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Chapter 1:  Introduction  

A Message to Inspectors 
 As an Election Inspector, you play an essential role in the process that enables citizens to 

exercise their constitutional right to vote. The impression that you leave with voters influences their 

view of the election system.  We trust that you, as a representative of the Columbia County Board of 

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

fairness and effectiveness of the election process. 

 This handbook, the Board of Elections' training course, and the other aids supplied to you will 

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

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

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

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

you will know that the voters of your election district have been well-served.  On their behalf, and on 

ōŜƘŀƭŦ ƻŦ ŀƭƭ ƻŦ ƻǳǊ ŎƻǳƴǘȅΩǎ ŎƛǘƛȊŜƴǎΣ ǿŜ ǘƘŀƴƪ ȅƻǳ ŦƻǊ ȅƻǳǊ ǎŜǊǾƛŎŜΦ 

How to Use Your Instruction Manual  and Reference Materials  
 The Poll Worker Instructional Manual and Reference Materials are prepared for you by the New 

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

information on your responsibilities as an Election Inspector.  You will find it a helpful supplement to 

what you learn at training sessions.  After your training sessions τ but before Election Day τ try to 

review the take-home materials and any available on-line instructional materials that the Board of 

Elections offers, to "brush up" on the procedures you will be expected to know. 

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

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

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

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

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

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

the materials provided for your use, always call the Board of Elections at 828-3115 for help.  
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Chapter 2:  Responsibilities and Qualifications  

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

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

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

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

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

need it, and follow the instructions of your Chairperson and the Board of Elections.  

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

public. 

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

often change, and training sessions will give you all the information you need to do your job well. If you 

are well prepared with up-to-date knowledge, you will feel more comfortable and confident on Election 

Day. 

Inspector Duties and Qualifications  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Inspector's Overall Duties   

Inspectors should be familiar with: 

ü Voter qualifications; 

ü Registration procedures; 

ü Enrollment procedures; 

ü Accessibility procedures;  

ü Various ballots and special voting 

procedures; 

ü How to operate the voting system; 

ü Casting ballots; 

ü Procedures for challenging votes; and 

ü Canvassing vote results. 

Inspector's Qualifications  

To serve as an Inspector, you: 

ü Must be a registered voter and a 

resident of Columbia County; 

ü Cannot hold any public elective office or 

be a candidate for public office or party 

position to be voted on by voters of the 

district in which you will work; 

ü May not be the spouse, parent or child 

of a candidate running for office in the 

district in which you will work; 

ü Must be able to clearly speak, read, and 

write the English language; 

ü Must be certified as an Inspector by the 

Columbia County Board of Elections 

after attending an official training class 

and by passing a written test. 
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Inspector Responsibilities  

Qualifications   

 In each election district in Columbia County, town chairs or the Board of Elections will appoint 

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

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

for one year. 

Oath of Office 

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

to fill in for an Inspector who is unable to work, sign and return the Alternate Inspector Oath  to the 

Board of Elections with your other supplies.  You will find the Alternate 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 given after the training class, which you must pass in order to 

become a certified Election Inspector. 

Special Ballots for Inspectors  

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

may vote by Absentee Ballot .  Please contact the Board of Elections for an Absentee Ballot Application  

and deadlines for submission. 

Compensation 

 Inspectors are responsible only to the Board of Elections, and you are paid for working on 

Election Day and for attending required training sessions, including your annual certification class. The 

amount you are paid is set by the Board of Elections and by the Columbia County Board of Supervisors. If 

you are chosen to be a Chairperson in your district, you will be paid an additional amount, to reflect 

your additional duties. 

NOTE: If you are unable to work on Election Day, please contact the Board of Elections as far in advance 

as possible, so we can appoint someone to work for you. 
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Chairperson Responsibilities  

The Board of Inspectors and Chairper son  

 The four Inspectors 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 maintained at your polling site.  On Election Day, the Board of Inspectors is the 

only on-site 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 for the election.  If 

the Board of Inspectors cannot agree on a Chairperson, you can draw names for the position. 

Duties of the Chairperson  

 The chairperson is a team leader who supervises Election Day activities.  Specific duties include: 

ü Accounting for and distributing all of tƘŜ ŘŀȅΩǎ ŜƭŜŎǘƛƻƴ ǎǳǇǇƭƛŜǎΤ 

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

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

ü Announcing vote results to the public during the machine canvass; 

ü Making sure Pay Vouchers are signed; 

ü Reporting (phoning in) the results to the Board of Elections immediately after the canvass 

has been completed; and 

ü Returning all supplies to the Board 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 these jobs are spelled out in state election law; for example, two 

Inspectors from different political parties are designated to handle the Poll Book , and to compare 

Election Day signatures made by voters to the preprinted signatures appearing in the Poll Book .  Duties 

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

rotating duties, new inspectors can be teamed with experienced ones, to give them guidance and on-

the-job instruction. 

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

not by the Chairperson alone.  If one member is absent, the remaining members may vote on an issue as 

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

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

challenged voter does not represent a majority and therefore will not prevent that person from 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 Board 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 the Statement of Canvass, the Recanvass 

Statement, Sections I, II, III , and the Report  that covers them, and 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, according to election law, call your local police 

or the Columbia County Sheriff at 828-0601. These officials are required by law to help you. Also notify 

the Board of Elections at 828-3115 if you should do so. 

Poll Clerks and Poll Site Specialists  

 State election law recognizes that some election districts require more work than four 

Inspectors can handle. The law provides for the hiring of Poll Clerks, who are required to have the same 

qualifications as Inspectors. They must attend a training class and pass the same test as Inspectors.  Poll 

Clerks can 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 challenges, handling ballots, reading results from the machine, 

etc. 

 In 2009, Columbia County is hiring 22 Poll Site Specialists (approximately one for every two poll 

sites) from the two major parties to assist with the ballot-marking devices (BMDs) and to ensure that 

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 each poll site. Like Poll Clerks, they may not perform jobs reserved 

for Election Inspectors, as listed above. Since each Poll Site Specialist will represent only one party, an 

Inspector from the other party should assist, pay attention to, or look on when the Poll Site Specialist is 

working with a voter. 
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Chapter 3:  Opening the Polls  

Pollwatchers  
 In a PRIMARY ELECTION, any two or more candidates and any party committee may have a 

maximum of three Pollwatchers at an election district site at any time.   

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

on the ballot may have up to three Pollwatchers at an election district site. 

Pollwatchers are entitled to: 

1. Be present at the polls from 15 minutes before opening and may stay until after the signing of 

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

2. View the unlocking of the voting 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 otherwise interfere with the duties of Inspectors.  ¢Ƙƛǎ ǘȅǇŜ ƻŦ άƘŜƭǇέ ƛǎ ǎǘǊƛŎǘƭȅ ǇǊƻƘƛōƛǘŜŘΦ 

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

at any time.   

Pollwatcher Certification  

 All Pollwatchers must have a 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 

candidates. On Election Day, the Pollwatcher Certificate  must be given to the Inspectors of the election 

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

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

Elections in the poll bags. 

 Pollwatchers must be qualified voters in the county in which they serve (except in New York 

City, where they may serve at any election district in the city). 
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Opening the Polls  

Polling Hours  

 Voting hours differ between general and primary elections.  In a GENERAL election, all polls in 

New York State are open from 6:00 a.m. to 9:00 p.m.  The starting time in a PRIMARY election differs 

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

noon until 9:00 p.m. 

Preparing  to Open the Polls  

 All Inspectors and Poll Site Specialists must arrive at the polling site at least 30 minutes before 

the polls are scheduled to open so that you can accomplish the tasks necessary to open on time. In the 

City of Hudson, Poll Inspectors and Poll Site Specialists must arrive one hour before the polls are 

scheduled to open. You MAY NOT open the polls until opening time AND until at least one Inspector 

from each political party has arrived.  If the building is locked when you arrive, immediately contact the 

Board of Elections at 828-3115. 

 The Board of Inspectors must immediately choose a Chairperson.  If an Inspector is absent or 

has called in sick, call the Board of Elections so we can send a substitute Inspector.  If a substitute cannot 

be found, any registered voter of the same political party as the absent Inspector may work as an 

Inspector.  If you find a voter willing to serve, swear in the replacement worker using the Alternate 

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 voting system together before opening the polls. 

 The Board of Elections will either get supplies to you just before Election Day, or arrange to have 

supplies delivered to the polling site by one-half hour before the polls are scheduled to open.  If the 

supplies are not at the site by that time, contact the Board of Elections at 828-3115. 

 The Board will provide you with complete instructions on how to unpack, set up and operate the 

voting system that you will use at your polling site.  Please follow the voting system instructions 

provided for in Chapter 6 of this manual. 

Checking Supplies 

 Each polling place has its own poll bag with the supplies you need for a smooth Election Day. 

Check that you have received the correct poll bag with the correct Poll List  and Poll Book  for your 

district. Verify the numbers on the machine Key Envelope against your voting machine. Then take an 

inventory of the materials to be sure that you have Affidavit Ballots  and Affidavit E nvelopes , the 

VÏÔÅÒȭÓ "ÉÌÌ ÏÆ 2ÉÇÈÔÓ (Appendix 8, which you will have also in Spanish), notices to persons whose poll 

records are missing (Notice to Voters , Appendix 7), Emergency Ballots  and Emergency Ballot 

Envelopes, and other supplies.  Be sure that the paper ballots you 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 be visible to the 

Inspectors and Pollwatchers. 

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

been defaced or tampered with. The Inspector also should check to ensure that a pen or a sharpened 

pencil remains within the voting booth. 

Other Arrangements of the Polling Area   

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

following nine steps to prepare your polling site for voting: 

1. Display the American Flag .  When the Flag of the United States is displayed in a manner other 

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

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

uppermost and to the &ÌÁÇȭÓ ǊƛƎƘǘ όǘƘŜ ƻōǎŜǊǾŜǊΩǎ ƭŜŦǘύΦ 

2. Post the Sample Ballots , the 6ÏÔÅÒȭÓ "ÉÌÌ ÏÆ 2ÉÇÈÔÓ, and any other instructional material provided 

to you outside the voting machine area so it can be easily seen by voters before they vote. 

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

No campaigning (sometimes called electioneering) is allowed within this 100-foot area.  Political 

posters, shirts, hats, buttons, banners, or signs in this area are not allowed. 

4. Form a guardrail, if possible, to mark out the voting area. If guardrails 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 allowed inside the guardrail or otherwise-designated voting area 

except for Inspectors, Poll Site Specialists, Voters, Pollwatchers, and other authorized persons. 

5. Inspectors and Poll Site Specialists should be wearing proper Identification Badges . 

6. Arrange a table, seating, and privacy screen for voters to use when voting by Affidavit Ballot  or 

Emergency Ballot .  Leave space so a wheelchair can be accommodated at this table. 

7. If possible, set up the InspectorsΩ table inside the guardrail.  Paper Ballots  and other supplies 

should be kept in a secure place in view of the Inspectors but not accessible to the public. Take 

out only what you need from the poll bag to help keep control of the various materials.  



Columbia County Board of Elections: October 2009 12 

8. Please refer to (the Chairperson should sign) the supply checklist in your poll bag for guidance. 

Confirm that you have Sections I, II, and III , as well as a one-page document for ƛƴǎǇŜŎǘƻǊǎΩ 

signatures entitled Report:  Sections I, II, and III : 

Å Section I: Challenges lists the name and address of any voter who was challenged.  

Å Section II: Affidavit Ballots/Court Orders  provides the name and address of each 

person who voted by Affidavit  or pursuant to a Court Order .  

Å Section III: Assistance Provided  lists the name and address of any voter who received 

assistance and 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 counters are set at 000. If they are not, record any 

discrepancies on the Statement of Canvass ƛƴ ǘƘŜ ά.ŜŦƻǊŜ ǘƘŜ tƻƭƭǎ hǇŜƴŜŘέ ǎŜŎǘƛƻƴΦ 

 On the Statement of Canvass, record the numbers for the voting machine, the seal, and the 

ǇǊƻǘŜŎǘƛǾŜ ŀƴŘ ǇǳōƭƛŎ ŎƻǳƴǘŜǊǎΦ !ƭƭ ŦƻǳǊ ƛƴǎǇŜŎǘƻǊǎ Ƴǳǎǘ ǎƛƎƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ά.ŜŦƻǊŜ ǘƘŜ tƻƭƭǎ 

hǇŜƴŜŘέ ǎŜŎǘƛƻƴΦ  

 Unlock the machine, using the #2 key, and cut the seal on the entrance button.
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Chapter 4:  Procedures  

Election Day Procedures  

One Inspector to  Oversee the AVM (Lever Machine) 

 One of the four Inspectors will be stationed at the AVM. This Inspector should push the Entrance 

Button immediately before a  voter who has been properly signed 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 machine. The Entrance Button must NOT be pushed upon a 

ǾƻǘŜǊΩǎ ŜȄƛǘΦ 

 In a PRIMARY ELECTION, this Inspector will set the Primary Lever to the appropriate party 

before pressing the Entrance Button. 

Verifying Voter Qualifications  

 ¢ǿƻ LƴǎǇŜŎǘƻǊǎΣ ƻƴŜ ŦǊƻƳ ŜŀŎƘ ǇƻƭƛǘƛŎŀƭ ǇŀǊǘȅΣ ǎƘƻǳƭŘ Ƨƻƛƴǘƭȅ ǎǳǇŜǊǾƛǎŜ ǾŜǊƛŦȅƛƴƎ ŜŀŎƘ ǾƻǘŜǊΩǎ 

registration at the polling place.  When a person approaches the Inspectors' table to vote, complete the 

following ten steps: 

1. Greet the voter. 

2. !ǎƪ ŦƻǊ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ŀƴŘ ǊŜǎƛŘŜƴŎŜ ŀŘŘǊŜǎǎΦ  ¸ƻǳ ǎƘƻǳƭŘ ƭƻǳŘƭȅ ŀƴŘ ŘƛǎǘƛƴŎǘƭȅ ǊŜǇŜŀǘ ǘƘŜ 

person's name and address so that Pollwatchers can hear.  

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

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

poll bag at the end of the nƛƎƘǘΦύ aŀƪŜ ŀ ŎƘŜŎƪ ƴŜȄǘ ǘƻ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜΦ 5ƛǊŜŎǘ ǘƘŜ ǾƻǘŜǊ ǘƻ ǘƘŜ 

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

άŘƛƎƛǘƛȊŜŘ ǎƛƎƴŀǘǳǊŜǎϦ ŀƴŘ ƛƳǇƻǊǘŀƴǘ ǊŜƎƛǎǘǊŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴΦ   

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

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

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

within your election district, that person may vote on the voting system. Please use the Map 

provided in your supplies to determine if the voter is in the correct district. Note the new 

address on the sheet entitled Section I: Challenges. LŦ ȅƻǳ ŀǊŜ ƴƻǘ ǎǳǊŜ ǘƘŜ ǾƻǘŜǊΩǎ ƴŜǿ ŀŘŘǊŜǎǎ 

is still in your district, call the Board of Elections at 828-3115. 

 LŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ IS NOT on your Poll List  (and in your Poll Book ), check the Map to be sure 

the voter indeed belongs in your 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 correct polling siteΦ  LŦ ǘƘŜ ǾƻǘŜǊΩǎ ŀŘŘǊŜǎǎ ƛǎ ƛƴ ȅƻǳǊ ŘƛǎǘǊƛŎǘΣ ǇǊƻŎŜŜŘ ǘƻ 

άDǳƛŘŜƭƛƴŜǎ ŦƻǊ ±ƻǘƛƴƎ ōȅ !ŦŦƛŘŀǾƛǘ .ŀƭƭƻǘΣέ ǳƴŘŜǊ ά¢ȅǇŜǎ ƻŦ .ŀƭƭƻǘǎΦέ LŦ ǘƘŜ ǾƻǘŜǊΩǎ ŀŘŘǊŜǎǎ ƛǎ ƴƻǘ 



Columbia County Board of Elections: October 2009 14 

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 polling site that he or she should go to in order 

to vote. 

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

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

some cases another voter, believes for some reason (generally an address question) is not 

eligible to vote. If the voter is on a Challenge List, ask the voter to swear that s/he does reside 

at such address (or does otherwise qualify to vote, as may be appropriate), and then provide the 

voter an Affidavit Ballot , as above. 

 In either event, give the voter a Registration Form  to complete with the new address and ask 

him or her to return it to you before leaving the polls. You should return it to the Board in your 

poll bag. 

 Name Changes:  If a voter has changed his or her name since last voting or since registering, the 

voter can still vote at this time as long as he or she still resides at the same address in your 

district.  Have the voter sign his or her name as it appears in your Poll Book , and just above it, 

sign his or her new name. Note this name change in the appropriate place on the sheet entitled 

Section I: Challenges (Appendix 4). Give the voter a Registration For m to complete with the 

new name and signature; return it to the Board in your poll bag. 

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

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

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

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

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

ά!ŎŎŜǇǘŀōƭŜ CƻǊƳǎ ƻŦ Voter Identificationέ) and they MUST include either photo ID or an 

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

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

vote via Affidavit Ballot . 

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

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

INFORMATION όǎŜŜ ά±ƻǘŜǊ LŘŜƴǘƛŦƛŎŀǘƛƻƴΣέ ōŜƭƻǿύ above the Signature Box .  CƻǊ ŀ ŘǊƛǾŜǊΩǎ 

ƭƛŎŜƴǎŜ όbh¢9Υ ŀ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ǘƘŀǘ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ ŀ ǇƘƻǘƻ ƛǎ ƴƻǘ ǎǳŦŦƛŎƛŜƴǘ ƛŘŜƴǘƛŦƛŎŀǘƛƻƴ ǘƻ 

allow the voter to sign the Poll Book  or vote on the machine), 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, wriǘŜ ƛƴ άhǘƘŜǊ L5Φέ ²ƘƛƭŜ ŀ ƴƻƴ-ǇƘƻǘƻ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ŀƴŘ ŀ {ƻŎƛŀƭ {ŜŎǳǊƛǘȅ 

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 likely will 

enable the voter to vote on the machine in future elections. 
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6. Turn the Poll Book  to face the voter. Do not allow the voter to view the pre-printed signature 

before signing. While covering up the pre-printed signature, have the voter sign in the 

appropriate square. Compare this signature to the original, pre-printed signature.  Any Inspector 

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

άChallengesέ).   

7. If the signatures match, and if the voter is voting on the lever voting machine (the AVM), enter 

the next available sequential voter number ƻƴ ǘƘŜ ƭƛƴŜ ƴŜȄǘ ǘƻ άt/bέ όtǳōƭƛŎ /ƻǳƴǘŜǊ bǳƳōŜǊύ 

and sign your initials ƻƴ ǘƘŜ ƭƛƴŜ ƴŜȄǘ ǘƻ άLƴǎǇŜŎǘƻǊ.έ If the voter prefers to vote on the Ballot 

aŀǊƪƛƴƎ 5ŜǾƛŎŜΣ ŎǊƻǎǎ ƻǳǘ άt/bέ ŀƴŘ ǿǊƛǘŜ ƛƴǎǘŜŀŘ ά.a5Σέ ŜƴǘŜǊ ŀ ǎŜǉǳŜƴǘƛŀƭ ƴǳƳōŜǊΣ ŀƴŘ ǎƛƎƴ 

ȅƻǳǊ ƛƴƛǘƛŀƭǎ ƻƴ ǘƘŜ ƭƛƴŜ ƴŜȄǘ ǘƻ άLƴǎǇŜŎǘƻǊΦέ If the voter claims to be physically unable to sign, 

enter the words "Unable to Sign" on the signature line of the record.  Two Inspectors should 

initial this entry. Direct the voter to the appropriate machine.  Lƴ ǘƘŜ ŎŀǎŜ ƻŦ ǘƘŜ !±aΣ ǎŜŜ άhne 

Inspector to Oversee the AVMέ at the beginning of this chapter. 

8. In a PRIMARY ELECTION, a person can vote ONLY in the party in which he or she is enrolled, or 

as provided by party rules. If the voter is qualified, give to him or her the appropriate colored 

Primary Card to match his or her party enrollment.  The Inspector or Poll Site Specialist at the 

voting system then takes the Primary 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 (Independence), grey 

(Conservative), and tan (Working Families). 

NOTE: If someone votes in the WRONG PARTY, notify the Board of Elections AT ONCE, and 

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

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

Accessibilityέ όChapter 4). A voter who has completed voting and has exited the voting machine 

may not re-enter 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 of identification that may be accepted at the polling place to enable voting on a machine 

must be from either of the two categories that follow: 

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

Examples include but are not limited to: 

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

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

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

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

Examples include but are not limited to: 

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

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

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

government or military paycheck, or paycheck stub 

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

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

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

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

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

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

state law; government homeless shelter ID cards 

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

vote on the machine. Provide the individual with the Notice to Voters  statement (Appendix 5) and 

proceed to the section ŎŀƭƭŜŘ άDǳƛŘŜƭƛƴŜǎ ŦƻǊ ±ƻǘƛƴƎ ōȅ !ŦŦƛŘŀǾƛǘ .ŀƭƭƻǘΣέ ōŜƭƻǿΣ ǳƴŘŜǊ ά¢ȅǇŜǎ ƻŦ .ŀƭƭƻǘǎΦέ   

Types of Ballots  
 As an Inspector, you will have to familiarize yourself with how to process several different kinds 

of ballots, including Write -In Votes, Affidavit Ballots , ballots cast by Court Order , Absentee Ballots , 

Emergency Ballots , and BMD Ballots .  All paper ballots must be handled with the same secrecy and 

safeguards from tampering that are provided by machine voting. 

Write -in Votes  

 A voter may cast a Write -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 have been cast on the official ballot will not 

be counted. 

 The official ballot on the voting machines or on the paper ballot contains a space or spaces 

specifically reserved for Write -In Votes.  Be sure to check periodically to make sure that a pen or pencil 

is available in the AVM. For AVM Write -In Votes, please follow the Voting System Instructions provided 

in Chapter 6 of this manual and the following instructions. Also see Appendix 6, άHow to Write In a 

Vote.έ 
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 Below are the steps to follow when casting Write -In Votes on the lever (AVM) machines.  

(Write -In Votes can also be cast on the Ballot Marking Device.) 

1. Locate the write-in slots across the top of the machine face, one above each column of 

candidate names. 

2. Open the slot for the appropriate office column (the column number that corresponds to 

the column number of the office being voted on) by pushing the cover upward (the slots will 

open only after the curtain has been closed by pulling the red handle). THE VOTER SHOULD 

NOT OPEN THE SLOT UNTIL PR9t!w95 ¢h ²wL¢9 ¢I9 /!b5L5!¢9Ω{ b!a9Φ If the door 

should drop shut, the voter will be unable to reopen it. 

3. Write in the name of the candidate.  The voter may write in a vote for any office on the 

ballot.  However, once a write-in slot has been opened, the voter CANNOT vote by lever for 

any candidate listed in that same numbered column. Also, once the write-in door drops 

down, the voter WILL NOT be able to reopen it. 

4. It is not necessary to close a write-in slot; it will close automatically when the red handle 

opens the curtain. 

 If a voter requests help in casting a Write -In Vote  before the curtain is closed, two Inspectors τ 

one from each political party τ may accompany the voter inside the booth to instruct him or her.  

However, the Inspectors must leave the booth before the person closes the curtain to vote. 

Affidavit Ballot or Court Order:  

 An Affidavit Ballot  is a special paper ballot which, once voted, goes into a special Affidavit 

Envelope that must be accurately and completely filled out by the voter and then by the Chairperson. 

Affidavit Ballots  may be used by any voter whose poll record is missing and who claims to be a 

registered voter in your election district.  They can also be used by voters who need to present 

identification at the polling site but do not.  

 Affidavit Ballots  may also be used when a voter in a PRIMARY claims to be enrolled in a political 

party other than the one indicated on the Poll Book , or when a person is already registered in the 

county but has recently moved into your district. 

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

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

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

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

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

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

to the Board of Elections where the Board will provide further information. 
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 If the voter does obtain a Court Order , and presents it at your polling place, follow the 

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

on the voting machine.  Have the person sign his or her name at the top of the first page of the Court 

Order , and enter the voter's serial number, if it is available.  The voter's name and other required poll 

record entries must immediately be entered on the sheet entitled Section II: Affidavits/Court Orders 

(Appendix 4). 

 In a PRIMARY ELECTION, 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 an Emergency Ballot  or an Affidavit Ballot .  

 To maintain proper order and voter privacy, direct one voter at a time so he or she can privately 

mark his or her Affidavit Ballot , fold it, and seal it in his or her Affidavit Envelope . 

Guidelines for Voting by Affidavit Ballot  

1. A voter's poll record may appear to be "missing" from your set of records because the voter 

actually is registered in a different district.   If you believe this is the case, call the Board of 

Elections at 828-оммр ǘƻ ŀǎŎŜǊǘŀƛƴ ǘƘŜ ǾƻǘŜǊΩǎ ŎƻǊǊŜŎǘ Ǉƻƭƭ ǎƛǘŜ ŀƴŘ ǘƘŜƴ direct the person to 

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 district, but his or her poll record is missing, he or 

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

(Appendix 7) form and answer any questions from the voter. 

If the person at your polling place claims to be registered in another district, but has moved 

into your district, confirm this new address information with the Map provided in your 

supplies  to make sure that the new address is located in your election district. If you are 

sure the voter's address is in your district, the voter may vote by Affidavit Ballot . Proceed 

with the next step in this process.   

4. If the person decides to vote on an Affidavit Ballot , have the voter complete the Affidavit 

Envelope, including all necessary information regarding the voter's qualifications.  The voter 

must check ONE of the three items in Section A. The voter must also complete Section B. 

Any information left off the Affidavit Envelope  will prevent the Board from counting the 

ballot. 

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

ƴŜŜŘŜŘ ƛƴŦƻǊƳŀǘƛƻƴΤ ǿƛǘƘƻǳǘ ƛǘΣ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ǾƻǘŜ ǿƛƭƭ ƴƻǘ ōŜ ŎƻǳƴǘŜŘΦ 
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6. Provide the voter with a paper ballot. Instruct the voter to privately and carefully read the 

directions at the top of the ballot, mark the ballot, fold it, and seal it in the Affidavit 

Envelope.  

7. Inspectors from both political parties must review the Affidavit Envelope for completeness.  

8. Ask the voter to complete a Voter Registration Form  which, after completion, you will 

return to the Board of Elections in the poll bag. 

9. After the voter has sealed the Affidavit Envelope , an inspector must sign the Affidavit 

Envelope in the space provided.  Be sure that the county, town, ward, and district 

information is completed on both the front and back of the Affidavit Envelope .  

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

11. Place the sealed Affidavit 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 by Absentee Ballot  in a general, primary, or special election if he or 

she is: 

Å Absent from the county on Election Day; 

Å Confined by illness or disability; or 

Å In jail for other than a felony conviction. 

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

Absentee Ballots  delivered directly to you by an individual who is not the voter should be placed in the 

Large Manila  Affidavit Ballot Envelope  and returned in the poll bag to the Board of Elections. Do not 

allow a voter to leave his or her own Absentee Ballot  at your poll site. Such a voter must either vote on 

the machine or deliver the Absentee Ballot  to the Board of Elections. 

Emergency Ballots 

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

use Emergency Ballots , inform the Board of Elections immediately and before you start using them. 

Emergency Ballots  are used when: 

The voting machine breaks down.  Emergency 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 supply of other paper ballots, or if other paper ballots have 

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 Board of Elections when dealing with a voting 

system breakdown.  Once you have shifted to using Emergency Ballots , follow these steps: 

1. Have the voter sign the poll record as usual, but write "EB" (Emergency Ballot ) and a 

sequential number (EB1, for example) instead of the PCN (Public Counter Number) beside 

the voter's name in the Poll Book . 

2. Give the voter an Emergency Ballot  and a white Emergency Ballot  Envelope .  Instruct him 

or her to complete the ballot privately and seal it in the white Emergency Ballot  Envelope. 

In a PRIMARY ELECTION, the ballots are color-coded to indicate political party enrollment. 

Ensure that primary voters are given the correct ballot. Do not place any identifying marks 

on the Emergency Ballot Envelope . 

Your polling site should be provided with a table to be set in an area where voters can 

privately vote an Emergency Ballot  or an Affidavit Ballot .  

To maintain proper order and voter privacy, direct one voter at a time so he or she can 

privately mark his or her ballot, fold it, and seal it in his or her appropriate Envelope. 

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

4. Leave the sealed envelopes in the Large Manila  Emergency Ballot Envelope  until the polls 

are closed.  For canvassing procedures, see the section in Chapter 5 entitled "Closing the 

Polls and Canvassing the Lever Machine (AVM) Vote." 

BMD Ballots 

 After marking, each Ballot -Marking Device Ballot  is inserted by the voter into its own manila 

BMD Ballot Envelope  which is sealed by the voter. The Envelope  is marked BMD Ballot  but is NOT 

marked with any sequential number that could be used to identify the voter. The Envelope is inserted 

into a larger manila BMD Return Envelope  which is returned to the Board of Elections in the large 

Manila  )ÎÓÐÅÃÔÏÒȭÓ 2ÅÔÕÒÎ ÁÎÄ 4ÁÌÌÙ 3ÈÅÅÔ %ÎÖÅÌÏÐÅ. All BMD Ballots  will be processed by the Board of 

Elections. 
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Challenges 
 A voter's qualifications can be challenged at the polling site by an Inspector, Poll Site Specialist, 

Pollwatcher, or any registered voter who is properly voting at that polling site.  Challenges can be made 

for several reasons: 

Å the person's signature does not match the current registration signature;  

Å someone else using the same name has already voted; 

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

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

to vote in your district. 

Challenges of Voters  

 Follow these steps in processing challenges: 

1. Make the challenge before the person votes. 

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

4). 

3. Give the challenged voter the Notice to Voters  (Appendix 7) form explaining his or her 

legal options. 

4. Question the voter about his or her qualifications. 

5. Administer the Preliminary Oath  (Appendix 9) to 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 are punishable as perjury. 

Deciding the Challenge   

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

these questions, the challenge is withdrawn and the individual is allowed to vote on the voting system in 

the normal manner.  To restate: In the event of a tied vote, the individual is allowed to vote on the 

voting system. 

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

warranted, the individual is not allowed to vote.  However, if the voter still claims to be qualified, the 

Board of Inspectors will administer the Quali fication Oath  (Appendix 9) 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 vote on the voting 

system. 
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 If there is no poll record όƛŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ŀǇǇŜŀǊǎ ƻƴ ƴŜƛǘƘŜǊ ǘƘŜ Poll List nor the Poll Book ) 

for the person, issue him or her an Affidavit Ballot .  If there is a poll record, the voter can use the voting 

system to cast his or her vote. 

 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 treated with genuine 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 instructions.  The Inspectors should then allow the person 

to vote alone as if he or she were unassisted.  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 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 for assistance, or ask the voter if he or she would like to vote 

on the Ballot Marking Device. 

Emergency Procedures for the Poll Site  
Safety ς both yours and the votersΩ ς must always be the first priority. 

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

1. Call the Board of Elections at 828-3115 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 personnel, and, if necessary, 

emergency 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 equipment and materials to another suitable room, do 

so.  If you cannot, consider whether you can move Paper Ballots  and Ballot 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. IF THE POLL SITE MUST BE VACATED, the Chairperson, working in conjunction with 

emergency personnel, must make certain that everyone gets out safely. 

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

Chairperson should attempt to protect the integrity of the voting process and voting 

materials as much as possible, by doing the following: 

ü Record the Public Counter Numbers from the voting system or equipment.  

ü Gather and secure the following:  voter registration Poll Book  and all voter Affida vit  and 

Emergency Ballots  and place them in the large -ÁÎÉÌÁ )ÎÓÐÅÃÔÏÒȭÓ 2ÅÔÕÒÎ ÁÎÄ 4ÁÌÌÙ 

Sheet Envelope. 

ü Place the large -ÁÎÉÌÁ )ÎÓÐÅÃÔÏÒȭÓ 2ÅÔÕÒÎ ÁÎÄ 4ÁÌÌÙ 3ÈÅÅÔ %ÎÖÅÌÏÐÅ in the custody of a 

bipartisan team of Election Inspectors. 

ü Close the voting systemΩǎ ŘƻƻǊǎ ŀƴŘ ǎŜŎǳǊŜ ǘƘŜ ǇŀƴŜƭǎΣ ports and doors with the tamper-

evident seals or locks that are provided. 

NOTEΥ  5h bh¢ Ǉǳǘ ǘƘŜ ǾƻǘƛƴƎ ǎȅǎǘŜƳ ƛƴ ǘƘŜ άǇƻƭƭǎ ŎƭƻǎŜŘέ Ǉƻǎƛǘƛƻƴ ǳƴƭŜǎǎ ŀǳǘƘƻǊƛȊŜŘ ǘƻ Řƻ ǎƻ ōȅ ǘƘŜ 

Commissioners of the 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 voted Affidavit  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 Elections, and a team of technicians will 

be dispatched to determine if the voting system has been damaged, or if any tampering has occurred.  

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

necessary due to the interruption. 

 The Board of Elections may provide you with additional instructions on emergency procedures.   
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Meeting Voter Needs  

Language Assistance 

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

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

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

in Spanish. 

Disability Etiquette  

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

that it is your responsibility to serve these voters courteously, and do everything you can to make their 

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

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

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

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

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

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

ü Provide simple and easy-to-follow instructions. 

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

ü 5ƻƴΩǘ ǎƘƻǳǘ ƻǊ ǎǇŜŀƪ ƛƴ ŀ ǾƻǘŜǊΩǎ ŜŀǊΦ 

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

the voter. 

ü 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. 

ü Provide a guiding device such as a ruler or card for signing forms. 

ü 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 an 

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

with disabilities cannot perform for themselves. 

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

ü Address the person, not the animal. 
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ü Do not pet the animal. 

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

the poll site. 

ü 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.  

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

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

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

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

move away from the service animal. 

Guidelines for Interacting with People with Disabilities 

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

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

new situation, everyone will feel more comfortable if you do. 

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

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

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

ǿƻƴΩǘ ƘŀǾŜ ǘƘŜ Ǿƛǎǳŀƭ ŎǳŜǎ ǘƻ ƧƻƎ ǘƘŜ ƳŜƳƻǊȅΦ 

3. Helping.  Do not automatically give assistance; ask first if the person wants help.  Follow the 

ǇŜǊǎƻƴΩǎ ŎǳŜǎ ŀƴŘ ŀǎƪ ƛŦ ȅƻǳ ŀǊŜ ƴƻǘ ǎǳǊŜΦ  !ƴŘ ŘƻƴΩǘ ōŜ ƻŦŦŜƴŘŜŘ ƛŦ ǎƻƳŜƻƴŜ ǊŜŦǳǎŜǎ ȅƻǳǊ ƻŦŦŜǊ 

ƻŦ ŀǎǎƛǎǘŀƴŎŜΦ  LǘΩǎ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ ŎƘƻƛŎŜ ǘƻ ōŜ ŀǎ ƛƴŘŜǇŜƴŘŜƴǘ ŀǎ ƘŜ ƻǊ ǎƘŜ Ŏŀƴ ōŜΦ 

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

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

converse at the same level.   

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

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

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

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

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

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

ƴƻǘ ǘƻǳŎƘ ǎƻƳŜƻƴŜΩǎ ŎŀƴŜΣ ǿƘŜŜƭŎƘŀƛǊ, or other device. It is a part oŦ ǘƘŀǘ ǇŜǊǎƻƴΩǎ Ƴƻōƛƭƛǘȅ ŀƛŘǎΦ   

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

the same time might make it difficult for people with vision, speech, or hearing impairments to 
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participate fully in a conversation. Be aware of clear paths of travel for people who use wheelchairs or 

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

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

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

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

inappropriate. The person may have a hidden disŀōƛƭƛǘȅΣ ǎǳŎƘ ŀǎ ƭƻǿ ǾƛǎƛƻƴΣ ƻǊ ƳŜƴǘŀƭ ƛƭƭƴŜǎǎΦ 5ƻƴΩǘ ƳŀƪŜ 

assumptions about the person or the disability.  

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

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

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

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

ǾƻǘŜǊ ƛǎƴΩǘ ǎǘǊŀƛƴƛƴƎ ǘƻ ƳŀƪŜ ŜȅŜ ŎƻƴǘŀŎǘ ǿƛǘƘ ȅƻǳΦ 

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

άǇŜƻǇƭŜ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎέ ǊŀǘƘŜǊ ǘƘŀƴ άǘƘŜ ŘƛǎŀōƭŜŘΦέ {ŀȅ άǿƘŜŜƭŎƘŀƛǊ ǳǎŜǊέ ǊŀǘƘŜǊ ǘƘŀƴ άŎƻƴfined to a 

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

ǇŀǊǘƛŎƛǇŀǘŜ ƛƴ ǎƻŎƛŜǘȅΤ ƛǘΩǎ ƭƛōŜǊŀǘƛƴƎΣ ƴƻǘ ŎƻƴŦƛƴƛƴƎΦ) If you are not sure what word to use, ask. Avoid 

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

ǘŜǊƳǎ ƭƛƪŜ άǇƘȅǎƛŎŀƭƭȅ ŎƘŀƭƭŜƴƎŜŘέ ŀƴŘ άŘƛŦŦŜǊŜƴǘƭȅ ŀōƭŜŘΦέ 

Voter Accessibility  
 In 2009, the Columbia County Board of Elections is hiring 22 Poll Site Specialists to assist with 

Ballot Marking Devices, with voters wishing to vote on them, and with poll-site accessibility issues. 

These individuals will operate under the direction of the Board of Inspectors.  

Aside from voting on a BMD, a 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 help from someone other than the Inspectors, but that 

ǇŜǊǎƻƴ Ŏŀƴƴƻǘ ōŜ ǘƘŜ ǾƻǘŜǊΩǎ ŜƳǇƭƻȅŜǊ ƻǊ ǳƴƛƻƴ ŀƎŜƴǘΦ A voter can be assisted if he or she: 

ü Cannot read or write; 

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

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

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

ü Cannot enter the voting system without assistance from another person. 
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 If a voter requests assistance from the Board of Inspectors, take the following five steps: 

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

ǎƻƭŜƳƴƭȅ ǎǿŜŀǊ ƻǊ ŀŦŦƛǊƳ ǘƘŀǘ ǘƘŜ ǎǘŀǘŜƳŜƴǘǎ ȅƻǳ Ƨǳǎǘ ƳŀŘŜ ŀǊŜ ǘǊǳŜΚέ  If the voter answers yes, 

then he or she can receive assistance. 

2. Have the voter sign the Poll Book ; also, indicate in on Section III: Assistance Provided  that he or 

she received assistance.    

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

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

administer the required Oath to that individual (see Appendix 9).  Make sure that the person 

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

4. The needed assistanŎŜ ǎƘƻǳƭŘ ōŜ ǇǊƻǾƛŘŜŘ ƛƴ ŀ ǿŀȅ ǘƘŀǘ ǿƛƭƭ ƎǳŀǊŘ ǘƘŜ ǾƻǘŜǊΩǎ ǇǊƛǾŀŎȅΣ ōǳǘ ƴƻǘ 

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

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

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

provided assistance, on Section III: Assistance Provided . 

Special Situations 

 Here are some other suggestions that will help you provide voter assistance.  Remember that 

voters who request 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 to use the system before he or she begins to vote.  

Use the Sample 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 pm, the Chairperson should announce that the polls are closing, and the doors 

should be locked, if possible.  Any person in line at that time, even if he or she is outside the doors, has 

the right to vote.  Only after the last person has voted can the poll closing procedures begin.   

 An inspector 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 have closed, only authorized persons may remain in the polling area.  Authorized 

individuals include the Inspectors, Poll Site Specialists, Pollwatchers, candidates and other authorized 

persons such as media representatives. 

Canvassing the Vote  

 Once the polls have been closed, Inspectors must follow the steps in canvassing the vote. Please 

follow the Voting System Instructions provided for in Chapter 6 of this manual and/or the instructions 

given to you by the Board. 

1. Lock the voting system to prevent further voting;   

2. Sign page one of the Statement of Canvass, verifying the number of voters displayed on the 

public counter, the number on the seal used to lock the voting system, the number on the 

protective counter, and that the voting system is closed and locked;   

3. Canvass the ƭŜǾŜǊ ƳŀŎƘƛƴŜΩǎ votes (see below);   

4. Cast and canvass all Emergency Ballots  (see below).   

Canvassing Lever Voting Machine (AVM) Votes 

 The counting compartment of the lever voting machine must be opened in the presence of 

Pollwatchers or anyone who is lawfully within the polling place.  The Chairperson of the Board of 

Inspectors then reads aloud the number of votes cast for each candidate and ballot proposal; an 

Inspector from the opposing political party then repeats the numbers aloud for all to hear. 

 The votes are recorded in the appropriate spaces on the Recanvass Statement on the line titled 

άaŀŎƘƛƴŜ ±ƻǘŜέ by an Inspector other than the Chairperson.  An Inspector of the opposite party 

observes this recording. 
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Canvassing Emergency Ballots 

Canvassing the Ballots   

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

responsibilities. 

NO Emergency Ballots  may be opened or counted before the polls close.  Canvass the voting system 

vote first.  Absentee and Affidavit ballots  are NEVER counted at the polling site. 

If Emergency Ballots  were used, a bipartisan team of inspectors must use the following steps in 

canvassing them: 

Å Before opening any Emergency Envelopes, inspectors should count the total number of 

Emergency Ballots  cast. 

Å Two inspectors, one from each political party, should open the Envelopes of the ballots to be 

canvassed and place the Ballots  face down on the table. Envelopes should be placed to the 

side. Count the number of Ballots  and confirm that it matches the number of Envelopes . 

Å One by one, an inspector should turn over the Ballot . 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 the Statement of Canvass and Recanvass Statement.  

Objections to Emergency Ball ot Counts  

 If any qualified voter (e.g., Pollwatcher) objects to the counting of any Emergency 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 noted on the envelope and the 

sheet entitled Section I: Challenges (Appendix 4). 

Report: Challenges, etc. 

Completing Sections I, II, and III  

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

(Affidavit Ballots/Court O rders) , and III  (Assistance Provided) have been completed.  

 The form called Report: Challenges, Affidavit Ballots/Court Orders, Assistance Provided must 

be completed and signed by all four Inspectors. These sections and the Report are then secured in the 

large Manila  )ÎÓÐÅÃÔÏÒȭÓ 2ÅÔÕÒÎ ÁÎÄ 4ÁÌÌÙ 3ÈÅÅÔ Envelope to be returned to the Board of Elections. 

Returning the Canvass  
 Call your results in to the Board of Elections, using the phone number that has been provided 

your Election District. Read the numbers that have been entered on the Recanvass Statement.  

 The Statement of Canvass, detailing the total number of votes (AVM and Emergency) cast for 

each office, the total for each candidate (as shown on the machine counter plus any on Emergency 
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Ballots ), and the number of Write -In Votes must then be completed.  This document must be signed by 

each Inspector ƻƴ ǇŀƎŜ ƻƴŜ όά!ŦǘŜǊ ǘƘŜ tƻƭƭǎ /ƭƻǎŜŘέύ ŀƴŘ ƻƴ ǘƘŜ Ŧƛƴŀƭ ǇŀƎŜΦ Any papers used in tallying 

votes and any printed record produced by the voting system should be attached. All four Inspectors 

must sign the first page of the Statement of Canvass όά!ŦǘŜǊ ǘƘŜ tƻƭƭǎ /ƭƻǎŜŘέύΣ ǘƘŜ ƭŀǎǘ ǇŀƎŜ ƻŦ ǘƘŜ 

Statement of Canvass, and the Recanvass Statement. 

 Place the Statement of Canvass, the Recanvass Statement, the Poll List  (and the Challenge List 

if any), the large manila BMD Ballot  Envelope, and the Vouchers Envelope  in the large Manila  

)ÎÓÐÅÃÔÏÒȭÓ 2ÅÔÕÒÎ ÁÎÄ 4ÁÌÌÙ 3ÈÅÅÔ Envelope. Place Affidavit  Ballots  and Emergency Ballots  in their 

proper Envelopes.  Place all, along with all other supplies, in the poll bag for return to the Board of 

Elections. 

Reminder Checklist and Final Notes  

Reminder Checklist 

Before packing up the poll bag and before leaving the polling site, be sure you have: 

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

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

them. 

V Correctly dated all poll records. 

V Signed (all four inspectors) the Statement of Canvass in three places (twice on the first page and 

once on the last page). 

V Signed (all four inspectors) the Recanvass Statement. 

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

breakdowns, etc.  

V CƻƭƭƻǿŜŘ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭŜŎǘƛƻƴǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ƻƴ returning ALL supplies, the US Flag, etc. in the 

poll bag. 

V Signed the Pay Vouchers and enclosed them in the manila Vouchers Envelope. 

 

Final Notes 

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

ƛƴǎǇŜŎǘƻǊ Ŏŀƴ ƭŜŀǾŜ ǘƘŜ ǇƻƭƭƛƴƎ ǎƛǘŜ ǳƴǘƛƭ ȅƻǳǊ ǎƛǘŜΩǎ Ŏŀƭƭ Ƙŀǎ ōŜŜƴ ǊŜŎŜƛǾŜŘ ōȅ ǘƘŜ .ƻŀǊŘ ƻŦ 9ƭŜŎǘƛƻƴǎΦ  

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

process calls so that yours can be taken. 

 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 process in New York 

State.  Your dedication and sense of community service are appreciated, and we wish you good luck as 

you serve Columbia County as a Certified Election Inspector! 
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Chapter 6:  Voting Systems ɂ AVM (Lever/Automatic Voting Machine)  

The Key Envelope 
 You will receive a sealed Key Envelope containing the Keys for the AVM voting machines.  The 

following information will appear on the outside of the Key Envelope: 

Å The election-district number and location of the polling place; 

Å The number on the machine's outside seal; and  

Å The number on the machine's Protective Counter.  (This number is cumulative and will 

be greater than zero.) 

Do the numbers match? 

 Before opening the Key Envelope, all Inspectors must make sure that the numbers that appear 

on the outside of the Key Envelope  match the respective numbers on the outside of the machine, 

including the seal number, the Protective Counter Number, and the Public Counter Number.   If the 

numbers do not match, contact the Board IMMEDIATELY.  Do 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 consult the Voting System Instructions for details. (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 purpose.  If there 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 it up. 

 Locate the "Before the Polls Opened" section on the Statement of Canvass form.  Fill in the 

blanks and have all Inspectors sign the certification at the bottom of the page. 

Counter Problems   

 If any counter (except the Protective Counter) on the machine does not register zero, indicate 

the number on the Statement of Canvass ƛƴ ǘƘŜ ά.ŜŦƻǊŜ ǘƘŜ tƻƭƭǎ hǇŜƴŜŘέ ǎŜŎǘƛƻƴ. The original number 

on the counter will be subtracted from the number you record for that counter at the end of the night, 

and will be verified 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 appear in the same place as on the Sample Ballot  provided to you 

with your other supplies.  

 If there is any difference between the Sample 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 any Pollwatchers present at your site are allowed to view the steps involved. 
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 Chapter 7:  Appendices 

Appendix 1:  Affidavit  Ballot Envelope  
 

 






























