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A Message to Inspectors

As an Election Inspector, you play an essential part in the process that enables citizens to exercise their
constitutional right to vote. The success of the election process depends to a great extent onyloowcareyl
out your responsibilities at the polls.

What voters experience at the polls is the only part of the election system that they observe regularly.
Consequently, the impression that you leave with the voters strongly influences their overafl thiew

election system. We trust that you, as a representative of your County Board of Elections and your political
party, will strive to perform your duties in a way that gives voters confidence in the fairness and effectiveness
the system.

ThisRefe ence Gui de, the County Board of Electionsdo -
describe your responsibilities in detail. We believe that the essence of your job lies in two main goals: to hel
qualified voters to vote; and to ensure tiatir votes are properly counted. You can accomplish these goals by
maintaining a helpful attitude and by applying election law and procedures as you have learned them.

The work of an inspector can be complex and often tiring, but when you have dgstewsd, you will know
that the voters of your Election District have been well served. On their behalf, and on behalf of all the
countyo6s citizens, we thank you for your service

Commissioners of Elections
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Part 1:

Understanding
Elections




DIFFERENT TYPES OF ELECTIONS

There are many different types of Elections that take place in Nassau County. The Board of Elections is
responsible for the General Election in November, the Primary Election in June, and any SpecialtEéction
takes place.

There are otheglections that take place f@illages, School Districts, anfipecial Districts.

A Primary Elections held by a political party to determine who their candidate will be in the general election.
Political party enrollment is optional but in order to viot@ primary election of a political party, a voter must
enroll in that political party unless state party rules allow otherwise.

A General Election is held each November to determine which candidates will be elected to public office.
A Special Elections held as necessary to fill a vacancy in an elective public office.

VOTING PROCEDURES

There are different ways to vote in every electelaction day, early votinggndabsentee voting.

Election Day. Voters can go to their designated polling locatiih.voters will be asked to go to a specific
table thatepresents thelection district based on residence. Votestregistered at their current address will
need to vote by affidavit. (see affidag#ction)

Early Voting: Voters can go to any of the sites throughout Nassau County durinmédays of early voting.
Early voting sites arequippedo print ballots from anywhere in the coungp there are no assigned tables.

Absentee Voting Voters may submit an applicati@ndreceivetheir ballot by mail An absentee ballot
application must be received by the Board of Elections at least 15 days before the election, except an
application may be submitted in person at the Board of Elections offddeeola until the day before the
election Check with the Board of Electiorisr that dateThe ballotmust be signed and sealed in the
appropriate envelope when mailing it bagkso, it must be postmarkday election dayVoters can also come
to the Board of Elections to fill out theapplicationsand receive their absenteallots Each polling location
also has an absentee batlobp-off bin.

TRAINING OPPORTUNITIES

New York State law requires all poll workers to attend a training class eachliygaatson, training is offered
once a year, buhere are differentvays to reviewall roles and responsibilities.

In-Person:New and less experiencedll workers will reedto attend training in person. Depending on
accessibility, the training may be held-site at the Board of Elections or dite at a partnering location. Poll
workers will be contacted by thie s p e odépartméns when it is time to register.

Early voting site managers have more detailed annual training. éfeananager, you need to have proficient
knowledge of all policies and procedures that a Board of Elections employee would have.

Manual:

This manwal breals downthe policy and procedure needed a siccessful election. Use it as a guide at home
and at the poll site. Make sure to read the proper sdctiearn the differences betweearlg voting and
electionday.



Website www.nassauvotes.com

The Nassau County Board of Elections website is useegister for your annual training. A training
notification letter is sent to all poll workers when the training schedule for the year is on the website.

The website also has training review videos to support all poll workers.

QUESTIONS:

For anyquestias about training fopoll workers orsite managers, please call the Board of Elections for more

information at 51&71-VOTE or email us at:

For DemocratsDBOETraining@nassaucountyny.gov

For RepublicansRBOETraining@nassaucountyny.gov

DIFFERENCE BETWEEN EARLY VOTING AND ELECTION DAY

EARLY VOTING

Site Manager and Inspectors

Coordinators, Chairpersons, Inspectors

Site Managers bring the supplies daily

Red Cart holds the supplies

DS200 is set up and closed by the Site Manag

DS200 is set up by the Inspectors and Chairpersons

Return of Canvashas 2 parts and Seals Repo
is separate

Return of Canvasand Seal&keport are in one document

The polls are never closed!

The polls are closed at 9 pm or if there is a line, after the las
voter votes

Site Managers return the equipment to the BC

The Chairperson returns the equipment toatbsggnedPolice
Precinct

Payroll is in the white envelope

Payroll is in the front cover of the White Paperwork Binder

Orange, Green, and Bl@anvasags go in the
Blue Bin at the end of the night

Orange, Gren, and Blu&Canvasags go in the Blue Supply Bé
at the end of the night

Nassau voters can go to any poll site in Nass:
County

Voters must go to their designated poll site

Ballots are printedos i t e,
election district

speci t

Ballots are preprinted in a ballot pad specific to the election
district

Time is different every day

Voting takes place 6af@pm

Tables are labeled A and B

Tables are labeled by Election District



mailto:DBOETraining@nassaucountyny.gov
mailto:RBOETraining@nassaucountyny.gov

DISABILITY AWARENESS

Working with the publicwe want to be respectfofa per sondés needs. I f it is
supporty ou can ask, fAHow can dssumethahaesdtep require®assistarices Thi s b
honosthev o t eequésssithout pressure or embarrassmt . A c ¢ o mmo cheetsguicklybie v ot ¢

always stay within proper guidelines. When there is doubt, call taedBfElections

When checking in the votespeak directly téhem. If they came in with a family member or someone to assist
them, youstill need voter verification to be done directly from the voter to the best of their aBdiyatient
and take as much time as is necessary to ensure the person casts their vote properly.

AutoMARK (B allot Marking Device or BMD)

AThe Aut dallet m&king device designed to provide privacy and accessibility to voters who are
blind, visionimpaired, or have a disability or condition that would make it difficult or impossible to mark a
ballot. In addition, it provides language assistance tersavho are more comfortable speaking an

alternative language or who have reading difficulties. The AutoMark ballot marking device is also equippe
forSipN-Puf f and paddl e devices to as $Make tertaindhatéhe s wi
voter understands that when seeking assistdrutke the Democrat and the Republicapoll workersmust

be present during the period of assistaBtmuld there be a problem when the ballot is ejected from the
AutoMARK device, make certain that any review of the ballot is solely to assure that the marks are aligne:
in the ovalsPrivacy and independence for the voter should always be the nan#priority.

Voting Machines ES&S AutoMARK | New York State Board of Elections (ny.gov)

LANGUAGE ACCESS

Many sites will be staffed with @panishtranslator This is determined by the federal government according to
theUS CensusThough often referred to as interpretenlections we refer to them as translators because
they areassistinghe voter with the writtemstructions on théallotand current policy and procedwséhout
interpretationlf your location does not have a Spanish translator, you can also call the Board of Elections
number for Spanish language assistance at (5161 341.

Poll Workersare not permitted tactastranslators. If assistance is needed, call the Board of Elections. The
voter is welcome to bring someone to assist thard the Inspectors can sign them in on the Poll Pad as
AAssister to the Voter. o Al so, thhkaloAut oMARK ( BMD


https://www.elections.ny.gov/machine-automark.html

DIGNITY AT THE POLLS

Nassau County strives to have a culture where all people feel they can vote with dignity. It is a diverse county
though many do not see that diversity in their daily lives. Wotkers represent the Nassau County Board of
Elections and are expected tod#by the same policies as county workers. That means all voters deserve to b
treated equally regardless of race, ethnicity, gender, religion, sexuality, age, education level, income level, or
physical mentalor language ability.

As apoll worker, alldifferent types of peopleill come to the poll siteKeep language neutral and respectful.
Someti mes conversations or gestures expressing s
can be harmful even if the intention was to be friemalfunny.

Being respectful applies to all peogiethe poll siteincluding voters and other poll workefigeat everyone
with dignity, respect, and courtesy to ensure that all voters and workers have a positive expaiieat¢he
polls.

BasicGuidelines:

1 Treat every voter like the first person you are seeing for the day

1 Listen carefully and show patience

1 Poll workers should not have political conversatinosdiscussopics related to gender, race,
ethnicity, sexuality, religion, or gendef avoter, poll worker, or any other person at tipell
site.

Stay focused on how to accommodate the voter

Keep the poll site free from distractions

E

POLL WORKERS MISSION

Every voter should be served according to the proeedur

Privacy and independence are of the utmost importance.

1 Treat each person with dignity, respect, and courtesy to
ensure all voters hawaepositive experiencghile voting.

1 Be neutral and calm in every situation

= =4



Part 2 A:

Operating the

Election Day
Poll Site



LEGAL

The election is administerea abipartisanmannerand in accordance with the law. There must always be a
Democrait and aRepublicarpresent for each task. Polls cannot be open unless at least one inspector from ea
party is present. If a site is not fully staffed beféram call the Board of Elections

ELECTION DAY TEAM RESPONSIBILITIES
ROVER TEAM

T

=

The rover team is a bipartisan BOE staff team that is available in the area for technical
support

They may show up periodically to check on the site

Poll workers must ask to see their ID

Will be wearing county shirts

POLL SITE COORDINATORS

1

=

= =4 4 -4 -4 -

1

T

Open theedsupply cage at the start of the day with the code given by the BOE. This must
happen first so eveoyne can get their supplies. Also responsible for lockinthaped
supply cagat the end of the night

Set up privacy boothend make sure each booth has a pen

Hang all signage including vote here, polling place, bill of rights, distance
markers/electiorexing, and disability signs

Set upand turn orthe AutoMARK before6 am

Ensure that the polling site is accessible to all voters, including voters with disabilities
Sign in on the paper payroll and take the oath of office

Assist voters who want to use the AutoMARK throughout the day

Welcome votersanduse a street list to direct them to the right table #\DVED

Clear jams on the DS200. Work with the team to deaitiether it needs to go into
emergencyballot mode while aoverteam is calledo fix a larger problem

At the end of the night, check thed databag to make sure the data stick is in the front
window before thehairperson takes it to be dropped off

Last to leave the polling location

INSPECTORS

1

1
T

Must have full knowledge of:

o Voter qualifications

o Procedures for the emergency, affidavit, and spoiled ballots. Also, court orders and
challenge voters

o0 How to operate the DS2@3anner

o0 How to operate thpoll pad

Open and claspoll pads and DS200 in a bipartisan team

Fill in the als report



1 Fill out thereturn ofcanvass for a full accounting of the table
1 Sign in on the paper payroll and take the oath of office
1 Account for ballots and pack all supplies at the end of the,rgghtiring critical items

CHAIRPERSONS

1 Performsall thesame duties abeinspectors
Added responsibilitiesclude:

0 Manage the break schedule for the table to which they are assigned

o0 Make sure payroll is completed by all and €idoff

o Check that everyone signs the oath of office

o0 Return supplies to thessignegolice precinct or Board of Elections.
This indudes theblue supply bag with theorange green, andlue canvasdags
inside,the reddatabag with thestick in the window and thechair at the lowest
electiondistrict table, also takes
Theyellow absentee ballot dregff bag

TRANSLATOR

U Nonpartisan professional wh® hired by théBoard of Electionso translatethe ballot

with no discussiomr interference f pol i t i c al matters or t
U Assists voters who prefer another languagly assists the voter with translation
U Due to the census results, we provide someone who speaks Spanish at many sites

*Prior to appearing on Election Day, any poll worker with questionsshould contact
training staff to confirm any procedures or request information regarding unanswered
guestions or confusion relating to the use of election equipment.

DRESS CODE

Poll Workers willnot be provided with 8oard of Electionshirt and are peritted to wear their own clothing
There is no politicahttireallowed, no candidater political party attireno slogans, or graphics. Do not bring
anythingpolitically controversial into the polling place.

Nobody should be wearirgoard of Electionshirts while working on Election Day other than Rover Teams
that come to the site for technical assistance.

It is strongly recommended that closie@ shoes are worn for safety to prevent injury around machines.

In accordance with the law, voters shotddhove or cover any items of clothing or accessories that represent
thecurrent contesbr political partiefound on the ballot.

-10-



TIME

The polls are open 6 a.f@.p.m. Poll workers areequiredto arrive at 5:15 a.mexcept that translators are
requiredto arrive at 6 a.mf nobody at the facility is there to open by 5:25 ayou MUST call the Board of
Elections at 51%671-VOTE. Polls need to be open for voting at®.asharp. At the end of the night, every

voter in lineby 9:00 p.m. must be allowed to vote.

PAYROLL

All poll workers must sign the paper payroll. The payroll envelope is found in the inside front pocket of the
white paperwork binder and must be returnestehlf there is information missing, please be sure to fill itin
you are not listed on the paper payroll, please write your name and other required information in the blank
space.

Leaving information oubf any field will hold up payroll for all.

On Election Daythe Board ofElectionssometime$asa checkin on thepoll pad. If it is there, please check in
on thepoll pad because it will inform the Board of Elections who is in and where-stapdll workers are
needed. If thgoll pad does not have the list, do not panic. The paper payroll is the most impeorthtite way

payment is processed.

Elextion: 110822-2022 GENERAL ELECTION 11082022 Election Payroll Timesheet
TIADVED  # 113001

Inspector Mame/AddressSocisl rity il Corection Boxes i mu&m—e.xm
MICKERY MOUSE , Dem Insp Ere | l :
47 CASTLE DR
APT 401 e -
GLEN COVE NY 11542 l BASLE ARIELINA T
Social Securiyy #:| 111-11-111 [ | Timel:
RICHARD LIONHEART _, Rep Insp
12 CASTLE DR
LEVITTOWN NY 11756 s
Social Sccurity #: Not on File - Please fll in. | | Time tn:
DONALD DUCTLESS 1 Dem Insp AT
13 ADAMS AVE AR :
GLEN COVE NY 11542 ) — L —
Time In:
Social Security #:/111-11-111 = | B
ANDY TAYLOR  Rep Pall ]
11 DISNEY BLVD J ,
GLEN COVE NY 11542 — =1 \t

T |

Social Security #: 111-11-111 [ —1

ADAM TWELVE Rep Insp
paicdsto TRUBERN FREITAG, J0AN M

SEAFORD NY 11783 :

Social Security #: 111-11-111

MEALS AND BREAKS

Thechairperson will assighreaksto each inspector at their table. We ask that no one abandons their table
without proper coverage to remain in accordance with theTlawnaintain bipartisan coverage, the two poll

workers of the same political party at tiadle are not permitted to go on break at the same Roibworkers
are entitled to one hour for lunch and one hour for dinner. The breaks cannot be taken together, and all work

must be on site an hour befdahe close of polls.

-11-



T/AD/ED or TOWN, ASSEMBLY DISTRICT, ELECTION DISTRICT

The TAD/EDistheédi gi t number that represents the vot.i
Board of Electiongssigns each town or city a number to code each area. Sometimes it is reprgsamted b
abbreviation followed by the numbers of the Assembly DisamctElection District. These numbers are used to

ng

label the tables in theolling site, and all the equipment assigned to that table will also have the same label.

Glen Cove =HHempstead 2 LongBeach =3 North Hempstead = @yster Bay = 5
For example 113001is the same ashe City of Glen Cove, Assembly District 13, Election District 001

Voters can only sign in at the table with tWAD/ED associated with their current address. Thag,veach

voter gets a specific ballot containing the contests and representatives that directly apply to where they live. -

ballot needs to be cash the DS200 accompanying the tableerethevoterchecked in. If someone votes by

affidavit, the ballot needs to be théAD/ED associated withtheo t er 6 s ¢ u,land thevdter musdtde e s <

at the linked table.

During early voting, voters can vote at any of thell sites in Nassau County and matyeck inat any of the

tables. The appropriate ballot will be printed once the \abtecks in Theinspector should check thé AD/ED

on the ballot and ensure that the voter is receiving the proper one.

Onélectionday, if there is a problem with the equipment thatgb# workerscannot fix,a call should be made

to the BOE requesting that a rover team be fgriechnical support. When placing the call, know the

T/AD/ED on the machine that is being reported because it will assist the BOE in getting to the site and could

help identify the problem.
On thepoll pad, each screen withtket er 6 s i nf or mat i o WADIED listed. wi | |

See the examples: It Wibe a 6digit T/AD/ED. Thearrow points to the area wheitewill befoundon thepoll
pad screen.

N F..;.: Pad Training
" TRAINING MODE Last mocrind 11272021

= Nassau County POLL WORKER START OVER
- Nassau County BOE CONFIRMATION
assa“f"“ﬁé,_ VOTER CONFIRMATION | GO BACK UE e
assau County E !
o 3 b CONFIRM THE VOTER'S INFORMATION

Verify voter information and tap accept to continue Theodore A Roosevelt
0= Theodore A Roosevelt -
DOB: 10/04/1934 |
9674 CHELLS DR, ST LOUIS, MO 63134 - I
h i Do 0

|

-12-
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The T/AD/ED is also crucial when completing tpell worker portion of araffidavit ballot. Be sure to have the
T/AD/ED written where it is indicated on the bottom of the envelope.

Affidavit: | swear oraffirm that
* 1 i o e Lnted States.
b . ity o vikag for Slgn
* [ Mot il raquiemennts to e gesmar s vene iy A York St
* TR oy sgismure o ik i tha bax bo e ght
* Thw sovmintormuonis irue, [ungerswng e £ non T, e be
Emctnd wnd fined up to 55,000 Brodier i1 107 42 10 fourt years. Date

FOR BOARD USE ONLY—TO BE COMPLETED BY AN ELECTION INSPECTOR
TOWNCITY ASSEMBLY DISTRICT ELECTORAL DISTRICT

FORM COMPLETE? DEMINITIALS | REP NITIALS PRIMARY ONLY
| o S e S
PARTY OF BALLOT GIVEN
"l i

EQUIPMENT

O Red Cage The red cage is found at the poll site and will contain all the supplies needed.
There are two lock boxes and two locks. Each Coordinator will be given a cdte fock box
to get the key to unlock either the blue or red lock. There will be supplies carefully labeled for
every table in the poll site. Inside the caere will be:
A Orangepoll padcases
A Blue supply bags
A Purplecoordinatorbag
0 DS200 A T h e Ob&Eld%®anner system is a portable electronic voting system that uses an
optical scanner to read marked paper ballots and tally the results. This system allows for paper
ballots to be immediately tabulated at your polling site. The DS200 also notifies you of any
voting errors. You will be able to immediately correct these errors to ensuy@tinabte
count so (NYS BOE Website)

O Poll Pad: The Poll Pad is a tablet with an operating system specifically to provide electronic
voter checkin and verification process f@lection officials across New York State and the US.
Thepoll pad replacegaper poll books in 2019 and allows Inspectors to check in voters, see
whether they have already received or voted a mail ballot, and direct them to their correct pollin
place ifthey are in the wrong location.

Inside the case it will have:

A two poll pads

two poll standarms

two poll padbases

two bar codescannettrays

two powercubes anaords

afewst yl us o6s

> > > > P

O Blue Supply Bag This is a blue soft bag that holds theupplies for the table. It includes:
A T/AD/ED sign for theable
A ballot pads
A blue spoil bag
A spoiledstamp

-13-



orangeaffidavit bag

affidavit envelopes
greenemergencyunscannedballot bag
pencil case: name tags, pencils, pens
white paperwork binder

reddata bag

v >y > D

Red Data Bag This is a small bag with a window, and it is highly important.
Inside it will have:

A return ofcanvass

A newseals

A DS200keys

A the DS20Code

Yellow Absentee Bag This is a soft yellow bag that is secured in several different places

and has a slot for people to drop signed, sealed absentee balldbtsrawill be one yellow
absentee bag per polling place, which should be left with the poll coordinators.

AutoMARK (B MD) The AutoMark is a ballot marking device designed to provide privacy
and accessibility to voters who are blind, visiorpaired, or have a disability or condition that
would make it difficult or impossible to mark a ballot. In addition, it provides language
assistance to voters who are more comfortable speaking an alternative language or who have
reading difficulties. The AutoMark ballot marking device is also equipped feNSduff and
paddl e devices to assist vot eOEWebsite) h hand

Purple Coordinators Bag This bag contains the supplies that each coordinator needs
including

A AutoMARK keys

A return ofcanvass for the AutoMARK angkllow absentedag

A signs

A pens

Signs There are several signs the coordinator neetarg up around the poll site, inside and
out. They include:

A voters Bill of Rights in English and Spanish

polling place marker

accessibility sign

accessibility access arthndicappegarking signs

AVote Hered signs

no electioneering/ 10deet distance méers

> > > > > P
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Part 2 B:

Opening and
Closing the

Election Day
Poll Site



STEP BY STEP OPENING FOR INSPECTORS/CHAIRPERSONS

1) Arrive at the Poll Site at 5:15m. so that it igeady for the first voter at 6ra. If the location is not open
before 5:25 an., call the Board of Elections.

2) TheRepublicarand theDemocraitc coordinators will haveeparateodes to open the lockbox located on the
outside of the red g and take out the keyo the blue and redadlocks Blue is for the Democrats; Red is for
theRepublicanslf a coordinator is not ther@nechairgerson olinspector representing the same party must call
the Board of Elections to get the code.

3) Inspectors/Chairpersons will be assigned on their hire teteetable by 7AD/ED number. It will either be

a 6-digit number such a&20008 or Hemp20-008 Bipartisaty, get the equipment from thred cagdabeled

with the TAD/ED of your table and start setting up your talace the cagis openedjnspectors andhairs

can start to remove the equipment for the table they have been ddsigBe sure to check that the equipment
labels match the right table.

-16-



4) Each table will have several supplies that are labeled with/4i2/ED number for your table:
a) Red Data Bag

0 return ofcanvass
0 newstrap, tab, and stickeeals
o DS200keys

b) Blue Supply Bag

T/AD/ED sign for theiable
ballot pads
blue spoil bag
spoiledstamp
orangeaffidavit bag
affidavit envelopes
greenemergencyunscannedballot bag
pencil case: name tags, pencils, pens
white paperwork binder:
A paperpayroll in the front sleeve
A oath of office
A inspector remarks
A challenge forms

O O O0OO0OO0OO0OO0O0o0OOo

c) Poll Pads in Orange Case

two poll pads

two poll standarms

two poll padbases

two barcodescannettrays
two powercubes anaords
o afewstylus

O O O OO

*Please note that there are no scissors provided. Poll workers may bring their own scissors to cut seals if the
choose.

5) Thepoll pads and the DS200 each have open and close manuals in the blue supply bag. One inspector shi
read while the dter does the actions the instructions are calling for. The most important thing is getting these
machines up and runnimp later than 6 a.nso the table is ready when the first voter arrives. Make sure the
public count reads zero at the start of the day.

; : @
Uamess”

POLL PAD

Election Day

= %

)

Opening and Closing Handbook

Opening & Closing Handbook

-17-



6) In most elections when thpoll pads are set up, one poll pad will be plugged in, on the table, and used to
check in voters, while the other is kept in the case but also turned on and plugged in. If the site gets busy anc
second poll pad iseeded, it is okay to pull it out of the case.

7) Start filling out theseaés report for the DS200

SEALS REPORT Primary Election August 23, 2022 SEALS CHANGE REPORT Primary Election August 23, 2022
Seals al Poll-Opening and Pell-Closing Seals Changed During The Day (other than open or close)
RED BAG Seal Number on bag at opening:

Green Sticker (inside the lid): will need to be replaced if removed during the day to mpalr pape-r roll jam.

Seal Humber At Opaning, ks Record any seals changed during the day, and indicate reason for the chan,
Appliad at BOE Bast . Record the Seal ¥ g g Y.
[Cirels Ona} Seal Number Reason
[PS206: Gutside Machina and Ballot Bin
Lid Sead lied at Closing:
wonuwpol Y N Applied at Closing
200)
Ballel Bin Door Applied at Opening:
(frentibottom of -
200) Applied st Closing:
Blus Ballot Bin Applied at Closing:
Seal ¥ N
Emergency Ballot Bin: Seal will nead to be added and replaced when the emergency slot s opened and
St Sax. Latt Y N Original Seal ks closed.
(=3 you face Maver Removad
el Saeal Numbaer Reason
Side Seal, Right Original Seal Is
138 you Taca Y N ok
machine)
DS200: Inside the Lid At closing record the seal # 1
Green sticker seal ]
Red sticker seal Y N Original Seal ls
Never Remave Floase describe any problems with the equipment or seals and tell us if a technican visded your site and why,
[Emergency Gailet Bin Al clesing record the seal § |
Doar to
Emargancy Slat None JR—
[The Bags: Record The Seals Al The End Of The Night At closing record the seal # ]
T
Grogn 101 End Apply and m}ond at closing.
B39 perEnd Never Removed, Record at closing
f
Blus Slot End Apply and record at closing.
t
B39 ZipperEnd | Mever Removed, Record af closing
L
u
Orange 5191 End Apply and record al closing.
Bag  sioperEnd | MNever Removed, Record al closing
4
t
Red Bag Zipper End Apply and record st ciosing.

8) Start filling out the return of canvass with the public and protective count and the count of ballot pads
received at thetart of the day(See pagé2 for more detail)

9) Once your table is set up and ready for your first voter, everyone sigalah. First, sign the paper payroll.
The inspectorsformationwill be printedand inside of aenvelope in théront pocket of the white paperwork
binder. Ifany information is missingplease fill it in.If a poll worker is not found on the paper pall, they
should write their name and other required information in the blank space.

Next, go into the Poll Pad, use the stylus to click home, poll workers, and scroll through the listite pot
w o r k mames. B there is no list, do not panilt.is not alvaysuploaded in time due to last minute changes.
Make sure you fill out the Paper Payroll no matter what. That is theimpgttant.The chairpersorof the
table should callhe BOEinspectors departmeiftanyone is missingThere are standbgispectors waiting to
be called if needed.

If a table isshort an inspectoborrow one from another table until the stdnydarrives Remembereverything
needs to be dor@partisan.
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RETURN OF CANVASS

Thereturn ofcanvasis one of the most important documents at the poll site. Orethn ofcanvass (ROG)
each box needs to be filled in carefully with the correct information.

Eachtable will have a ROC with sealsreport as part of the document. At the end of the niglts placed in
thereddatabag.

Record the pblic and theprotectivecountson the ROCThepublic count is the number of times the machine
was usedn that election and should always start at z&teeprotectivecount will show the number of times
the machine was voted on during the life of the macHihe.ROC has spader these numbers at the opening
of the polls and again at the clositigthe public countdoes not readeroat the start of the dagall the BOE
immediately.

The ROCrequires the number dhllot pads delivered at the start of the day.

On the ballots, there is a number where they are pulled from the pad. That number gets recorded at the start
the day and again at closing.

TheROChas a tal} sheet that is usdatiroughout the dago keep track of the different typesauftivities
happeningSpoiledballots, court orders,affidavit ballots, andunscanne@mergencyballots. At the end of the
day, total up the number and writenitthe appropate place of the ROC.

Thes e arépbrismust reflect every strap seal, tab seal, and sticker seal that has been used throughout the de
That meansheseals that were broken in the morning or anytime throughout the day and the seals that replace
them. M&e sure to mark each one on the arépoérisand keep the used seals inrdddatabag.

At the end of the nightnake sure all the closing numbers are filled in tnredROC goes into theddata bag
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