needed);

A Cannot see, even with eyeglasses, the names on the ballot;

A Is physically disabled such that he or she cannot operate the votitgnsyor complete a paper
ballot;

A Cannot enter the voting system without assistance from another person.

The Inspector will then ask the voter:

w»
QX
et
[

G52 @2dz a2t Svyyfte agSFENI 2N FFFANY OGKIFG GK

If the voter answers yes, &m 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 bodtie Inspector will ask that person to
swear or affirm that he or she:

G52 @&2dz a2t SyYyte a¢SIFENI 2N FFFANY OGKFIG &2dz gAff
induce the voter to vote any particular ticket or for any particular candidate, aatd/thu 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 haabted, or anything occurring within the voting booth, except when required
LJdzNE dzk y&G G2 f+Fe¢ G2 3IAGS GSadAayvyzye |a G2 adzoOK | Yl

If the person answers yes, then he or she can assist the voter. (Electior306.63

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 bs may
put to you concerning your qualifications as a vot@election Law -$04.1)

Quialification 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 @ 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 residenid state, and of this countyor thirty days next preceding
this election, that you reside at the same addraswhich 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 awaré that crime to
make anyfalse 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 misdemegiection Law
8-504.3)
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Appendix 9: Voter Regi stration Form
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