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Chapter 1: Introduction

A Message to Inspectors

As an Election Inspector, you play an essential role in the process that enables citizens to
exercise their constitutional right to vote. The impression that you leave with voters influences their
view of the election system. We trust that you, as a repreative of the Columbi@ounty Board of
Hections and your political party, will perform your duties in a way that gives voters confidence in the
fairness and effectiveness of the election process.

This handbook, the Board of Elections' training couasel, the other aids supplied to you will
describe your responsibilities in detail. Your job has two main gwodhelp qualified voters to vote
andto ensure that their votes are properly countedyou can accomplish these goals by maintaining a
helpful attitude and by applying election laws and procedures as you have learned them.

The work of an Inspector can be difficult and tiring. But when you have done the job properly,
you will know that the voters of yourdection district have been wedlerved. On their behalf, and on
OSKIFET 2F Iff 2F 2dzNJ O2dzyieQa OAGAT Syazr ¢S (K y]

How to Use Your Instruction Manual and Reference Materials

ThePoll Worker Instructional Manual and Reference Mateaadsprepared for you by the New
York $ate Board of Elections and the Columbia County Board of Elections to provide you with
information on your responsibilities as an Electlogpector You will find it a helpful supplement to
what you learn at training sessionéfter your training sessiotst but before Election Byt try to
review the takehome materials and any available-tine instructional materials that the Board of
Elections offes, to "brush up" on the procedures you will be expected to know.

This manual and other instructional teaials will be included with your supplies on Election Day
and will serve as your main reference tool. The material is arranged by topics that will allow you to
respond quickly to problem situations as they arise at the polling site.

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

If you have problems oElection Day which you cannot resoksen after you hae consulted
the materials provided for your usalwayscall the Board of Elections at 83815 for help.
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Chapter 2: Responsibilities and Qualifications

Overview and Training Requirements

As an Election Inspector, you are responsible for ensuringelleations areconducted in a fair

and impartial manner. Two of your most important responsibiliiessensuiing that ALL eligible votes
exercise their right to voteand ensuringthat the law is applied uniformly There are a number of
reasons why thisnay seem difficult. Certain votersliygresent problems. Electioaw and policies

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

need it, and follow the instructions of your Chairperson and ther@o&Elections.

public.

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

New York State Election Law requitieat you attend training classes every yeddrocedures

often change and taining sessions will\g you all the information you need to do your job weldfi

are well prepared with uppo-date knowledge, you will feel more wdortable and confident on Election

Day.

Inspector Duties and Qualifications

Inspector's Overall Duties

Inspectors should be familiar with

[T e e S e R

[t et R

Voter qualifications;

Registration procedures;

Enroliment procedures;

Accessibility procedures;

Various ballot@and special voting
procedures;

How to operate the voting system;
Casting ballots;

Procedures for challenging votes; an
Canvassing vote results.

Columbia County Board of Electio@stober 2009

Inspector's Qualifications

To serve as an $pector, you:

i

Must be a registered voter and a
resident ofColumbia County;

Cannot hold any public elective office ¢
be a candidate for public office or party
position to be voted on by voters of the
district in which you will work;

May not be the spousearent or child
of a candidate running for office in the
district in which you will work;

Must be able taclearly speak, read, and
write the English language;

Must be certified as an Inspector by the
Columbia County Board of Elections
after attending an icial training class
and by passing a written test.



Inspector Responsibilities
Qualifications

In each election district in Columbia Courtgwn chairs or the Board of Elections will appoint
four Election Inspectors (two from each of the two major political parties) by Juiy d&ch year.
Appointments will be made from lists certified by the chairpersons of each party. Your appointment is
for one year.

Oath of Office

Each certified Inspector takes an oath of office given by the Board of Elections. If you are called
to fill in for an Inspector who is unable to work, sign and returnAhernate Inspector Oath to the
Board of Elections with yowther supplies. You will find th&lternate Inspector Oath in the Election
Day poll bag you will be given by the Board of Elections.

Training and Certification

Each Board of Elections conducts annual training classes for Election Inspectors. Instruction
covers important aspects of election law, accessible voting, using voting systems, completing necessary
forms, and other basic duties. An exam is giaktar the training class, which you must pass in oraer
become a certified Electiondpector.

Special Ballots for Inspectors

If you are not able to vote in your awelection district because of Electiomypwork duties, you
may vote byAbsentee Ballot. Pleas contact the Board of Elections for Ahsentee Ballot Application
and deadlines for submission.

Compensation

Inspectors are responsible only to the Board of Electiang you are paid for working on
Election @y and for attenéhg required training segms, including your annual certificatiatass The
amount you are paid is set by the Board of Elections and by the Columbia County Board of Supkrvisors
you are chosen to be a Chairperson in your district, you will be paid an additional amountetd ref
your additional duties.

NOTEIf you are unable to work on Electiomyd please contact the Board of Elections as far in advance
as possible, swe can appoint someone to work for you.
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Chairperson Responsibilities
The Board of Inspectors and Chairperson

The four hspectors assigned to each election district comprise the Board of Inspectors for that
district. It is important that you work as a team to ensure that an honest, efficient election is conducted,
and that proper order is maintaed at yourpolling site. OnlEctionDay, the Board of Inspectors is the
only onsite authority for the election district. You report only to the Board of Elections.

Each Board of Inspectors must appoint one member to serve as Chairperson éedtien |If
the Baard of Inspectors cannot agree on a Chairperson, you can draw names for the position.

Duties of the Chairperson

The chairperson is a teal®ader who supervises Electiompactivities. Specific duties include:

U Accounting for and distributing all oKtS Rl @ Q& St SOGA2Y &adzLJJ ASaT
U Ensuring that all required forms are filled out completely and accurately;

U Making Inspector duty assignments, as well as arrangingneal times and short breaks;

U Announcing vote results to the publitiring the machine canvass

U Making surePay Vouchers are signed;

U Reporting(phoning inthe results to the Board of Elections immediately after the canvass
has been completed; and

U Returning all supplies to theoard of Elections

Functions of the Board of Inspectors

Because the Board of Inspectors must function in a bipartisan manner, duties at the poll site
should be divided equally. Some of thgsles are spelled out in state electica; for example, two
Inspectors from differenpolitical parties are designated to handle thll Book , and to compare
Election [y signatures made by voters to the preprinted signatures appearing irdhBook. Duties
can change during voting hours, so Inspectors should altermarotate taskn Election Ry. By
rotating duties, new inspectors can be teamed with experienced ones, to give them guidance-and on
the-job instruction.

Certain decisions at your poll site must be made by a majority vote of the Board of Inspectors
not by the Chairpeson alone. If one member is absent, the remaining members may vote on an issue as
long as at least two Inspectors (of different political parties; at least one Inspector per party) are
present. Votes on issues must be decided by a clear majority; for@a&aa 22 tie vote on a
challenged votedoes not represent a majority and therefongll not preventthat personfrom voting
By deciding matters through a majority vote and by sharing jobs equally among Inspectors of the two
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political parties, the Baa of Inspectors can create a bipartisan and professional atmosphere that is
essential to fairly and efficiently conducting an election.

Board members also work closely in completing Sittement of Canvass, the Recanvass
Statement, Sections I, Il, Il , and theReport that covers themand other required forms.

The Board of Inspectors must maintain order in the polling place at all times. If people do not
comply with your attempts to maintain order, you may, accordinglextion bhw, callyour localpolice
or the Columbia Countyh®riff at 8280601.These officials are required by law to help yaiso notify
the Board of Elections at 8ZBL15 if you should do so.

Poll Clerks and Poll Site Specialists

State electiondw recognizes that some electiorstticts require more work than four
Inspectors can handle. The law provides for the hiring of Poll Clerks, who are required to have the same
gualifications as Inspectors. They must attend a training class and pass the same test as Inspectors. Poll
Clerkscan do jobs such as direct the flow of voter traffic at the polling site; answer voter questions; and
ensure that the voting system is ready for use by voters. Poll Clerks may not perform jobs reserved for
Election Inspectors, such as voting on challengeadling ballots, reading results from the machine,
etc.

In 2009, Columbia Counigyhiring 22 Poll Site Specialists (approximately one for every two poll
sites) from the two major parties to assist with the balfoarking devices (BMDs) and to ensunatt
each poll site is compliant with the Americans with Disabilities Act (ADA). Like Poll Clerks above, these
specialists must have the same qualifications as Inspectors and they must receive training. They will
report to the Board of Inspectors at eachlipsite. Like Poll Clerks, they may not perform jobs reserved
for Election Inspectors, as listed abo®énce each Poll Site Specialist will represent only one party, an
Inspector from the other party should assist, pay attention to, or look on when tHeSRe Specialist is
working with a voter.
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Chapter 3: Opening the Polls

Pollwatchers
In aPRIMARY ELECTIQINy two or more candidates and any party committee may have a
maximum of three Pollwatchers at an election district site at any time.

In aGENERAL ELECTIGINy party committee or independent body with at least one candidate
on the ballot may have up to three Pollwatchers at an election district site.

Pollwatchers are entitled to:

1. Be present at the polls from 15 minutes before opening and rteay until after the signing of
the Statement of Canvass and theannouncement of theesults after the polls are closed;

2. View the unlocking of the voting system before the polls open;
3. Challenge persons whom they believe are not qualified to vote; and
4. Observe the canvass of the vote.

Pollwatchers may not assist in the conduct of the election or be part of any electioneering at the
polling site. Pollwatchers may not greet the voters and they are not allowed to handle any official
documents or otherwisénterfere with the duties of Inspectorst KA & (&8 1JS 2F &G KSf L¥E A&
Only one watcher from each political party committee or independent body may be within the guardrail
at any time.

Pollwatcher Certification

All Pdlwatchers must hava written Pollwatcher C ertificate issued by the chairperson of the
political party or independent body which they represent. In a primary, it can be signed by two or more
candidatesOn Election By, thePollwatcher Certificate must be given to the Inspéars of the election
district in which the Pollwatcher serves. Inspectors must displayptieatcher Certificate sin clear
view of the public. At the end of the nigtRollwatcher C ertificates must be returned to the Board of
Elections in the poll bags

Pollwatchers must be qualified voterstime county in which they serv@xcept in New York
City, where they may serve at any election district in the) city
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Opening the Polls
Polling Hours

Voting hours differ between general and primary electionsa GENERAg&lection, all polls in
New York State are open from 6:00 a.m. to 9:00 p.m. The starting timeRINMAR¢lection differs
among counties in New York State. In Columbia County, poPRidIAR¢lections are open from
noon until 9:00 p.m.

Preparing to Open the Polls

All Inspectors and Poll Site Specialists must arrive at the polling site aBlaagtutes before
the polls are scheduled to open so that you can accomplish the tasks necessary to open ¢mttime.
City of HudsopPoll Inspetors and Poll Site Specialists must araowe hourbefore the polls are
scheduled to openYouMAY NOTopen the pollauntil opening timeANDuntil at least one Inspector
from each political party has arrived. If the building is locked when you arrive, immediately contact the
Board of Elections at 828115.

The Board of Inspectors must immediately choose a Chairperson. If an Inspect@nisabs
has called in sick, call tieoard of Electionsowe can send a substitute Inspector. If a substitute cannot
be found, any registered voter of the same political party as the absent Inspector may work as an
Inspector. If you find a voter willing to sepwsvear in the replacement workeising theAlternate
Inspector Oath .

Setting Up the Voting Area

Be sure your voting system is near an electrical outlet and plug it in. All Inspectors must view
the votingsystem together before opening the polls.

The Board of Elections will eitheetgsupplies to you just before Electiomy) or arrange to have
supplies delivered to the polling site by ehalf hour before the polls are scheduled to opdhthe
suppliesare not at the site by that time, contact tHgoard of Electionat 8283115.

The Board will provide you with complete instructions on how to unpack, set up and operate the
voting system that you will use at yourlfping site. Please follow the voting system instructions
provided forin Chapter @f this manual.

Checking Supplies

Each polling place has its own poll bag with sheplies you need for a smooth ElectioayD
Check thatou have received the correct jpdvag with the correcPoll List andPoll Book for your
district. Verify the numbers on the machingy Envelope against your voting machine. Thaake an
inventory of the mateials to be sure that you hawfidavit Ballots and Affidavit E nvelopes, the
Vi OAOG O " E (Appeihdik 8@liah kab iill have also in Spanisimftices to persons those poll
records are missing\ptice to Voters , Appendix J, Emergency Ballots andEmergency Ballot
Envelopes, and other supplies. Be sure that the paper balj@s have are the correct ones.
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Voting Materials and Polling Area

The polling area should be situated so that the Inspectors and Pollwatchers can easily monitor

activity. When the voting machine is not being used, the face of the machine should e teighe
Inspectors and Pollwatchers.

After each voter has voted, an Inspector should check the ballot face to be sure that it has not

beendefaced or tampered with. Thadpector also should check to ensure that a pen or a sharpened
pencil remains withi the voting booth.

Other Arrangements of the Polling Area

Once you have accounted for all your supplies and positioned the voting machine, complete the

followingnine steps to prepare your polling site for voting:

1.

Display theAmerican Flag. When theFlag of the United States is displayed in a manner other
than by being flown from a stafit should be displayed flat, whether indoors or outdoors.
When displayed either horizontally or vertically against a wall, the union (stars) should be
uppermost ando the& i ARRAK(G oO00GKS 206aSNBSNRa tSTFaod

Post theSample Ballots, the6 T OA 08 O " Eand arly athex ibstrHcfighal material provided
to you outside the voting machine area so it can be easily seen by voters before they vote.

If Distance Markers have not already been posted, place them 100 feet from the site entrance.
No campaigning (sometimes called electioneering) is allowed within thidsab@@rea. Political
posters, shirts, hats, buttons, banners, or signs in this area are not allowed.

Fam a guardrail, if possible, to naput the voting area. If guardils are not available, arrange
your polling site to create a designated voting area. The voting machine should be kept at least
six feet inside this area.

NOTE:No one should be allowedside the guardrail or otherwisdesignated voting area
except for Inspectors, Poll Site Specialists, Voters, Pollwatchers, and other authorized persons.

Inspectors and Poll Site Spdigts should be wearing propédentification Badges .

Arrange a tableseating and privacy screen for voters tise when voting bgffidavit Ballot or
Emergency Ballot . Leave space so a wheelchair can be accommodated at this table.

If possible, set up the Inspectiable inside the guardrailPaper Ballots and other suplies
should be kept in a secure place in view of the Inspectors buacmdssible to the publicake
out onlywhat you need from the poll bag to help keep control of the various materials.
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8. Please refer tdthe Chairperson should sigtile supplychecklist in your poll bag for guidance.
Confirm that you havéections I, Il, andlll , as well as onepage document foh y & LIS O 2 N& Q
signaturesentitled Report: Sections I, Il, and Il :

A Section I: Challenges lists the name andddress of any voter whoas challenged.

A Section II: Affidavit Ballots/Court Orders  provides the name andddressof each
person who voted byffidavit or pursuant to aourt Order .

A Section IlI: Assistance Provided lists the name an@ddress of any voter who reaeid
assistancand the name of the person who provided the assistance.

9. Make sure that a pen or a sharpened pencil is in the voting machine.
Opening the Voting Machine

(Your custodian will probably assist in opening the voting machine; Inspectors should take part,
as well)

Use the #3 key to open the front of the machine. Pull out and display the small sample voting
machine.

Use the #3 key to open the back of the machine. Inspectors must check the paper roll for the
seal. Inspectors must check to see that all counteessat at000. If they are not, record any
discrepancies on thetatement of CanvassA Y (G KS &. STF2NB G(KS t2ff &8 hLSYySRE

On theStatement of Canvass, record the numbers for the voting machine, the seal, and the
LIN2PGSOGADS YR LlzofAO O2dzy G SNE® ! ff F2dz2NJ AyaLlLlSOoi2
hLISySReé aSOuAiAzyo

Unlock the machine, using the #2 key, and cut the seal on the entraritmnbu

Columbia County Board of Electio@stober 2009 12



Chapter 4: Procedures

Election Day Procedures
One Inspector to Overseethe AVM (Lever Machine)

One of the four Inspectors will be stationed at the AVM. This Inspector should push the Entrance
Buttonimmediately beforea voter who has been propersjgned in by other Inspectors enters the
voting machine. It is very important that the Inspector push the Entrance Button ONLY when the
Inspectors have cleared a voter to enter the machiftee Entrance Button must NOT be pushed upon a
@20 SNRa SEAGO®

In aPRIMARY ELECTIQ@INs Inspector will set the Primary Lever to the appropriate party
before pressing the Entrance Button

Verifying Voter Qualifications

tg2 LYyalLlSOG2NARIZ 2yS FTNRBY SIFEOK LREAGAOIT LI NIex
regidration at the polling place. When a person approaches the Inspectors' table to vote, complete the
followingten steps:

1. Greet the voter.

X«
P
p
&
Qx
Qx

2.1al F2N)GKS @20SNna yrFrYyS FyR NBAARSyOS |
person's name and address that Pollwatchers can hear

3. CAYR (KS t@tpniré&otdiayolfriBtddoll List, which is a computerized list of
voters. (Do not give this list to anyone or allow anyone access to it. Retufolhsst in the
pollbag attheend ofthen3I K i ®0 al 1S | OKSOl ySEG (2 GKS @24
Inspector with the appropriat®oll Book , whichis a computerized list of votermntaining
GRAIAGAT SR aA3ylGdz2NBab FYyR AYLRNIFYyd NBIAAGNT G

In aPRIMARY ELECTI@Neckthat the voter is enrolled in a political party that has a primary
election. A voter in SENERAL ELECTH2Nd not be enrolled in a party to vote.

LT (KS OBin§oIRE Lisy (ardis yourPoll Book), but at a different address still

within your election district, that person may vote on the voting systBfease use th&lap

providedin your supplieso determine if the voter is in the correct district. Note the new

address orthe sheet entitledSection I: Challenges.L ¥ & 2dz I NB y2{i &adz2NB GKS ¢
is still in your distrig call the Board of Elections at 83315.

LT (GKS gBNSDIyeurryl Lisy @ndin yourPoll Book), check theMap to be sure

the voter indeed belongs in yo district. If more than one district votes in the same polling

place, please check with the other election districts within the building to be sure that the

voter gets to the correcpolling sited LF G0KS @20SNNa I RRNBaa Aa Ay
MWdZA RSt AySa FT2N) z20Ay3 o0& ! TEFRRINESG G2I0ENNGES ¢ Ry
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in your district, determine the correct polling site for the voter, or call the Board for help, and
provide the voter with the address of the correct padjisite that he or she should go to in order
to vote.

Also,¥ (1 KS @218 80D siouryol LYsS(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 casg another voter, believes for some reason (generally an address question) is not
eligible to vote. If the voter is on@hallenge List, ask the voter to swear that s/he does reside
at such address (or does otherwise qualify to vote, as may be appropaatejhen provide the
voter anAffidavit Ballot , as above.

In either event, give the voter Registration Form to complete with the new addresand ask
him or her to return it to you before leaving the poou should return it to the Board in your
poll bag.

Name Changesitf a voter has changed his or her name since last voting or since registering, the
voter can still voteat this timeas long as he or she still resides at the same address in your
districc. Have the voter sign his or her name as it appears in joliBook , and just above it,

sign his or henew name. Note this name change in the appropriate placéhensheet entitled
Section |: Challenges (Appendix 4)Give the voter aegistration For m to complete with the

new name and signatureeturn it to the Board in your poll bag

4. Check thePoll Book to see if the voter needs to show HAVA (Help America Vote Act)
identification @epending on how they initially registered to votertainnewvoters are
required to showidentificationon Election Dayotherwise they cannot vote on the machine)
ThesSignature Box inthePollBook 6 A f £ & (i I (i SDRE@IREDS B ifdivitiiathEedsi
to present identification Theacceptable formso verify avotdhNDd A RSy G A (& F2ff 245 ¢
! OOS LI I 6 Vofer |@eatiNGstdE) &ndl they MUST include either photo ID or an
FOOSLIISR (eSS 2F R20dzySyid GKFG AYyRAOFGSa GKS ¢
such identification, s/he mayat sign thePoll Book, may not vote on the machine, and must
vote viaAffidavit Ballot .

5. Ifthe voterdoes provideacceptablddentification, the inspector should cross out the wordd. 5
w9 v | L th& &ppear in theSignature Box and then bothINITIALandWRITE INhe ID
INFORMATION 4SS &+ 2 (G SNJ L R &hbieih@siyiatrdib2 €T EJ b SREE S ND A
f AOSyasS o6bh¢9yY I RNAGSNRAa fAOSyasS GKIG R2Sa y?2
allow the voter to sign th@oll Book or vote on themachine), write in the entire number. For a
Social Security Number (NOTE: this is not sufficient identification to allow the voter to sign the
Poll Book or vote on the machine), write in ONLY the last four digits. For any other type of
identification, wril S KK S&h L5 PE-LIRKA2 SRNAPENDE f A0SyasS | yR
Number do not provide sufficient identification for a voter to vote on the machine, they do
provide important information that will be used by the Board of Elections which likély wi
enable the voter to vote on the machine in future elections.
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6. Turn thePoll Book to face the voterDo not allow the voter to view the pprinted signature
before signingWhile coveringup the pre-printed signature, have the voter sign in the
appropriae square. Compare this signature to the original,-primted signature. Any Inspector
who believes the signatures do not match caali#nge the voter (see the following,
¢Challenges).

7. If the signatures matckand if the voter is voting on the leveoting machine (the AVMgnter
the next available sequential voter numtery GG KS f Ay S ySEG (2 dat/ bé ot
andsignyour initials2 y G KS f Ay S ¥ISthelvotal frefeés toyictel d6 tDeiBalNG
alNJAy3 58S0A0Sx ONRaa 2dzi at/bé YR gNARGS Ayali
82dz2NJ AYAGAL £ & 2y K% vdtek ofalins tf BebpliysicalBrable to wign].JS O G 2 NJb ¢
enter the words'Unable to Sign" onhie signature line of the recordfwo hspedors should
initial this entry.Direct the voter to theappropriatemachine.Ly G KS Ol 4S5 =& G(KS ! 4
Inspector to Oversee the AVt the beginning of this chapter

8. In aPRIMARY¥LECTI) a person can vot®NLYin the party in which he or she is enrolled, or
as provided by party rules. If the voterggalified, give to him or her the appropriatelored
Primary Card to match his or her party enrolimentThe Inspector or Poll Site Sgadist at the
voting system then takes therimary Card from the voter and sets the voting system to permit
voting in that person's primary.

Primary Card colors are green (Democrat), pink (Republican), yellow (Independegres),
(Conservative)and tan (Working Families).

NOTEIf someone votes in thtRONG PARTNotify the Board of Election’ST ONCEand
make a note of the details of &incident.The votetMUST NOTVote again.

9. If a voter indicates that she or he requires assistance, please refer getion "Voter
Accessibilitg Chapter 4. A voter who has completed voting ahdsexited the voting machine
may not reenter the voting machine.

10. If there are people standing on line, do not sign in more than three voters at one time.

Acceptable Forms of Voter Identification
The forms ofdentification that may be accepted at the polling placesnable voting on a machine
must befrom either of the two categories that follow

M® ! OdaNNByYyid FyR @GFfAR LK2G2 L5 gA0K (GKS @20iSNDa
Examples include but are not limited to:

Passport Pistol or Firearm @rmit

5NAGSNRE tAO0SyasSt At gehea f

NonRNA @SNRA& L5 OF NMitary identification

Student ID card Government identification
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OR

2. A copy of a current utility bill, banktatement, government check, paycheck, or government
document that shows the name and address of the vote&MOTEIf this kind of ID is provided, the voter
will have to provide ID again the next time he or she votes.

Examples include but are not limitéal:
e A current utility bill: gas, telephone, electric, water or other utility bill
¢ Bank statement: a statement from a banking institution or credit union

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

e Other government dcument: hunting, fishing or trapping license; electronic benefit transaction
(EBT) cards; public housing lease and rent statements and agreements, or rent statement
agreements provided pursuant to subsklizhousing programs; public housing ID cards; tuition
statements or bills from public colleges and universities; bills from a federal, state, or local
government; discharge certificates, pardons, or other official documents issued in connection
with the resolution of a criminal case, indictment, sentence or other matter, in accordance with
state law; government homeless shelter ID cards

If a voter is required to show ID and CANNOT provide ibto the voter MAY NOT sign tRell Book or
vote on the machingProvide the individual with th&lotice to Voters statement (Appendix pand
proceed to the sectio® f f SR aDJZA Rt AVFRA RTDNG+ 20X é o0St263

Types of Ballots

As an Inspector, you wilblre to familiarize yourself with how to process seVeiifferent kinds
of ballots, includingVvrite -In Votes, Affidavit Ballots , ballots cast by ourt Order , Absentee Ballots ,
Emergency Ballots, andBMD Ballots. All paper ballots must be handled with tkame secrecy and
safeguards from tampering that are provided by machine voting.

Write -in Votes

A voter may cast ®@rite -In Vote for any office and any person whose name does not appear on
the official ballot for that office A Write -In Vote that could lave been cast on the official ballot will not
be counted

The official ballobn the voting machines or on the paper balbaintains a space or spaces
specifically reserved fawrite -In Votes. Be sure to check periodically to make sure #haen orpencil
is available in the AVMFor AVMwrite -In Votes, please follow the/oting System Instructionprovided
in Chapter 6of this manual and théollowinginstructions.Also see Appendix 6How to Write In a
Vote£
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Below are the steps to follow when daxg Write -In Votes on thelever @AVM) machines.
(Write -In Votes can also be cast on the Ballot Marking Deyice.

1. Locate the writein slots across the top of the machine face, one above each column of
candidate names.

2. Open the slot for thappropriate office column(the column numbethat corresponds to
the column numbenf the office being voted o)y pushing the cover upward (the slots will
open only after the curtain has been closed by pulling the red harith. VOTER SHOULD
NOTOPENTHE SLOUNTILPRt ! w95 ¢h 2wL¢9 ¢ 9lfthelddob5 L 5! ¢ 9 Qf
should drop shut, the voter will be unable to reopen it.

3. Write in the name of the candidateThe votermay write in a vote for any office on the
ballot. However, once a writim slothas been openedhe voter CANNO7Vote by lever for
any candidate listed in thaame numbereaolumn.Also, once the writen door drops
down, the votetWILL NODe able to reopen it.

4. Itis not necessary to close a writeslot; it will close automatically when the réandle
opens the curtain.

If a voter requests help in castinghite -In Vote before the curtain is closedwo Inspectorst
one from each political party may accompany the voter inside the booth to instruct him or her.
However, the Inspectors must leathe booth before the persodoses the curtain to vote

Affidavit Ballot or Court Order:

An Affidavit Ballot is a special paper ballot which, once voted, goes into a sp&ftivit
Envelope that must be accurately and completelydil out by the wter and then by the Chairperson.
Affidavit Ballots may be used bgny voter whose poll record is missing and who claims to be a
reqistered voter in your election districfThey can also be usedaters who need to present
identificaion at the pollingsite but donot.

Affidavit Ballots may also be used when a voter iPRIMARYIaims to be enrolled in a political
party otherthan the one indicated othe Poll Book, or whena person is already registered in the
county but has recently moved into yodistrict.

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

These ballots are not opened on Electioigt, because the Board of Elections mdst
additional research before determining if the voter is eligible to vote in this election.

If any of these situations arise, you are required to give the voteNtiiee to Voters (Appendix
7) statement which outlines the voter's available legal optioi$evoter can use anffidavit 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.
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If the voter does obtain @ourt Order , and presents it at your polling place, follow the
directions on theCourt Order itself. In most cases,Gourt Order will direct you to allow a voter to vote
on the voting machine. Have the person sign his or her name at the top of the fijstopaheCourt
Order, and enter the voter's serial number, if it is available. The voter's name and other required poll
record entries must immediately be enteret the sheet entitledsection II: Affidavits/Court Orders
(Appendix 4)

In aPRIMARY ELEON the Court Order must specify the party in which the person is
permitted to vote.

Your polling site should be provided with a table to be placed in an area where voters can
privately complete afEmergency Ballot or anAffidavit Ballot .

To maintain poper order and voter privacy, direone voter at a timeso he or she can privately
mark his or heaffidavit Ballot , fold it, and sal it in his or heAffidavit Envelope .

Guidelines for Voting by Affidavit Ballot

1. A voter's poll record magippear tobe "missing" from your set of records because the voter
actually is registered in a different district. If you believe this is the caliehe Board of
Electionsat82® mmp (2 FaOSNIFAY (KS @iged®egardond2 NNB O
it.

2. If more than one district votes in the same polling place, please check with the other
election districts within the same building to be sure that the voter gets to the correct
polling site within the building.

3. If the person appears to belong in your distriout his or her poll record imissing, he or
she may vote byffidavit Ballot or Court Order . Give the person thEotice to Voters
(Appendix 7 form and answer any questions from the voter.

If the person at your polling place claims to be registereghiother district, buthas moved
into your district, confirm this new addregsformationwith the Map providedin your
suppliesto make sure that the new addresddgated inyour election district If you are
sure the voter's address is in your distrithe voter may vote byffidavit Ballot . Proceed
with the next step in this process.

4. If the person decides to vote on affidavit Ballot , have the voter complete thaffidavit
Envelope, including all necessary information regarding the voter's quatifins. The voter
must check ONE of the three items in Section A. The voter must also complete Section B.
Any information left off theAffidavit Envelope will prevent the Board from counting the
ballot.

5. Make sure the voter signs the affidavit on thi davit Envelope and has filled out all

YSSRSR AYTF2NNIGAZ2YT gAGK2dzi A4 GKFG LISNER2YQ
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6. Provide the voter with a paper ballot. Instruct the voter to privatehg carefully read the
directions at the top of the ballotark the ballot fold it, and seal it in thaffidavit
Envelope.

7. Inspectors from both political parties must review th#fidavit Envelope for completeness.

8. Ask the voter to complete ¥oter Registration Form which, after completion, you will
return to the Board of Eldions in the poll bag.

9. After the voter has sealed th&ffidavit Envelope , an inspector must sigthe Affidavit
Envelope in the space providedBe sure that the county, town, ward, and district
information is completed on both théont and backof the Affidavit Envelope .

10. Enter the voter's name and addressli@ form Section I1: Affidavits/Court Orders

11. Place the sealedffidavit Envelope in the Large Manila Affidavit Ballot Envelope in the poll
bag containing your supplies for return to the Board.

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

A qualified voter may vote b&bsentee Ballot in ageneral, primary, or special election if he or
she is:

A Absent from the county on Electioraf,
A Confined by iliess or disability; or
A Injail for other than delony conviction.

You may find that some people will delividssentee Ballots directly to your polling site Any
Absentee Ballots delivered directly to you bgn individual who is not theoter should be jaced in the
Large Manila Affidavit Ballot Envelope and returned in the poll bag to theodrd ofHections.Do not
allow a voter to leave his or her owtbsentee Ballot at your poll site Such a voter must either vote on
the machine or deliver thabsentee Ballot to the Board of Elections.

Emergency Ballots

Some problems may arise that require usiirgergency Ballots . Should you find it necessary to
useEmergency Ballots , inform the Board of Electiorimmmediately and before you start using them

Emergency Ballots are usedwhen:

The voting machine breaks dowBmergency Ballots must be offered to any voter in the
event of a machine breakdown;
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or when:

Your election district has used its suppfyother paper ballotsor ifother paper ballothave

not been delivered in time for the opening of polls. Do not borrow ballots from another
district unless the Board of Elections tells you to. They may not be the same ballots as those
needed in your district.

Follow any specific procedures provided by the BadrBlections when dealing with a voting
system breakdownOnce you have shifted to usignergency Ballots, follow these steps:

1. Have the voter sign the poll record as usual, but write "EBie(gency Ballot) and a
sequential number (EB1, for example) instead of the ARTiMlic Counter Numbebesie
the voter's name in th@oll Book .

2. Give the voter afEmergency Ballot and awhite Emergency Ballot Envelope. Instruct him
or her to complete the ballot privatgland seal it in thevhite Emergency Ballot Envelope.
In aPRIMARY ELECTI@he ballots are colecoded to indicate political party enroliment.
Ensure thaprimary voters are given the correct ball@o not place any identifying marks
on the Emergency Ballot Envelope .

Your wlling site should be provided with a table to be set in an area wherers can
privately vote arEmergency Ballot or anAffidavit Ballot .

To maintain proper order and voter privadjrectone voter at a timeso he or she can
privately mark his or her ballot, fold it, and $éan his or her appropriat&€nvelope.

3. Place the sealeBnvelope in the Large Manila Emergency Ballot Envelope .

4. Leave the sealed envelopes in theage Manila Emergency Ballot Envelope until the polls
are closed. For canvassing procedures,tBeesection in Chapter 5 entitletClosing the
Polls and Canvassing the Lever Machine (AVM).Vote

BMD Ballots

After marking, eaclBallot -Marking Device Ballot is inserted by theeter into its own manila
BMD Ballot Envelope which is sealed by the voteFheEnvelope is markedBMD Ballot but is NOT
marked with any sequential number that could be used to identify the vdieeEnvelope is inserted
into a larger manil@MD Return Envelope which isreturned to the Board of Elections in the large
Manila) T OPAAOT 080 2A060T1T Al AllBMEABallots witl BefphoGesset byAhe Baakd of
Elections.
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Challenges

A voter's qualifications can be challenged at the polling sitenbyhspector, Poll Site Specialist,
Pollwatcher, or any registered voter who is properly voting at that polling site. Challenges can be made
for several reasons:

A the person's signature does not match the current registration signature;
A someone else usinpe same name has already voted;
A the person is believed not to reside at his or her registered address.

As anmspector, you must challenge any voter whom you know or suspect is not legally entitled
to vote in your district.

Challenges of Voters
Followthese steps in processing challenges:
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 theotice to Voters (Appendix J form explaining his dner
legal options.

4. Question the voter about his or her qualifications.

5. Administer thePreliminary Oath (Appendix 9to the voter. If the voter refuses to
answer questions or take the oath, he or she may not vote. Remind the voter that false
statements ae punishable as perjury.

Deciding the Challenge

If the Board of Inspectorgs indicatedy a tiedvote, is satisfied with the voter's answers to
these questions, the challenge is withdrawn and the individual is allowed to vote on the voting system in
the normal manner.To restateln the event of a tid vote, the individual is allowed to vote on the

voting system

If the Board of Inspectors decidésy majority vota e.g., 3 to Jthat the challenge is
warranted, the individual is not allowed to vote. However, if the voter still claims to be qualified, the
Board of Inspectors will administer tigaalification Oath (Appendix9) to be sure that the individual
understands the voting requirements and that he or she knows that, if a false statement is made on the
affidavit, he or she will be guilty of perjury. The challenged voter then is allowed to ndtewoting
system.
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for the person, issue him or her affidavit Ballot . If there is a poll record, the voter can use the voting
system to cashis or fervote.

Note that a voter who has been challenged is NOT required to provide identification to vote.

Special Situations
The following suggestions will help you provide assistance to voters. Remember that voters
who request assistance must be treatediwgenuine politeness and helpfulness:

1. If a voter asks for further instructions concerning the manner of voting after entering the
voting booth, but before closing the curtain, an Inspector from each political party may
enter the booth to provide those imgictions. The Inspectors should then allow the person
to vote alone as if he or she were unassistéihder no circumstances may an Inspector
enter a voting machine booth to give instructions after the voter has closed the curtain.

2. Whenever possiblenstruct the voter on how to use the machine before he or she enters
the voting booth. Use the sample ballot to explain the location of candidates' names or any
proposals on the ballot. This is especially important when the ballot is lengthy or when it
contains amendments or propositions.

3. Some voting machines can be adjusted to a lower level, allowing voters in wheelchairs to
reach the voting levers. If this feature is available on machines being used in your district,
contact the Board of Elections fassistance, or ask the voter if he or she would like to vote
on the Ballot Marking Device

Emergency Procedures for the Poll Site
Safetyq both yours and the votefx; must always be the first priority

In case of an emergency that interrupts votingta polling site, the Chairperson must:

1. Call the Board of Elections at 83815 to notify us of the emergency situation at your site
as soon as it is safe to do so.

2. After conferring with the Board of Elections, building personaedl, if necessary,
emergeancy services personnel, assess the situation and determine if it is possible to move
the voting system, signage, supplies, etc. to another room on the premises or to a nearby
site to permit voting to continue.

3. If you can safely relocate the voting equipmi@md materials to another suitable room, do
so. If you cannotonsider whether you can mowaper Ballots andBallot Envelopes , Poll
Books, Signage, supplies, etc. to the safe room/site so that voting can continue on an
emergency basis.
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4. IFTHE POLL SIWMBEJST BE VACATEDe Chairperson, working in conjunction with
emergency personnel, must make certain that everyone gets out safely.

If the site must be vacated but thereN©O IMMINENT DANGE®&personal safety, the
Chairperson should attempt to protedié integrity of the voting process and voting
materials as much as possible, by doing the following:

U Record the Public Counteuulhbers from the voting system or equipment.

U Gather and secure the follong: voter registratiorPoll Book and all voterAffida vit and
Emergency Ballots and place them inthéarge- AT ET A )T OPAAOTI 060 2A06001
Sheet Envelope.

U Placethdarge- ATEI A )T OPAAOT 060 2 AO0O0inthatustody Aflal U 3 EAA
bipartisan team of Election Inspectors.

U Closethevotingsystemd R2 2 NE | YR poss@uizNddrs Wik Se thdpgr St & =
evident seals or locks that are provided.

NOTE 5h bh¢ Llzi GKS @2GAy3 aeadsSy Ay GKS aLkrRtfta O
Commissioners dhe Board of Elections.

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 votadfidavit and Emergency Ballots be maintained
throughout the day so that it will be easy to determine if any paaming occurred after the evacuation of
the site.

If the site can safely be reopened, notify the Board of Electiamd a team of technicians will
be dispatched to determine if the voting system has been damaged, or if any tampering has occurred.
They wil also replenish supplies and will advise poll workers of any special instructions that might be
necessary due to the interruption.

The Board of Elections may provide you with additional instructions on emergency procedures.
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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 provide written and oral assistance to voters who spekl&raative
language. Although Columbia does not fall under thandate, ve doprovidethee | OAO6 O "EI 1T 1T £ 2
in Spanish.

Disability Etiquette

Sometimes you will be serving a voter who has a disability or uses a service animal. Remember
that it is your responsibility to serve these voters courteoushd do everything you can make their
voting experience as easy as possible. Here are some tips for assisting voters with disabilities:

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

U Know the accessible entranaestroom and other features in the building.

U Give undivided attention to a voter who has difficulty speakjiy2 y Q thimNdzér K

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

U Provide simple and eadg-follow instructions.

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

i 52y Qi akKz2dzi 2NJ 4Ll |1 Ay | @2GSNDa St N

U If you are having trouble being understood by a voter wittearing problem, write a note to
the voter.

U Greet a voter who is visually impaired by letting him or her know who and where you are. Offer
assistance. If accepted, guide by letting the voter take your arm.

U Provide a guiding device such as a ruler or éargdigning forms.
U Have paper and pen available.

Service animals are not pets. The Americans with Disabilities Act defines a service animal as any guide
dog, signal dog or other animal, not necessarily a dog, individually trained to provide assistance to
individual with a disability. Service animals perform some of the functions and tasks that individuals
with disabilities cannot perform for themselves.

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

U Address the peson, not the animal.
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U Do not pet the animal.

U LT GKS &ASNBAOS | yAYIFHfQa O0SKIFI@PA2NI A& RAA&NHLIAGS

the poll site.

U 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.

U Do not whistle or direct other noises to the animal; such noises maysbeding.

U ! 92AR l[dzSadAz2ya | o2dzi GKS AYRAQOARdZ f Qa RA&I 0Af

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

U If you do not like animals or are afraid of certain animals, it is appropriaé&dase yourself and
move away from the service animal.

Guidelines for Interacting with People with Disabilities

1. Be yourself. Treat people with disabilities with the same respect and consideration that you
have for everyone else. Treat the person asralividual not as a disabilityRelax: a in any
new situation, everyone will feel more comfortable if yool

2. Meeting someone. When you meet someone, extend your hand to shake if that is what you
normally do. A person who cannot shake hands will letkmmow. If you are meeting a blind
person, identify yourself. If you have met before, remind the person of the context; he or she

62y Qi KIF@S (GKS Gradat OdzSa G2 223 GKS YSY2NR O

3. Helping. Do not automatically give assistance; ask first if the person weaeifs Follow the
LISNBE2Yy Q& OdzSa FyR a1l AT @2dz FNB y20 ad:2NBo

Ly

2F aaradlyoSe LiQa (KS AYRAQGARIZE £ Q&3 OK2AO0S

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

LISNBR2Y G2 NBLISIFG AT &2dz R2y Qi dzyRSNARGFYR® 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 that they will feel uncomfortable. Include them as you would anyone
else; let it be their decision whether or not to participate.

6. Touching.Do not pat or touch a person with a disability unless there is a good reason (such as
sh&ing hands in greeting or if the person has requested assistance). However, you may gently
touch a deaf person to get his or her attention. Never push a wheelchair without permission. Do
y2i G2dz0K &2YS$2y,8roter @iics. 35 a pakis S KIKI ANS NE 2y Q&

Environments. Be sensitive about the setting. A noisy or dark environment or many people talking at
the same time might make it difficult for people with vision, speech, or hearing impairments to

Columbia County Board of Electio@stober 2009 25

Y 2



participate fully in a coversation. Be aware of clear paths of travel for people who use wheelchairs or
are blind. Describe goingm and surroundings (especially obstacles) to a blind person. A person with
chemical sensitivity may have a reaction to smoke, perfume, or otherdaxithe environment.

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

conversation, may not respond when you call or wave, or may say or do something that seems
inappropriate. The person may have a hiddentdisA f AGeé > &ddzOK | a f2¢ QGAaAA2YX
assumptions about the person or the disability.

People who use Wheelchairs or Have Mobility Impairmereople who use wheelchairs may have

different disabilities and varying abilities. Some can their arms and hands. Some can get out of their
wheelchairs and even walk for short distances. Make sure that there is a clear path of travel. When

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

G2GSNI AayQid a0dNXrAyAy3d (2 YIFI1S SesS O02yidl Ol sAlGK &2
Language Tips. Put the Person Fifstr @ G LISNB2Yy ¢6AGK RAAlI oA®Sayeé NI GKS
GLIS2LAE S 6AGK RAAI RAAA DX SRDENN & S NI KISE ik & §J @b S\
GKSSt OKI ANE 2 NJ @he Wi&&8dhar ks whaNsSnablsdh¢ Pedsén to get around and

LI NI AOALI GS Ay a2 OASkybuakein® surefiwhadvwdmdlo iise,yaskAvoyi2 G O2y T
2dzi RFGSR (SN¥ya fA]1ESKROEYRBOFBILISIRE G KNI 6 YN BILILIS2 LI S
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Voter Accessibility

In 2009, the Columbia County Board of Electigimiring 22 Poll Site Specialists to assist with
Ballot Marking Devices, with voters wishing to vote on them, and withgitellaccessibility issues.
These individuals will operate under the direction of the Board of Inspectors.

Aside from voting on a BM[2& voter may also request assistance from the Board of Inspectors,
as follows.

Providing Voter Assistance:

Any voter who states under oath that he or she requires assistance to vote may request help
from the Board of Inspectors. The voter may get hedpnf someone other than the Inspectors, but that
LISNE2Y OlFyy20G 0SS (KS O2AvadEas be &ssistid # Be®MNshe2 NJ dzy A2y | 3

U Cannot read or write;

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

0 Cannot see, even withyeglasses, the names on the ballot;

U Is physically disabled and cannot operate the voting system, or complete a paper ballot;

U Cannot enter the voting system without assistance from another person.
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If a voter requests assistance from the Board of Inspectake the following five steps:

1. Have the voter swear that he or she needs assistance. The Inspector will ask thé®tér: & 2 dz
az2ftSyyfte agSEFENI 2N FFFANY GKI G IlithkeSoteddnswerSyeSy tia @& 2 c
then he or she can receive @ssince.

2. Have the voter sign theoll Book; also, indicate iton Section IlI: Assistance Provided that he or
she received assistance.

3. Ifthere is no one else to assist the voter, one Inspector from each political party will be selected to
give the voterassistance. If the voter requests help from someone other than ardthsp
administer the requiredath to that individual (see AppendiX.9 Make sure that the person
providing assistance is not the voter's employer or union agent.

4. Theneeded assistthS aK2dzZ R 0S LINRPGARSR Ay | gl & OGKIFG GAf:
influence the vote. The person providing assistance should not observe how the person voted. If
you happen to notice how the person voted, tell no one.

5. Enter the name of the votehat received assistance, and the name and address of éhgop who
provided assistance nSection llI: Assistance Provided .

Special Situations

Here are some other suggestions that will help you provide voter assistance. Remember that
voters whorequest assistance must be treated with genuine politeness and helpfulness:

1. Under no circumstances may an Inspector enter a voting machine booth to give instructions
after the voter has closed the curtain.

2. Whenever possible, instruct the voter on how tceube system before hershe begins to vote.
Use theSample Ballot to explain the location of candidates' names or any proposals on the ballot.
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Chapter 5: Closing the Polls

Closing the Polls and Canvassing the Lever Machine (AVM) Vote
Closing the Polls

At exactly 9 pmthe Chairperson should announce that the polls are clgsind the doors
should be locked, if possible. Any person in line at that time, even if he or she is outside the doors, has
the right to vote. Only after the last persoasivoted can the poll closing procedures begin.

An inspector should stand at the end of the line of people in the polling place waiting to vote, so
that no one that has entered the polling place after 9:00 pm can be added to the line.

Once the polls h& closed, only authorized persons may remain in the polling area. Authorized
individuals include the Inspectors, Poll Site Specialists, Pollwatchedidates and other authorized
personssuch as media representatives

Canvassing the Vote

Once the plis have been closed, Inspectors must follow the steps in canvassing the vote. Please
follow the Voting System Instructionprovided forin Chapter ®f this manual and/or the instructions
given to you by the Board.

1. Lock the voting system to prevent furtheoting;

2. Signpage one of thestatement of Canvass, verifying the number of voters displayed on the
public counter, the number on the seal uk® lock the voting system, the number on the
protective counter, and that the voting system is closed anédd¢

3. Canvassthé S @S NJ Yioté€stsdeheSory
4. Cast and canvass &linergency Ballots (see below)
Canvassing Lever Voting Machine (AVM) Votes

The counting compartment of thievervotingmachinemust be opened in the presence of
Pollwatchers or anyone who is lawfullt§thin the polling place. Theh@irperson of the Board of
Inspectors then reads aloud the number of votes cast for each candidate and ballot proposal; an
Inspector from the opposingolitical party then repeats the numbers aloud for all to hear.

The votes are recorded in the appropriate spasethe Recanvass Statement on the line titled
G al OKA yl&y andrspe&ar other than then@irperson. An Inspector of the opposite party
observes this recording.
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Canvassing Emergency Ballots
Canvassing the Ballots

If there are ncEmergency Ballots at your polling site, proceed with the balance of your closing
responsibilities.

NOEmergency Ballots may be opened or counted before the polls close. Canvass the voting system
vote first. Absentee andAffidavit ballots are NEVER counted at the polling site.

If Emergency Ballots were used, a Ipartisan team of inspectors must use the following steps in
canvassing them:

A Before opening angmergency Envelopes, inspectors should count the total number of
Emergency Ballots cast.

A Two inspectors, one from each Ifiical party, should open th&nvelopes of the ballotsto be
canvassed and place tiBallots facedown on the tableEnvelopes should be placed tthe
side. Count the number dfallots and confirm that it matches the number Bfivelopes.

A One by one, aimspector should turn over thBallot . Inspectors from both parties should call
out the votes cast. Votes should be recorded by an inspector on the tally sheet and the total
entered on theStatement of Canvass and Recanvass Statement.

Objections to Emergency Ballot Counts

If any qualifiedroter (e.g., Pollwatchebjects to the counting of angmergency Ballot, the
Board of Inspectors must rule upon the objection before processing any more ballots. The name and
address of the challenger and the nature of the objection should be noteti®envelope and the
sheet entitledSection I: Challenges (Appendix 4)

Report: Challenges, etc.
Completing Sections I, I, and Il

Upon the closing of polls, the Board of Inspectors naasifirm thatSections | (Challenges), Il
(Affidavit Ballots/Court O rders) ,andlll (Assistance Provided) have been ompleted.

The form calledReport: Challenges, Affidavit Ballots/Court Orders, Assistance Provided must
be completed and signed by all four Inspectdiisese sections and theport arethen secured in the
largeManila) T OPAAOT 06 O 2 A OO érivelopd té be4efurnedito theeBoArd of Elections.

Returning the Canvass
Call your results in to the Board of Electignssing the phone humber that has been provided
your Election District. Read the numbedhat have been entered on thRecanvass Statement.

TheStatement of Canvass, detailing the total number of votg®AVM andEmergency) cast for
each office, the total for each candidate (as shown on the machine cophigiany orEmergency
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Ballots ), andthe number ofwrite -In Votes must then be completed. This document must be signed by
eachInspectofe y LJ 3S 2y S 64! FGSNI GKS tAypapgers uséddndalyihg 0 | YR
votes and any printed recongroduced by the voting systeshould be attachedAll four Inspectors

must sign the first page of th&tatement of Canvass6 ¢ ! FGSNJ G KS t2fta /f2aSReé0=Z
Statement of Canvass, and theRecanvass Statement.

Place thestatement of Canvass, the Recanvass Statement, the Poll List (and theChallenge List
if any),the large manila&8MD Ballot Envelope, and theVouchers Envelope in the largeManila
)T OPAAOT 06 O 2 A OO earivelopd. PlaceAfidalitUBalis AnklBmergency Ballots in their
properEnvelopes. Place allalong with all other supplies, in the poll bag for rettorthe Board of
Elections.

Reminder Checklist and Final Notes
Reminder Checklist

Beforepacking up the poll bag and befdesaving the polling site, be sure you have:

V  Phonedin vote counts to a specified number at the Board of Elections.

V Correctly filed out all documentsincludingSections |, 1l, andIll and theReport concerning
them.

V Correctly dated all poll records.

V Signedall four inspectors)he Statement of Canvassin three places (twice on the first page and
once on thdast page).

V Signed (all four inspectors) tiecanvass Statement.

V Secured all notes writtethroughout the day concerning Electiompevents, situations,
breakdowns, etc.

V C2fft26SR (KS . 21 NR 2r&urrtng AR Buppligsyttiass Fladgyeta. infidzO G A 2 v &
poll bag.

V Signed thePay Vouchers and enclosed them in the maniéuchers Envelope.

Final Notes

The results that your Chairperson phones in at the end of the night are VERY imgd@ant.
AyallSOid2N Oy tS+@S GKS 12ffAy3a aAGS dzyGAf &2dzNJ a
Pkase be patient, as many otherspectors are calling it the same time. The Board will do its best to
process calls so that yours can be taken.

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

Thank you again, for choosing to be an important part of the electoral procés=samyork
State. Your dedication and sense of community service are appreciated, and we wish you good luck as
you serveColumbia Gunty as a Certified Election Inspector!
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Chapter 6: Voting Systems? AVM (Lever/Automatic Voting Machine)

The Key Envelope
You will receive aealedKey Envelope containing theKeys for the AVMvotingmachines The
following information wil appear on the outside of thigey Envelope:

A The electiordistrict number and location of the polling place;
A The number on the machinetsitside seal; and

A The number on the mzhine's Protective @inter. (This number is cumulative awil
be greater than zero.)

Do the numbers match?

Before opening th&ey Envelope, all Inspectors must make sure that the numbers thapear
on the outsideof the Key Envelope match the respective numbers on the outside of the machine,
including the seal number, the Protective Counter Number, and the Public Countdred. If the
numbers do not match, contact the BoatdMEDIATELYDo not permit any voting until you receive
direction from the Board.

If the numbers match, open the doors at the rear of the machine and check to ensure that ALL
counters inside are set at zero. Please consultvbgng System Instructionfor detais. (Your
custodian may assist in opening [and closing] the machine.)

Open the door of the paper roll compartment, at the top of the machine. Make sure that the
lower paper roll is marked, signed and dated. Sometimes a sticker is used for this pufgbeee is no
sticker or other marking, draw a line the full length of the lower roll. Two inspectors should date and
sign that line.

In places where a different type of machine is used, the Board of Elections will supply
instructions for setting itip.

Locate the "Before the Polls Opsnli section on theStatement of Canvassform. Fill in the
blanks and have all Inspectors sign the certification at the bottom of the page.

Counter Problems

If any counter (except the Protectivethter) on the macime does not register zerindicate
the number on theStatement of CanvassA Y G KS a. ST2 NB ({ K e origifiafnémbér LISy SR €
on the counter will be subtracted from the number you record for that counter at the end of the night,
and will be veified by the Board of Elections to determine an actual vote count.
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Check to make sure that the face of the machine is correctly labeled, making sure that all
candidates' names and propositions appén the same place as on tisample Ballot provided toyou
with your other supplies.

If there is any difference between ttgample Ballot and the machine, immediately notify the
Board of Elections.

During the entire process of setting up the machine, make sure that candidates, both parties,
and anyPollwatchers present at your site are allowed to view the steps involved.
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Chapter 7: Appendices

Appendix 1: Affidavit Ballot Envelope
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