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IMPORTANT 
PHONE 

NUMBERS 

All poll staffing problems: 314/615·1865 

Ask for the appropriate contact for your township so he/she can 
call any no·shows. 

Democrat 
Ferguson, Florissant, Lewis & Clark, Norwood, 
St. Ferdinand, Spanish Lake. . . . Bridget 

615·1842 

Cqncord, Gravois, Lemay, 
Oakville, Tesson Ferry ...... '. . . Sally 

Bonhomme, Clayton, Hadley, 
Jefferson, University .... 

615·1847 

Phyllis 
615·1862 

Airport, Creve Coeur, Midland, Normandy, 
Maryland Heights, Northwest. . . . Kathy 

615·1867 

Chesterfield, Lafayette, Meramec, 
Queeny, Mo. River, Wild Horse. . Patrick 

615·1872 

Supply & Equipment Problems (Warehouse) 
Voters' Questions or problems (Main office no.) 
Absentee Information 
Accounting 
Polling Places 
Tech Support 

Republican 

Ken 
615·1841 

Karen 
615·1846 

Audra 
615·1861 

Pat 
615·1866 

Ann 
615·1871 

314/615·1878 

314/615·1800 
314/615·1833 

314/615·1888 
314/615·1829 
To be determined 

Be c,nsiderale 
Notify the Election Board immediately if you are unable to 

work as scheduled. Whether you plan on working or not 

working, return your confirmation postcard as soon as you 

receive it. 

GENERAL INFORMATION. DIVERSITY & 
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Be In lime 

Vote early and avoid the hassle 

As a poll worker, you're entitled to vote absentee. Make it 

a point to vote before Election Day. If you have any 

questions regarding absentee voting, call the Absentee 

department at 615-1833. 

Transport case key 

Transport case keys are mailed to each supervisor one 

week before Election Day. Call your judge/clerk as soon 

as possible to verify receipt of the key. 

Polls open at 6:00 a.m. 
All election Poll Workers must arrive at their polling place 

at 4:45 a.m. Call the Polling Place department at 615-

1829 if you are unable to gain entry to your poll by 4:50 

a.m. 

Lunch breaks 
A polling place must be staffed at all times with at least 

four Poll Workers: two Republicans and two Democrats, 

two of which are supervisors or assistant supervisors. 

Bring your lunch to eat at the polls and rotate break times. 

GENERAL INFORMATION, DIVERSITY & 
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Electioneering is not allowed 
Electioneering cannot take place inside the polling place 

or within 25 feet of the entrance to the building. 

Electioneering includes: 

• Wearing candidate buttons or badges 

• Displaying campaign posters 

• Distributing sample ballots or campaign literature 

• Showing support or opposition to a candidate or ballot 

issue 

• Gathering signatures for petitions 

If a voter or poll worker gets hurt 
Call 615-1888 to report any accident or injury. 

Duties of roving deputies 
Roving deputies make inspections of the polling places to 

ensure the polls are properly set up and running 

smoothly. Roving deputies deliver absentee printouts, 

supplemental binder page(s), and cellular phones. 

Deputies will be available to assist in changing paper rolls 

on touch-screen machines (if necessary). 

Phones 
If a cell phone is furnished, deputies will deliver it in the 

morning. Please turn on the phone and keep it at the 

problem table. 
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hlhal;s a 
challenger 7 

Challengers 
Challengers are individuals appointed by a political party 

to be present inside the polls at a primary or a general 

election to question voters' qualifications. They may 

observe, make lists, and even challenge the process. A 

challenger mayor may not be assigned to your location. 

If a voter's qualifications are questioned by a challenger, 

call 615-1851 or 615-1854. 

Who's allowed in the polls? 
• Election Poll Workers and voters. 

• Anyone assisting a voter. 

• Challengers. 

• Election Board personnel. 

• Media, with the approval of the Election Board. 

• Children under 18 may accompany their parents. 

Elected officials may only enter their own polling place to 

cast a ballot. Elected officials, or those on the ballot, may 

not be in a polling place, except to vote. 

Memos 

. Read all memos found in the back pocket of the clear 

orange pouch. These reflect important last minute 

changes. 

GENERAL INFORMATION, DIVERSITY & 
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Voter Service 
Treat all voters equally and respectfully 
It's important that everyone entering a polling place be 

treated with respect. The poll worker plays an important 

role in shaping this professional environment in serving 

the needs of voters as they exercise their right to vote. 

Providing respectful, positive service for all voters 

reinforces the commitment of the Election Board to the 

fair and impartial administration of the voting process in 

St. Louis County. 

Understanding the needs of individual voters helps 

overcome any prejudice or discrimination that might 

occur. 

Voting rights act 
Civil rights laws exist to protect all citizens from 

discrimination. Poll workers need to show respect for all 

voters and be aware that discrimination and prejudice are 

not legal and can have severe consequences. 

You as a poll worker will face voters with many different 

needs at the polls. Your role is to see to it that all voters 

are treated fairly and equally. 

GENERAL INFORMATION, DIVERSITY & 
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Services to voters with disabilities and 
special needs 

This section presents information that you need to know: 

the who, what, how and why of serving voters who are 

disabled or elderly. Poll workers need to know: 

• How to identify persons with disabilities. 

• How to assist persons with disabilities, if requested, 

using patience and sensitivity to enable everyone to vote. 

Disabilities and the law 

State and federal laws protect the rights of the elderly and 

persons with disabilities. There are many kinds of 

disabilities that require special attention by the poll 

worker. Think of the person first, and the disability 

second. 

This chapter concentrates on meeting the needs of voters 

with visual or hearing impairment or who use a 

wheelchair. About 20 percent of the population has some 

form of disability. 

Blindness or impaired vision 

• Blindness, impaired vision, and low vision are terms 

used to identify persons who lack all or part of their ability 

to see. 

GENERAL INFORMATION, DIVERSITY & 
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• They may use a cane, have a service dog, thick 

glasses, or sunglasses. 

Assisting persons with vision impairments * 
1. Offer your arm or shoulder (Do not grab a visually 

impaired person's arm or shoulder) so the person 

maintains independence and can let go at any time. 

2. Provide specific directions. For example, "Proceed 

20 feet straight ahead (make sure the voter is faced in the 

right direction) and the voting machine is on your right." 

3. Assist with filling out forms, etc. 

4. Keep the magnifier provided available. 

5. If a companion accompanies a voter with impaired 

vision, speak directly to the voter, not the companion. 

Do not pet, feed, or distract a service dog. 

* See Audio Ballot Chapter. 

Deaf or hard of hearing 
To identify a voter who is deaf or hard of hearing, look for 

and be aware of persons who use sign language or lip 

read, wear a hearing aid, or are accompanied by an 

interpreter. 

Assisting persons with hearing impairments 

• Stand where the voter can see you easily. Keep light 

in front of you, not behind you (don't stand in front of a 

window.) 

GENERAL INFORMATION, DIVERSITY & 
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• If an interpreter is present, speak to the voter who is 

deaf or hard of hearing, not the interpreter. 

• Keep your hands away from your mouth (the voter 

may lip read.) 

• To get the voter's attention, touch the voter's 

shoulder. Don't yell. 

• Be prepared to communicate by written notes. 

Disability assistance in voting booth 
Persons with a disability have the right to have a 

companion assist them in the polling booth. One person 

may not assist multiple voters. 

• A voter may be assisted by anyone of his/her choice. 

• If asked, two poll workers of the major political parties 

shall go with the voter to the voting booth and cast the 

ballot as the voter directs. 

Assisting persons with wheelchairs 
• Make sure sign-in table has plenty of knee clearance 

for wheelchair and scooter users. 

• If possible, talk eye-to-eye, and sit down when 

speaking to a wheelchair user. 

• Do not touch the wheelchair or scooter as this is 

considered part of the voter's personal space. 

GENERAL INFORMATION, DIVERSITY & 
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Curbside voting 

If a person with a physical disability is unable to enter the 

polling place, he or she is to be assisted. 

See Work Areas 1 - 6 Chapter, pgs. 14, 15. 

Be sensitive to the needs of the voters with disabilities 

and work to serve al/ voters. 

Do everything necessary to make the voting experience a 

positive one. 

• Be prepared 

• Be aware 
• Be sensitive 
• Be positive 

GENERAL INFORMATION, DIVERSITY & 
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Supplies: 
Everything needed for processing the voters 

Contents 
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Check
List, next 
four pages 

V,ur supplies are 
Ihe 1,,1s lJ,u'tt need I, 
run an ellicienl 
p,lling place. 

Check Ihis chapler 
Jt1 IJ'U 'U kn,,,, ",here 
I, lind ellerlJIhing ,n 
tlecfi,n 'DalJ. JIIJ'u 
halle anlJ quesfi,ns, 
caU lJ,ur ;udge/clerk 
pri,r I, Ihe elecfi,n. 

Transport case 
o Opti-scan ballot reader in carrying case 

o Opti-scan voting booths 

o Opti-scan ballot secrecy folders 

o Door pouch: 

·0 Transport case seal log 

·0 Seal verification form 

·0 Broken seal investigation report 

o Audio headset 

o Flag 

o Signs: 

• Voter ID • No electioneering 

• Polling place • Handicapped entrance 

• Voter's bill of rights 

·0 No cell phone usage 

·0 "How to Vote" instructions 

o Wall charts 

o Extension cord 

o Law book & Street guide 

o Aprons and judges manual 

o A green ca.nvas bag containing: 

ttl Voter tickets ttl Precinct binders 

ttl Polling place list ttl Turn-in Instructions 

SUPPLIES 1 



t/ Envelopes: 

• Voter ticket • Write-in 

• Spoiled opti-scan ballots/voter tickets 

·0 Oath & Affidavit • Provisional ballot 

t/ Voter affidavit forms 

t/ Magnifier (for opti-scan voting) 

t/ Registration/change of address cards 

t/ A supply kit containing: 

• ballpoint pens • judges' badges 

• rubber bands • paper clips 

• magic marker • masking tape 

• stapler • wet wipes 

o An orange vinyl bag containing: 

·DOpti-scan ballots in folders 

·DOpti-scan provisional ballots in folders 

·0 Touch-screen replacement paper rolls 

t/ Keys and password (located in key envelope) 

• Padlock key for transport security cart 

(orange tag) 

• Touch-screen paper log key (red tag) 

• Opti-scan open/close key (green tag) 

• Opti-scan ballot box key (green tag) 
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The 
pouch 
will look 
like this 
when 
you open 
your 
supplies. 

Master PEB 
(green) 

o A clear orange pouch containing: 

.., One master PEB (green) 

.., One, two, or three Supervisor PEBs (red) 

.., Case for opti-scan memory card (PCMCIA) 

Supervisor 
PEB (red) 

Supervisor 
PEB (red) 

Supervisor 
PEB (red) 

Breaking bag/pouch seal 

Break the seal on the orange vinyl bag and clear 

orange pouch by lifting up on the seal at the zipper until 

it breaks. If necessary push the remaining tab in with a 

paperclip. 
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The back 
pocket of 
the clear 
orange 
pouch. 

D Back pocket of the clear orange pouch 

containing: 

V' Opening and closing certification forms: 

• Touch-screen voting 

• 0 Opti-scan voting 

V' Payroll forms and envelope 

V' Memos 

V' Daily vote tally 

SUPPUES 4 
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All the procedures to do it right 
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Fill out the payroll form so your 
check arrives ASAP 

r:;:::=--::~~;~:------------"'-'----'-------j 
: 3980SlINOOERGHBl.VD I 0222 I: Saint LOlli .. 

i ~,,~ -- i COUNTY 
_~ i ::::::~'~. 5;:[! ELECTION BOARD 

~ !-"".,"'--------------------------------- ____ oj 

REPUBLICAN PARTY """,~'MM" 

Suo¢M19£ Lori \Altobd AcrM!!T'!J!1! 4:4~fMt 

-... 7337 RoJeiOh V. """-"""!LI"..,.m,,--_ 
Sp!D!!ll! "'''"''''''"'''''n'O''--__ 

An! SUptr" Koren rauttice ArrtvpIY"",,· q:LlO 

MArmo ajlp ~bl!.C'r'1 LN """""'nr",w,J",,"",--_ 
SI!ID!l!u!' SUj>Pllntl!p! 

\ 
\ 

As each poll worker arrives, 

print his/her name, address, and 

arrival time on the correct 

payroll sheet. 

There is one clearly marked 

payroll sheet for all Republican 

poll workers and another for all 

Democratic poll workers. 
Po!!wqr!<er:~.Om..~.lX...- ArrIvpITimo,- 4:(0 
Adgrn"\~a" L\\a~ w. """,,","""WrlI'''''''''--_ 
S!!]olltyrn '"'SU!!f!!'!!!J!!n""!tI!!I'--__ '-----__ -----'\~he number of poll workers 

PoIIWQlbrS",,, 'Ol~ 
AddutU'IOO 7h"D~r='Ce.t. 

Arrive! TjIM' ..,: '=I () aM 
QrnilrtJJnt Tmo 

Syp" in~i,l: 

Amy.,Tlm., If' #,£ 

0e01lfll"n 1m
" 

I assigned is written at the top of 

'-----'- the payroll sheet. 

I 
PIeue prlfll. _. IIddres5 antIliO'TI'I8I Ime on Ihe ICO"1'Id ~ st.eI. When ~ eacl'ljudge lig'lS ___ name 
and recortI:I 11>8" OIparture!me. Botn payroillMetl ... pIIoIcIonllW DoIIyroIl., ....... lII'1d 1\iInkIeI;vered 10 \he 
t:leputleS .1 tne IurtHn k>c:at1Ol'l 

Help!!! 
It's one hour before 
the polls open and 
two poll workers 
haven't shown up yet. 

What do I do??? ... 

Call your judge/clerk at 5:00 a.m. if you do not have the 

correct number of poll workers that have been assigned 

to your polling place. See General Information Chapter, 

Pg. 1, for the number. Have both payroll sheets when you 

call. 
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Supervisory poll worker duties 

SEAL VERIFICATION FORM 

ST. I.OUlS COUNTY BOARD OF ELECTION COMMISSIONERS 
r-;;~~~;;;~;~~-------"-------------"'---l 

: 3II8OSUNOBERGHBLVO r::;;;'1 : 
: EL.ECtliO' _ ~ 1 
: GIlA 001 1M' 1)1(1 

i (iRA 00II 

j GIlA D(\J 00l' i 
... _._------------------_ ... -._---------._-------------~ 

VerilY tQ waI aambcn, Ircorr«l, dlK'k the boL rI 
Call1llr 1Io"utboase with diKrep_orin. PbOlle (314) 61~1878. 

TnaapGri Secarity Cart!inl" 1I~2J0 
(White Seal) 

O"'''er Via)'1 Baa Snll# 10]]IDl. 
OnriOnllltPoadi Snl.# QQ2.3/1 I 
Optl-Sc:1UI Memory Card Seal" ~ 

(Blue Tape: Seal), 

Toa~b Scl"ftll Compact Flub Card Setl" 1.1'1012-
(Blue Tape Seal) 

Tllllrll Saeea Compart Flab Cud Snl/j 2.740/3 
(Blue T~ Seal) 

Toacll SCfftD Complld FIasII Card Sui /I 2.1'1.01'-1 
(Blue Tape Seal) 

Tooell 5uftIII Compac1 Flull Cud Sal II 
(Blue Tape Seal) 

TaDdio SneeD CompKl.,./I Card Seal II 
(Blue Tape Seal) 

Toaeb Sel"ftll Compad F1u.II Card SnJ 11 
(Blue Tape Seal) 

~ 

I!l' 
~ 

~ 

Ii!' 

ri'I' 
Iil' 

0 

0 

0 

One poll worker from each party is 

designated as a supervisor. 

• Verify/break seal and unlock 

transport case. 

• Verify/break seal and get key 

envelope from orange vinyl bag. 

• You will find the password to 

activate the touch-screen machines in 

the key envelope. 

• Verify/break seal on clear orange 

pouch. 

• Verify/break seal and unlock the 

transport security cart padlock with the 

orange tagged key. 

• Roll up security cable and place in top of the 

transport case. 

• Complete the opening certification forms for both the 

touch-screen and opti-scan systems. 

• Make sure the workload is evenly distributed. 

• Deliver sealed clear orange pouch, sealed orange 

vinyl bag and green canvas bag after the polls close. 

OPENING THE POLLS 2 



Supervisor and assistant supervisor 
duties 
• Set up all equipment. 

• Rotate the duties manning the problem table, opti-

scan reader and activating the touch-screen for voters. 

• Collect voter tickets for those voting touch-screen, 

keeping them in stacks of 50. 

Assistant supervisor duties 
• Assist supervisors with paperwork. 

• Assist supervisors in packing up the three bags for 

delivery to turn-in location. See Closing the Polls Chapter, 

pgs. 13, 14, 15. 

• Collect transport case keys from supervisor and 

assist poll workers with packing all remaining supplies in 

the transport case. 

• Secure the transport case, opti-scan ballot box, and 

touch-screen transport security cart with security cable. 

Poll worker duties 
• Set up Work Areas 1 - 4. 

• Periodically rotate work areas. 

• Check 10 cards. 

• Number, issue, and complete voter ticket forms. 

• Locate names in binder, and initial. 

OPENING THE POLLS 3 



• Initial, record location number, and issue opti-scan 

ballots. 

• Collect opti-scan voter tickets. Rubber band in 

stacks of 50. 

• Send voter to appropriate voting equipment. 

• Pack up remaining supplies after closing. 

Transport case 
Election supplies will be delivered to the polling place in a 

transport case and transport security cart. One of the 

supervisors will use his/her key to open the transport 

case. In the Supplies Chapter you will see what you'll 

need to set up your polling place. 

Transport case seal log 
Both supervisory judges will verify that the seal on each 

transport case is intact. If intact, sign the transport case 

seal log found in the pouch on the inside of the door and 

proceed with the setup. 

Broken seal investigation report 
If the transport case seal is broken, complete the broken 

seal investigation report found in the pouch on the inside 

of the door. If there is a discrepancy with the contents, 

call the Election Board warehouse at 615-1878. 
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Opening Checklist for Touch screen 

D Retrieve keys & password from key envelope in the 
Orange Vinyl Bag 

D Retrieve Touch screen Opening Cert. form from back 
pocket of Clear Orange Pouch 

o Remove Touch screens from the Transport Security Cart 

D Remember - Touch screen setup is a 2 person job 

o Verify serial numbers for each machine on touch screen 
Opening Cert. form 

D Verify serial numbers on PEB's found in clear orange 
pouch on the Opening Cert. form 

D Check that there is a blue tape seal securing the slot for 
the flashcard on the Opening Cert. form 

D Verify flashcard seal number on Seal Verification form 

D Check the last touch screen in the daisy chain to make sure 
they all have power 

D Remember **** Only use the RED Supervisor PEB to 
activate the touch screens for voting 

D Do you have the Password? (Found in key envelope) 

D Activate touch screens with Red P.E.B and Password 

D Follow prompts and be PATIENT - WAlT 

o Verify 'Public Count' on T.S. Opening Cert. form 

D Sign & place Opening Cert. form in back pocket of clear 
orange pouch 

TOUCH SCREENS ARE NOW READY FOR VOTING 



• 

o 

o 

o 

o 

"0 . 

o 
o 

o 

o 

o 
o 
o 

o 
o 

Closing Checklist for Touch screen 

RetrIeve the I .S. Closing Cert. form from t.1l:e:5aCk pocket 

of the Clear Orange Pouch 

Record number of ballots cast on each T.S. machine in 
appropriate box (Public Count #'s) 

Record final numbers on the Daily Vote Tally in appropriate 
box (Public Count #'s) 

Put away the (Red) Supervisor P.E.B's in the Clear Orange 
Pouch 

,. Retrieve the (Green) Master P.E.B from the' top left pocket 
of the Clear Orange Pouch 

Insert the Master P.E.B. in T.S. machine #1 
(i!cz (jYle.k\\i\usj-c'\"""I.l"0>",-H,-<. 5CC(.:t-) 

The T.S. will display the close option menu. Select 'Close 
the Polls' 

PLEASE WAIT! (the T.S. is now loading all votes onto the 
Master P.E.B.) 

The screen will then prompt you to 'Remove P.KB.' (the 
T.S. is now reading all votes onto the flashcard) 

You can now move onto the next T.S. machine 

Repeat these steps for each T.S. machine 

When closing is complete the screen will display 'Terminal 
Closing is Complete' 

Touch the screen to exit 

Place the (Green) Master PEB in the top left pocket of the 
Clear Orange Pouch 



, 
D Remove flashcards from top of each T.S. and place in top 

right pocket of the Clear Orange Pouch 

D Using red tag key, unlock printer door on back of each T.S. 

o Remove Paper rolls from each T.S. (instructions on pgs. 
8&9 in the manuaJ)- Both Supervisor initial the paper roll, 
rubberband and place in the Orange vinyl bag 

o Asst. Supervisors & poll workers will be responsible for 
taking down the T.S.' s and loading onto the Transport 
Security Cart 



Hanging things up: wall charts, signs, 
flag 
D Tape up the wall charts for public viewing. 10 Card 

signs should be displayed next to the wall charts and on 

the table at Work Area 2. 

D Post the No Electioneering, Polling Place and 

Handicapped Entrance signs outside the polling place 

entrance. If the handicapped entrance is not the main 

entrance to the polling place, put a Polling Place sign at 

both entrances. 

D Post the No Cell Phone sign near the voting area. 

D The American flag must be displayed outside at all 

times, in all weather conditions. 

D Post the Voter's Bill of Rights. 

D Post the "How to Vote" instructions. 

OPENING THE POLLS 5 
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WORK AREA 5 
QPTI·SCAN 

READER 

WORK AREAS 1·3 VOTER CHECK·IN TABLE 

One Poll Worker manages voter tickets. Two 

Poll Workers oversee binders. One Poll 

Worker issues Opti-Scan ballots. 

.- START 

WORKAREA4 
AFFIDAVIT AND 

PROBLEM TABLE 

Supervisor & 

Asst. Supervisor 

rotato this stalion 

with Work Areas 5 

and 6. 



Setting up the opti-scan reader 

LCD Status 
Display 

Key Accesy 
. Panel 

Printer ,..aper_ 
Slot 

Printer 
Access 
Panel 

Menu Control 

Looking for 
the key 
envelope? 
Check the orange 
vinyl bag. 

Set up the opti-scan voting booths 

Access Panel 
. , 

" 

Opti-scan reader 
checklist 

D The clear orange pouch 

is in the transport case. 

Remove the opening 

certification forms from the 

back pocket. You will need 

these forms to verify your 

equipment and ballots. 

D Get the ballot box key 

(green tag) and the open/close key (green tag). 

D Remove the black case from the transport case. 

Take the opti-scan reader out and verify the serial number 

on the back with the serial number on your opening 

certification form. 

OPENING THE POLLS 7 



OPENING THE POLLS 

o Remove cord from black 

case. 

Very Important 

Unlock and lift the metal 

door marked "Lift to Operate," 

which covers the ballot 

entrance slot. 

8 



- - I 

o Feed the cord through the opening on the 

left side of the ballot box until it appears through 

the slot at the back. 

o Cord will appear through the slot 

at the back. 

o Unlock and open the reader 

access panel. 

OPENING THE POLLS 9 
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o Remove the opti-scan reader from the black 

case. 

.....,.- ~- ,- ~-- 0' - 0 Place the opti-scan reader about one-third of 
." • r ___ -i-

- .>, - -, . =,.~ -. 
the way into the recessed area and slide it on the 

mounting rails until it's four to five inches from the 

back of the recessed area. 

'.=-. J?! 

/ 
/ 
I 

o Plug the power cord into the back of the opti-

scan reader. 

o Slide the opti-scan reader until it is against 

the back of the ballot box. Bring reader access panel 

up and lock in place. 

o Plug the cord into a three-pronged electrical wall 

outlet. 

o Check ballot compartment door to verify the ballot 

compartment is empty. 

o Close and lock door. 

OPENING THE POLLS 



o Check provisional 

ballot/emergency bin to verify the 

ballot compartment is empty. 

o Close and lock the door. 

Make sure the 

Provisional/emergency bin is 

accessible. 

o Insert the opti-scan 

open/close key and turn it to the 

OPEN/CLOSE POLL position. 

Please wait. The opti-scan reader 

will display "S-MODE" and 

"ELECTION CARD INSERTED

OPEN POLLS NOW" 

o Press YES. "PLEASE TURN 

KEY/SWITCH TO VOTE" appears 

o Turn the reader key to the VOTE position to print 

report. This report will show zero votes on the opti-scan 

reader as well as a certification message. 

OPENING THE POLLS 11 



III Status Report III 
05:20:22 0810812006 

SI Louis County 
PRIMARY ELECTION 
0222 LOCATION 0222 
Election Date: August 8, 2006 

Precinct 0302 

Ballol Types: 
ALL 

o 
Total: 0 

Precincl 0303 

Ballol Types: 
ALL 

o 
Total: 0 

Precinct 0305 

Ballot Types: 
ALL 

o 
Total: 0 

Grand Total 

Ballot Types: 
ALL 

o 
Total: 0 

SI Louis County 
PRIMARY ELECTION 
0222 LOCATION 0222 
Election Date: August 8, 6 
T atal Number Voting: 0 

Precinct Voting Report 

PRECINCT 0302 

Total Ballots 
Ballots for Code 00302 ·Ot-Ot 

SENATOR· REPUBLICAN 

o 
o 

ISAIAH HAIR JR 0 
JIM TALENT 0 
JOYCE P. LEA 0 
ROXIE L. FAUSNAUGHT 0 
scon BABBIn 0 
Write In 0 
Over Votes 0 
Under Votes 0 

T nt:::.1 \/nh~t. n 

o Review the tape for accuracy and check the date 

and time. Time is extremely important. If incorrect, it 

could prevent you from closing the polls at 7:00 p.m. 

If incorrect, call the Election Board. 

o Compare the zero report tape to the wall charts and 

sign where indicated. 

o Sign tape and staple to opening opti-scan form. 

Take to Work Area 3 and Poll Workers will verify ballot 

styles issued to the wall charts and confirm number of 

opti-scan ballots issued. Return form to the back pocket 

of the clear orange pouch. 

o With the reader 

in the VOTE mode, 

pull straight up to 

remove the key, put it 

in the key envelope 

and place in the 

orange vinyl bag. 

Close the key access 

panel. The opti-scan 

reader is now ready 

for voting. 

OPENING THE POLLS 12 



Opti-scan opening certification form 

OPTI-SCAN OPENING CERTIFICATION 

ST. LOt'IS COll:olTY BOARD OF lu;erlON COMMISSIO:";£RS 

f~~~;;~~---------------i'~~;~--i'-1 

I=:n~:; _w ! 
!~1m0G7 : 
L. _________ •.•• _._ ••••• _________ ••• ______ • _______ . ____ ,; 

OPENING THE POLL 

c.u 1M ....... with dIsci.pa ..... Pt-. (314) 115-1171 

T ..... lb. by (witII the er-o tar) oa dK opckcaa n:aMr III ""pmld ... ~ polh~ pocltloL 11..0.. .. the 
pnolllpc:o 10 PNt '"tI~ rrpon. Tar arT"" rrpon IIIId Inxb to ttl .. r ....... Ifbr bodI atpft"\'tson .... 

BAI.I.OTST'YI.F. 

"'"L 
OJO, 

OJ,,$" 

OPTI-SCAN CHECK 

• OF BALLerlS 

lin) 

~ 
I>?' 
Ii3' 
~ 

o 
o 
o 
o 
o 
o 

We. the ur.lcnip>ed Pull Workcn ~o::rify th~ the Aerial number, blUOIllyln and number .,{balloll .... 
rorrcct and • zero rtpGrI wll.l produced . 

... _-- -. 

• 0 The two supervisors verify the serial 

number located on the back of the opti

scan reader. 

• 0 Compare ballot styles from the zero 

report tape to the wall charts. Sign the 

zero report tape where indicated. 

Staple the report tape to the opening 

certification form. 

Take the form (plus the report) to Work 

Area 3. Poll workers will verify ballot 

styles issued and number of ballots, 

placing check marks to confirm. Sign 

and place in the back pocket of the 

clear orange pouch. 

OPENING THE POLLS 13 



Setting up the touch-screen 
voting machine 

Removing touch-screen machines 
from transport security cart 

D Remove cover and place in transport case. 

D Get the transport security cart padlock key 

(orange tag) from the key envelope in the 

orange vinyl bag . 

.I D Hang padlock on the side of cart, lift front 

arm and fold back. 

D Lift top arm and fold back. 

OPENING THE POLLS 14 



I 

D Lock the front wheels by pushing 

down on the pedal - then lower the ramp 

to the floor. 

D Remove waist high restraining bar 

by pulling up and secure on top of cart. 

OPENING THE POLLS 15 



Assembling the touch-screen voting 
booth 

o Roll the booths out of the cart to the 

set-up location. Put the side with the power 

cord away from the wall. 

o Turn the booth over so that the wheels are on top, facing away 
from you, and the legs are at the bottom. 

OPENING THE POLLS 16 



o Carefully pull the legs away from the 

center. Don't force the legs open. They will 

resist when fully opened. This releases the 

touch-screen. 

o Lean the booth forward so it rests 

on the legs. 

o Lift the voting portion up and away 

from you to position it. When snapped in 

place with the release button the top will 

be at a 45-degree angle away from you. 

OPENING THE POLLS 17 



-
I 

D Open the doors outward from the 

center. Do not force the doors open. 

D Before opening the polls, check to 

there is a blue tape seal securing 

compact flash card. Verify 

the seal number 0 e seal verification 

form, I number on the touch-

screen opening certification form. 

OPENING THE POLLS 

D Plug the unit 

into a wall outlet. 

Daisy-chain 

multiple units. 

18 



This is 
REALLY 
im portant!! 
The green PES is 
only to be used to 
close the polls. 

Activating the touch-screen for voting 

Insert supervisor PEB (red). Follow prompts and enter 

password (in key envelope). 

WAIT... Do not remove PEB 
until prompted. 
Open additional terminals using the same PEB (red) and 

procedures. The touch-screens are now ready for voting. 

PEB stands for personal 
electronic ballot 

OPENING THE POLLS 19 



Touch-screen opening certification 
form 
• 0 Check the serial numbers on the bottom right of each 

touch-screen. 

TOUCH-SCREEN OPENING CERTIFICATION 
nu.fona.to .. pI-s ..... ar-. ......... ~ 

ST. LOUiS COUNTY BOARD OF ELECTION COMMISSIONERS 

:~:;~;~;~ ........ · .. ·T~~~2·i··l 
:~a~~ : 
: GIlA 0Ja 1 
L~.~_~1 _____ . _______ . _____ . ___ . __ . ______ . ________ .j 

OPENING lHE POU 

c.acr. ...... wlhdllCi J 'ftlCaDt4 .. a.tm 

TOUCH-SCREEN and PES SERIAL NUMBER VERIFICA1l0N: 

I. 

2. 

lalert Alpt'rvisor PEB (red) buo tub toudHcrrm to .~. 

Check boI to verify HrW Dumben & '"0" pubUc count. tIi!I"'" 

TOUCH-SCREEN 1111 

i3 "",,,VSI,s]'&/99 
[!f "'0" PabUc COllat 

TOUCH-SCREEN 1t3 

~ Itria1#VSIGJ 10 
M "0" PabUc eoual 

TOUCH-SCREEN 1115 o H~I#' _____ _ 

o "0" hblic Coaat 

MASTER PEB (Gitto) 

I!'" Ieriau'PS0191031 

SUPER\1S0R PEB (Red) 

I!i " ..... 1'sOJl.4nl. 

TOUCH-5CREEN III 

[B' "ri." VS 134111 
[!f "0" Public COliot 

TOL'CH-5CREEN 114 o serial#, _____ _ 

o '"(I" PubUc CoaDt 

TOL:CH-SCREEN #6 o ICrW#' _____ _ 

o "'0" Publk CODal 

SUPERVISOR PEa (Red) 

[!!' " ...... !'SOI139K 
SUPERVISOR PEB (Red) (optional) 

o ""'''' _____ _ 
We the \Uldcnigned Poll WorKen verify that all the equipment WiU sealed and intact, the serial 
numbers wen: oona;t, and the public count on each touch screen machine was "0". 

4",,~u 6~ '1DiJ,. a.;a%pH"'iIll. -.dr s.pa->iIIIo-

-t'a.v..v B"rtj(2 -f<ttthj. !1N'~ hpIIblku ~, SII,...""" De .. AaUUII 
M _" • ...uuo __ ... 111 __ -.....-_ 

• 0 Verify "zero" public count on the 

lower right scre n of each touch

screen unit. 

Aug. 8. 2006 Primary Public Count 0 

Loc. 0222 Current Date 05:30:30 08/08/2006 

• Verify serial numbers on all PEBs. 

• Sign and place in clear orange pouch. 

OPENING THE POLLS 20 



The oath 

Before the polls open, all supervisors and poll workers 

must take the oath and sign the affirmation. 

Did you do everything? Final check-list before you open the polls 

o Check transport case seal. 

o Remove supplies. 

o Fill out seal verification 

form. 

o Read all memos found in 

the back pocket of the clear 

orange pouch. 

o Sign payroll sheet found in 

back pocket of clear orange 

pouch. 

o Complete opening touch

screen and opti-scan 

certification forms in back 

pocket of clear orange pouch. 

o Verify serial numbers of 

touch-screen machines. 

o Verify serial number on 

opti-scan reader. 

o Verify opti-scan ballots by 

ballot style. 

o Place daily vote tally at 

Work Area 4. 

o Take and sign the oath. 

o Verify that opti-scan ballot 

box is empty and lock it. 

o Put keys inside key 

envelope and place in orange 

vinyl bag. 

o Assemble opti-scan voting 

booths. 

o Compare opti-scan ballots 

to wall charts. 

o Post all charts and signs 

and put out flag. 

o Verify "zero" votes and 

ballot styles from opti-scan tape. 

o Verify zero public count on 

each touch-screen. 

OPENING THE POLLS 21 



Open the polls 
Promptly at 6:00 a.m., go to the door and 

announce the polls are open. 

OPENING THE POLLS 22 



Work Areas 1-6: 
Processing the voters through the line 

Contents 
Work Area I-Voter check-in 

Absentee printout 

Acceptable forms of ID 

Work Area 2-Precinct binder 

Supplemental binder page 

Work Area 3-0pti-scan ballot issuing 

Work Area 4-Problem table 

Voter affidavit general information 

No identification 

/ Voter assistance 

Affidavit Address change 

instructions Name change 

Address and name change 

Identification with no signature 

Provisional voters 

Work Area 5-0pti-scan 

Emergency bin and secrecy folder 

Work Area 6-Touch-screen 

1 

2 

3 

4,5,6 

6 

7 

8,9 

10,11 

12,13 

14,15 

16,17 

18,19 

20,21 

22,23 

24,25 

26,27 

28 

29,30,31,32 



~ VOTER TICKET I 
~ Voter # 

Work Area 1 - Voter check-in 
D Poll workers 

D Voter ticket pads 

D Absentee printout 

Date: 'l~ m ivy 
Ballot Styte 

Pre-number the first pad of voter tickets. Record 

the location number and date in the top left corner 

and voter numbers 1 thru 50 in the top right 

corner. The first voter of the day receives number 

1. Each subsequent person will receive the next 

number in numerical order. Do not write the ballot 

style on the voter ticket at Work Area 1. 

Registration Number 

Touch-5creen Machine # Optical-Scan 

Judges Initials 

(REP) (OEM) 

Absentee ballots 
may not be accepted 
at the polls. 

Write "ABL" on the signature line of the binder for 

each voter on the absentee printout. See 

example on pg. 4. If the voter has not cast an 

absentee ballot, give the voter a voter ticket. Tell him/her 

to take the voter ticket, together with his/her identification, 

to Work Area 2. 

If the voter has cast an absentee ballot, do not allow this 

person to vote. Spoil the voter ticket. 

We do not accept absentee ballots at the polls. In order 

for an absentee ballot to be counted, it must be taken to 

the Election Board office by the voter or a close relative 

prior to 7:00 p.m. on Election Day. 

For voters needing curbside assistance, see pgs. 14, 15. 

WORK AREAS 1 - 6 1 



Example of Absentee Printout 

BOARD OF ELECTION COMMISSIONERS 
OF ST LOUIS COUNTY RPT. NO ELMB1 

08/08/06 ABSENTEE BALLOTS ISSUED PAGE 1 

ST THOMAS/HOl Y SPIRIT CH ELECTION 604 LOC 0222 

LAST NAME FIRST NAME STREET STREET TWP PCT REG. NO VOTER 
NUMBER NAME STATUS 

~ BROWN JOHNJ 9027 SUNSET WOODS PL GRA 009 0805109 0 
'1J CRAMWELL APRIL B 1331 FLOREA PL GRA 008 0913101 
~ 

> CRIBBS BARBARA A 11215 FOX MEADOWS DR GRA 045 1269789 

'1J DRIFUS RANDALL G 9778 SPEAR ST GRA 003 1031515 m 
> ELGIN NANCY L 9778 SPEAR ST GRA 003 1115151 Ul 
.... FRANCIS ROBERT E 2 RICHVIEW DR GRA 009 1695421 

SMALL ROBERTA S 3451 WESTWICKPL GRA 045 1704536 

0- WOODS PATRICIAM 872 DEANE CT GRA 008 2363979 

WOODS THOMAS 0 872 DEANE CT GRA ooil 4987209 



TWPIPCT 
GRA009 

CREWS, ALICE 
7212 COURTYARD LAKE DR 
ST LOUIS, MO 63127-1457 

SI(,;NATURE 
VOTER IDENTIFICATION CARn 

DRIVER MISSOURI LICENSE 

license No: J204293063 

CREWS, ALICE 
7212 COURTYARD LAKE OR 
ST lOUIS, MO 63127 

Birlhdate Expiration Date 
06-21-1951 11·19·2008 

~ Ct4 .. ,.." 
SIGNATURJ..: 

SOCIAL SECURITY 

498-42-8947 
THIS NUMBER HAS BEEN EST ASLISHEO FOR 

ALICE CREWS 

SIGNATURf. 

TilE UNIVERSITY OF MISSOURI 
STUDENT 10 NO 40536 

JANE CALDWELL 
JOHNSON HALL 
COLUMBIA, MO 

Acceptable forms of identification are: 
• A signed voter 10 card. 

• Identification issued by the state of Missouri or any 

agency of the state. 

• Identification issued by any agency of the United 

States Government. 

• Identification issued by an institution of higher 

learning located within Missouri (university, college, trade 

or technical school.) 

The address on • A recent utility bill, bank statement, 

these ~ government check or other government 
documents 
must match the document containing the current name 
address in the 
precinct binder, and address of voter, * 

• Drivers license or state identification card issued by 

any state. 

• Personal knowledge of the voter by both election 

supervisors upon completion of a voter affidavit that is 

signed by both supervisory poll workers and the voter. * 
* Must vote by affidavit. Any other acceptable forms 

of identification without a signature must also vote by 

affidavit. 

If a voter does not have an acceptable form of 
identification, and both supervisors do not 
recognize the voter, he/she must return with one of 
the above IDs, 

WORK AREAS 1 - 6 3 



Saini Louis PRIMARY ELECTION 

LOCATION 0222 COUNTY AUGUST 8, 2006 

ELECTION BOARD VOTER'S IDENTIFICATION CERTIFICATE 

PRECINCT REGISTER - ST. LOUIS COUNTY BOARD OF ELECTION COMMISSIONERS 

WARNING: IT IS AGAINST THE LAW FOR ANYONE TO VOTE, OR ATTEMPT TO VOTE, WITHOUT HAVING A LAWFUL RIGHT TO VOTE. 

I HEREBY CERTIFY THAT I AM QUALIFIED TO VOTE AT THIS ELECTION BY SIGNING MY NAME AND VERIFYING MY ADDRESS BY SIGNING MY INITIALS NEXT TO MY ADDRESS. 

8 
VOTER NAME : BALLOT @ STREET ADDRESS nJUDGES TWPfPCT 

REGIS. STYLE @ VOTER SIGNATURE 
NUMBER 

VOTER' VOTe.R INITIAL 
INITIALS 

ZIP 

GRAOO9 0804208 CREWS ALICE 0302 73 'I.@.«'- t;.e,,1<tLJ 7;2'tOURTY ARD LAKE DR 63127 JUI ff 
GRA 009 0641362 CREWS DONALDL 0302 7212 COURTYARD LAKE DR 63127 

GRA045 1269769 CRIBBS BARBARA A 0302 oABl 11215 FOX MEADOWS 63127 

GRA 045 1022121 CRIBBS DOROTHY 0302 11215 FOX MEADOWS 63127 

- GRA045 2182278 CRIBBS WILLIAM P 0302 11215 FOX MEADOWS 63127 

GRA003 2177480 CRISWELL ELIZABETH J 0305 @@ 5723 HANDY ST 63127 

GRA 003 0487399 CRISWELL ROBERTC 0305 5723 HANDY ST 63127 

GRA 008 2054nB CROFT ROBERT 0303 4217 MONICA DR 

GRA 007 0828582 CUNNINGHAM ALEX 0305 4 RAYBURN AV' @ « "'0" _ 
GRA 007 0806421 CUNNINGHAM WALTERF 0305 4 RAYBURN 0.'.' ff~ " IC-r, 

'0. ff,. 
GRA009 0249980 DALY ANNES 0302 o ABSENTEE BALLOT ISSUED 2210 WO' S~ 0~ GRAOO9 1239373 DALY MATTHEW 0302 2210 1 

~. GRA046 2040375 DOBBS ARTHURT 0302 lr " "P,.~ ilO ~ oCrc~ "'0" 'J> '~ 
GRA046 1070163 DOBBS LINDA 0302 ,,~ C:>N~ 

~ oft,,,, 
NOTE: NUMBERS REFER TO INSTRUCTIONS ON NEXT PAGE ~~ l)/fLj 0..0, 

"/. 1-
'\S'c-• ., 

~ 



Work Area 2 - Precinct binder area 
o Poll workers 

o ID sign 

o Precinct binders 

o Supplemental binder pages 

Rdedmembtehr, t~ 0 Print "ABL" on the signature line of all voters on the 
a resson e ~ 
voter's signature 10 absentee printout. 

does not have to @ Find the voter's name in the precinct binder and mark 

match the address with an)t. You may not allow anyone to vote if his/her 
in the binder. You 
only need to check 
the signature. 

name is not on the precinct binder or supplemental binder 

page without calling the Election Board office. 

fD If correct, instruct the voter to 
initial his/her address and sign on 

the appropriate line. 

o When an approved form of ID 

is presented, one poll worker of 

each party must compare the 

signature of the voter and initial 

the binder. 

o Record the number from the voter ticket in the voter # 

column. 

(3 Record the ballot style number from the ballot style 

column on the voter ticket. 

e Record the registration number on the voter ticket. 

€i) Record the voting system choice on the voter ticket. 

WORK AREAS 1 - 6 5 



o If "ABSENTEE BALLOT ISSUED" is printed on the 

signature line, do not let this person vote. 

(ID ® Signifies voted by affidavit. 

When an affidavit is used and the voter's name is in the 

precinct binder, locate his/her name in the binder and 

place a capital "A" with a circle around it on the signature 

line. This is to signify "voted by affidavit." 

Return the voter ticket and the identification to the voter. 

If the voting system choice is opti-scan, send him/her to 

Work Area 3. If the voter chooses touch-screen send 

him/her to the touch-screen operator. 

Supplemental binder page 

If the voter is not in the precinct binder, check your 

supplemental binder pages. These pages are printed on 

colored paper and look like regular precinct binder pages. 

If the name is on the list, process the same as any other 

voter. 

Exceptions 

If the voter's name is not found in the binder or 

supplemental binder page, send him/her to the problem 

table with the voter ticket. 

WORK AREAS 1 - 6 6 



Work Area 3 - Opti-scan ballot issuing 
o Poll workers 

o Opti-scan ballots, divided by ballot style, in folders 

o Provisional opti-scan ballots, divided by ballot style, 

in folders 

o Voter ticket envelope 

o Spoiled balloUvoter ticket envelope 

o Secrecy folders 

OPens 

A bi-partisan team will initial, record location number, and 

issue the correct opti-scan ballot style noted on the voter 

ticket. 

Collect opti-scan voter tickets. As you collect 50 voter 

tickets, rubber band together and place in the voter ticket 

envelope. 

Those voting opti-scan by affidavit must return with the 

voter ticket to be issued the correct opti-scan ballot. 

WORK AREAS 1 - 6 7 



Work Area 4 - Problem table 

DAILY VOTE TALLY-AS THE VOTING PROGRESSES 

.<iT.I.ons rourny BOARD Of' ELECTla,," CO~fMISSIO"'r.R.<i 
,. ... --.-----............... --.--------....... --.-.. ---
: 81' ~v Sl'lmCH r:::;;"'1 ; 
l_s=~e~\1l_ ~ j 

~=:~- !" i IlIIAOXl3l1Ol'l' 

L. ___ . ____ . __ . _______ .....•........... ________________ ! 

TOUCH-SCREEN 

Ballor. CI.t on touch .. c:,.." 
eo.nalICl'OO..n Co.ontl'l2:OOpm Can aI 400 .... C<lutllal 1:fX) pm 

TOKIt-Kl'ftD If I 2'1 53 70 /0 I 

Tudl.,uftll"l jl 5"7 f'i I;L I 

Tntb_ ......... 3 17 Sf, 7'1 11.2. 

T .... d'-f<:1'ec:I:I1I4 

T .... (h-4lC'I'ft ... ~ 

Toutb-KIWII" , 

Toom..ren. 7 

Toul of IIlKbbtn 1-7 for 7:00 P.IIL foul oaly: I .1.1"1 

. OPTI-SCAN 

Ballots _t on OfIlloKan elf In 11M) 

o Poll workers (supervisors or 

assistant supervisors) 

0 Affidavits 

0 Provisional envelopes 

0 Daily vote tally 

0 Oath & affidavit envelope 

0 Street directory guide 

0 Polling place list 

0 Registration cards 

0 Cell phone 

0 Stapler 

This area is for the voters not found in 

the precinct binder/supplemental page 

or needing a change of address/name 

change. They will have to vote by 

affidavit. 

The daily vote tally is a running record of the number of votes 
cast throughout the day. The numbers will be updated at 10, 2, 4 
and closing to show the votes cast. These totals are needed to 
help you balance the closing certification forms. 

WORK AREAS 1 - 6 8 



STREET 

To check for the correct polling place 
The Street Address Directory furnished to every polling 

place is an alphabetical listing of every street address in 

St. Louis County. This book is to identify a voter's 

township and precinct to verify the correct polling place. 

NUMBER AND LOCATION TWN PCT POST OFFICE CODE 

GLENWOOD-CT-3Too-3T99-6i5D-EVEN-FROM--MTb-023-St ANN 63074-' 

Look up the street name 

and identify the correct 

range for the voter's I BALTIMORE N TO CIRC=LE~_~ ________ ~ 

GLENWOOD DR 86008899 ODD EVEN FROM GRA 036 ST LOUIS 63128 
E WATSON SE TO DEAD END 

GLENWoob-OR---Sso01i486EVEN ONL Y-F-ROM GRA 042 STLOUIS 
I W BIG BEND TO GRAMMOND DR 

GLENWOOD DR 8901 9485 ODD ONLY FROM GRA 043 ST LOUIS 63126 
W BIG BEND TO GRAMOND DR 

GIENWCfciDTA-Sl~7-;1B;-3-;-:-39;-43~7 •.. 5rt1--BON-034--5T-Cciur5--63122'1 
1 BIG BEND S TO D~R..El'!P,--__________ -,. 

house number. 

After you find a voter's 

township and precinct in 

the Street Address 

Directory, check the 
Polling Place List. 

• If the voter's name is not in the precinct binder, check 

It's the law! A 
person who has 
moved must 
always vote at his 
or her new polling 
place. 

the Street Address Directory and the Polling Place List to 

make sure he/she is in the correct polling place. 

• If the voter's name is in the precinct binder, but the 
address is incorrect, check the Street Address Directory 

to determine the correct polling place. 

WORK AREAS 1 - 6 9 



Voter affidavits - when & how to use 
A voter affidavit is used when any information in the 

binder is incorrect. Complete each section of the affidavit. 

If authorization is needed, call the Election Board. Enter 

the name and code number of the election official 

granting permission. 

Never refuse anyone the right to vote without 

authorization from an Election Board official. Never allow 

anyone to vote that is not in the precinct binder! 

supplemental page without authorization from an Election 

Board official. 

The voter signs either the affidavit or the precinct binder, 

never both. 

An affidavit always bears the signature of the voter and a 

bi-partisan team of poll workers. 

WORK AREAS 1 - 6 10 



The following pages show examples of voter affidavits 

and explain the reasons used. Find the reason that fits 

the voter's circumstance and use the example as a guide 

to complete the affidavit. 

Affidavits are used for: 

A. No ID, but personally known by 

both supervisors. 

B. Voter assistance 

c. Address change 

D. Name change 

E. Address & name change 

F. ID with no signature 

G. Provisional voting 

WORK AREAS 1 - 6 11 



Affidavit for no identification I 
Known by both supervisors 

As long as both supervisors know the 

voter, and he/she is listed in the 

precinct binder, proceed with the 

affidavit. 

Complete the top of the affidavit. 

1. Check the NO ID-PERSONALLY 

KNOWN BY BOTH SUPERVISORS box. 

2. Select voting system. 

3. Record the ballot style on the 

voter ticket and affidavit. 

4. Check the box marked VOTED. 

6. Print "A" and circle it on the 
precinct binder Signature line. 

5. Return the completed voter ticket 

(marked with a circled "A") and the 

identification to the voter and send 

him/her to Work Area 3 for opti-scan, 
or Work Area 6 for touch-screen. 

1. Place the completed affidavit in 

the oath & affidavit envelope. 

WORK AREAS 1 - 6 

~![) VOTE~CKET ,.., 
Voter' 

Q~~ 

Date: 1r - 0(, 
Ballot Style 

mm/yy 

Registration Number 

Ixl 
Touch-Screen Machine II Optical-Scan 

$>tAl, Judges Initials K'r 
(REPI (DEM) 

12 



A - No identification/Known by both supervisors 

VOTER AFFIDAVIT 
If,thiI ~ haa.mo~<grhas had a namechange •. paperciip thiS affidavit to.tha iegistratIon card and 
plaCe It Iri tI)e,08th:&:Affi!lavitenveiope 

Location IIo2.Old. Election Date: ~ Voter ticket # / 7 
Warning: It is against the law for anyone to attempt to vote without having the right to vote. 
address below is my legal residence and I am qualified to vote at this election. 

I certi fy the 

Voter's signature: ~J/rIbr 
Last four digits Soc. Sec. #: 12.3 'i 
Print voter's name: 'Robert: ])e.lJi rQ 

Present Address: qq 'i?a.ybw,'f'J AI/~, 

Telephone #: 555-/t:;S" 

Zip: (,,31zL. Twp/PcI S rd.. roB 
Voter's fonner name: _______________ _ 

Fonner Address: Zip: __ _ Twp/Pel 

REASON FOR VOTING BY AFFIDAVIT 

o Name not io binder 
Call the Election Board for voter verification and 
ballot style 

D Address change (Fill out rel,..-jstration) 
Call the Election Board for voter verification and 
ballot style 

o Name cbange (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 
(No phone call needed) 

o Provisional ballot (Opt i-scan ballot only) 
Call Election Board for ballot style. 

o II> with DO signalnre 
Bank statement. utility bill, government check. etc. 
(No phone call needed) 

~ No ID-PersonaUy known by botb supervisors 
(No phone call needed) . 

c/&?J';UJIWbti.. / 
Republican Poll Worker Signature 

~~<fttf.; 
ocratic Poll Worker Signature 

I:Uudges\$upervisonES&S\Forms used at poll\Voter Affidavit.doc 

iZf TOUCH·SCREEN 0 OP't'I·SCAN 

~ Ballot Style: 0303 

[if Voled 

0 Did not vote 
Reason 

Spoke with: 
BOEe OffICial 

Code #: 

NOTE: If the Towtl."hiplPrccinct for the voter's new address 
does not vote at this polling place, usc the street directory and 
polling place list to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

LOC#: 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 13 



Affidavit for voter assistance (if requested) 

If someone is unable to enter the 

polling place because of a physical 

disability, two poll workers, one from 

each political party, ask for the voter's 

identification and complete the 

following steps. There is no need to 

call the Election Board office. 

• Get voter ticket from Work Area 

1. 

• At Work Area 2, look up the 

voter's name in the precinct binder. 

• If the name is not in the precinct 

binder, make sure the voter is in the 

correct polling place. If yes, call the 

Election Board. 

Complete the top of the affidavit. 

1. Check the VOTER ASSISTANCE 

NEEDED box. 

2. Select opti-scan voting system. 

All curbside voters must vote an opti

scan ballot. 

3. Record the ballot style on the 

voter ticket and affidavit. 

4. Check the box marked VOTED. 

5. Print a circled "A" on the precinct 

binder signature line. 

6. Take the completed voter ticket, 

(marked with a circled "A") and the 

identification to Work Area 3. 

Never remove the 
precinct binder from 

Work Area 2. 

• Take the affidavit, ballot, secrecy 

folder and pen to the voter in the car. 

• Offer to explain the voting pro-

cess. Tell the voter the ballot will be 

cast "as is". 

• Have the voter sign the affidavit 

and the poll workers compare 

signature. 

• Hand the voter the voting 
supplies. Allow for privacy. 

• Have him/her place the ballot in 
the secrecy folder. 

• The poll workers return to poll 

and feed the ballot through the 

reader. "Accept" if an over-vote. 

• Place the affidavit in the oath & 
affidavit envelope. 

WORK AREAS 1 - 6 14 



C - Voter Assistance 

VOTER AFFIDAVIT ~ 
IUmON IOAID 

1f.1P'~·.I,I;aJ:~~,"-.had a name change, paperclip this afIicIavit to the.nI9istration canl,aftd 
PIl!ce llil!the:OaIb'.,AI'ftdavit envelope 

Location # 2 Z 2. Election Date: 1- f -0(, Voter ticket # Jl 
Warning: It is against the law for anyone to attempt to vote without having the right to vote, I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: 

Last four digits Soc. See, #: 12! 4/ 

Print voter's name: A I PAC./IID 

Present Address: Zip: (,j127 Twp/Pet GfAloa.J 
Voter's former name: _______________ _ 

Fonner Address: Zip: __ _ TwplPct 

REASON FOR VOTING BY AFFIDAVIT 

D Name Dot in binder 
Can the Election Board for voter verification and 
ballot style 

o Address cbange (Fill out registration) 
Call the Election Board for voter verification and 
ballot style 

o Name change (Fill out registration) 
(No phonc call nceded if at same address) 

~ Curb-side voting 
(No phone call needed) 

D Provisional ballot (Opti-scan ballot only) 
Call Election Board for ballot style. 

o ID with DO Signature 
Bank: statement, utility hill, govenuncnt check. etc. 
(No phone call needed) 

o No ID-Personally known by botb supervisors 
(No phone call needed) 

~tult!!:&L 
Republican Poll Worker Signature 

~~ 'fdl; 

I:Uudges\$upervisor\ES&S\Forms used at poUWoter Affidavll.doc 

o TOUCH-SCREEK ~ OPTI·SCAN 

Ii1' Ballot Style: 0301 

~ Voted 

o Did not vote 
Reason 

Spoke with: 
aOEe Official 

Code #: 

NOTE: If the TownshipfPrecinct for the voter's new address 
does not vote at this polling place. use the street directory and 
polling place List to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED, 

LOC#: 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 15 



Affidavit for address change 

A voter affidavit and an Application for 

Voter Registration must be filled out 

when a voter has moved within the 

County and has not notified the 

Election Board. 

• If the name is not in the precinct 

binder, check if the voter is in the 

correct polling place. Call the Election 

Board at 615-1800 for the voter's 

eligibility and ballot style if more than 

one style is being used. 

Poll worker signs 
reaistration card 

• Fill out an Application for Voter 

Registration, checking the ADDRESS 

CHANGE box. A poll worker dates and 

signs as the deputy registrar on the 

line provided. 

If the voter is granted permission: 

Complete the affidavit, noting the 

name and code number of the 

election official granting permission. 

1. Check ADDRESS CHANGE box. 

2. Record the voting system and 

ballot style on the voter ticket and 

affidavit. 

3. Check the box marked VOTED. 

4. Print a circled "A" on the precinct 

binder signature line (if applicable). 

5. Return the completed voter ticket 

(marked with a circled "An) and the 

identification to the voter and send 

him/her to Work Area 3 for opti-scan, 

or Work Area 6 for touch-screen. 

6. Staple the completed affidavit to 

the Application for Voter Registration 

and place both in the oath & affidavit 

envelope. 

If the voter is denied permission: 

Complete the affidavit, noting the 

name and code number of the 

election official denying permission. 

1. Check the box marked DID NOT 

VOTE and note the reason. 

2. Staple the spoiled voter ticket to 

the affidavit and place in the oath & 

affidavit envelope. 

3. Give the voter the completed 

Application for Voter Registration to 

mail to the Election Board. 

WORK AREAS 1 - 6 16 



D - Address Change 

VOTER AFFIDAVIT c:OUflry 
IUCTION aGAiD 

If the voter has.moved or has .had a name change, papen:Iip this afIIdavit to the registration en and 
ptaCe It In the 08ih,&·Affidavlt.8nvelciPe . . . 

Location # 2. 2.1. Election Datc: y. y.a, Voter ticket # j7 
Warning: It is against the law for anyone to attempt to vole without having the right to vote. I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: ~~ 
Last four digits Soc. Sec. #: /1_ 34 Birth date: J-1.II-"'O Telephone #: JI'I/S:SS -$'.f.fS • 
Print voter's name: .74mL1 C'a<W! 
Present Address: Zip: (,$12(, TwplPct 

Voter's fonner name: _______________ _ 

Fonner Address: Zip: __ _ TwplPct 

REASON FOR VOTING BY AFFIDAVIT 

D Name Dot in binder 
Call the Election Board for voter verification and 
ballot style 

~ Address change (Fill out registration) 
Call the Election Board for voter verification and 
baUot style 

o Name change (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 
(No phone call needed) 

o Provisional baUot (Opti-scan ballot only) 
Call Election Board for ballot style. 

o ID with no signature 
Bank statement, utility bill. govenuncnt check. etc. 
(No phone call needed) 

D No ID-PcrsonaUy known by both supervisors 

J;:e;;;;;~ 
Repuhlican Poll Worker Signature 

6if1tmtit~kcr Signature 
I:Wudges\Supervisof\ES&S\Forms used at poll\Voter Atfidavil.doc 

Ii( TOUCH-SCREEN D OPTI·SCAN 

~ Ballot Style: 0303 

Ii( Voted 

o Did not vote 
Reason 

Spoke with: 
BOEC Oflicial 

Code #: 7-0003 

NOTE: If the TownshiplPrccinct fOT the voter's new address 
does not vote at this polling place, use the street directory and 
polling place list to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

LOC#, 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 17 



Affidavit for name change 

An affidavit must be filled out when a 

voter has a legal name change. 

There is no need to call the Election 

Board for this type of transaction if the 

voter's former name is in the binder. 

The affidavit must be filled out with 

the voter's previous name, but must 

be signed with the current name. 

• If the name is not in the precinct 

binder, check if the voter is in the 

correct polling place. Call the Election 

Board at 615-1800 for the voter's 

eligibility and ballot style if more than 

one style is being used. 

Poll worker signs 
reaistration card. 

• Fill out an Application for Voter 

Registration, checking the NAME 

CHANGE box. A poll worker dates and 

signs as the deputy registrar on the 

line provided. 

If the voter is granted permission: 

Complete the affidavit 

1. Check the NAME CHANGE box. 

2. Record the voting system and 

ballot style on the voter ticket and 

affidavit. 

3. Check the box marked VOTED. 

4. Print a circled "An on the precinct 

binder signature line. 

5. Return the completed voter ticket 

(marked with a circled "An) and the 

identification to the voter and send 

him/her to Work Area 3 for opti-scan, 

or Work Area 6 for touch-screen. 

6. Staple the completed affidavit to 

the Application for Voter Registration 

and place both in the oath & affidavit 

envelope. 

If the voter is denied permission: 

Complete the affidavit, noting the 

name and code number of the 

election official denying permission. 

1 . Check the box marked DID NOT 

VOTE and note the reason. 

2. Staple the spoiled voter ticket to 

the affidavit and place in the oath & 

affidavit envelope. 

3. Give the voter the completed 

Application for Voter Registration to 

mail to the Election Board. 

WORK AREAS 1 - 6 18 



E - Name Change 

VOTER AFFIDAVIT 
If·the v~1Ia,s moved or.has·~a name change. pap8rCUp.u.affic!avit.tothil~~stnill~_ 
place it in th& Oath & Affidavit. envelope 

Location # 2.22 Election Date: 8 ·Sa" Voter ticket # 39 
Warning: It is against the law for anyone to attempt to vote without having the right to vote. I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: dll&?';;;;:tL 
Last four digits Soc. Sec. #: 1234 Birth date: II. b· t./b Telephone #: 6>:;:-:/10'1 

Print voter's name: 8(1,1!!d Fi'~/ d. 
PrcscntAddress: 300 i-/oraJeCLPI Zip: W/2.7 Twp/Pet 8ra . COf, 

Voter's former namc: So) & f\1eadmus 
Forrm:r Address: Zip: __ _ Twp/Pct 

REASON FOR VOTING BY AFFIDAVIT 

o 

o 

Name Dot in binder 
Call the Election Board for voter verification and 
baUot style 

Address cbange (Fill out registration) 
Call the Election Board for voter verification and 
ballot style 

Name cbange (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 
(No phone call needed) 

o Provisional baUot (Opti-sean hallot only) 
Call Election Board for ballot style. 

o ID with no signature 
Bank statement, utility bill, government check, etc. 
(No phone call needed) 

o No ID-PersoDBUy knowD by botb supervison 
(No phone call needed) 

Jfi<,IAJMheL-
Republican Poll Worker Signature 

~~ Ydi.? D~ocratic Poll Worker Signature 

1:\Judges\Supervisor\ES&S\Forms used at polI\Voter AffidaVll.doc 

~ TOUCH-SCREEN 0 OI'TI-SCAN 

DO Ballot Style: 03DZ. 

~ Voted 

0 Did not vote 
R"",," 

Spoke with: 
BOECOfUdal 

Code #: 

NOTE: If the TownshiplPrecincl for thc voter's new address 
does not vote al this polling place. use the street directory and 
polling place list to scnd the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

LOC #: 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 19 



Affidavit for address and name change 

A voter affidavit and an Application for 

Voter Registration must be filled out 

when a voter has a name change 

and has moved within the County 

without notifying the Election Board. 

• If the former name is not in the 

precinct binder, check if the voter is in 

the correct polling place. Call the 

Election Board at 615-1800 for the 

voter's eligibility and ballot style if 

more than one style is being used. 

Poll worker signs 
reaistration card 

• Fill out an Application for Voter 

Registration, checking the ADDRESS 

CHANGE and NAME CHANGE boxes. A 

poll worker dates and signs as the 

deputy registrar on the line provided. 

If the voter is granted permission: 

Complete the affidavit, noting the 
name and code number of the 

election official granting permission. 

1. Check both ADDRESS CHANGE 

and NAME CHANGE boxes. 

2. Record the voting system and 

ballot style on the voter ticket and 

affidavit. 

3. Check the box marked VOTED. 

4. Print a circled "A" on the precinct 

binder signature line (if applicable). 

5. Return the completed voter ticket 

(marked with a circled "A") and identi

fication to the voter and send him/her to 

Work Area 3 for opti-scan, or Work Area 

6 for touch-screen. 

6. Staple the completed affidavit to the 

Application for Voter Registration and 

place both in the oath & affidavit 

envelope. 

If the voter is denied permission: 

Complete the affidavit, noting the name 

and code number of the election official 

denying permission. 

1. Check the box marked DID NOT 

VOTE and note the reason. 

2. Staple the spoiled voter ticket to the 

affidavit and place in the oath & affidavit 

envelope. 

3. Give the voter the completed 

Application for Voter Registration to mail 

to the Election Board. 

WORK AREAS 1 - 6 20 



F - Address and Name Changes 

VOTER AFFIDAVIT _~1nt lou;, 
~ 
ELimON IOAIID 

ifill!! voter haII~ or hall had a!wn8 change, papGfCiip this affidavit to the reglsntioncanland 
place It In theOalh&'Aftldavtt 81M11ope 

Location # 21 Z Election Date: f - r -l/)O(, Voter ticket # 

Warning: It is against the law for anyone to attempt to vote without having the right to vote. I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: 1210. no I \:Q ~ 
Last four digits Soc. Sec. #: /2.3 L/ Birth date: I-S-41.. Telephone #:j"'J5~ -!~SS 

Print voter's name: ]);anL K~n 
Present Address: 

Voter's former name: _C.A..!LnUnLI...,£""-----'H.--'-"4.o..L/.L/ _____ _ 

Former Address: 6'1 i' f.!o/lVWiJDd L4.!t t.. Zip: &JOJJ TwplPct S.!!!/Q!...'l , 
REASON FOR VOTING BY AFFIDAVIT 

o Name not in hinder 
Call the Election Board for voter verification and 
ballot style 

~ Address cbange (Fill out registration) 
Call the Election Board for voter verification and 
ballot style 

~ Name change (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 
(No phone call needed) 

D Provisional ballot (Opti-scan ballot only) 
Call Election Board for ballot style. 

o lD with no signature 
Bank statement, utility bill, government check, etc. 
(No phone call needed) 

o No lI).PersonaUy known by both supenisors 
(No phone call needed) 

--iJm:u hJIlthi. / 
J ,Ublican Poll Worker Signature 

~rdfi' VI2iL 
DcnIDC tic Poll Worker Signature 

1:\Jud es\S rvisor\ES&S\Forms used at Voter Affidavildoc 

~ TOUCH-SCREEN o OPTI-SCA.'l 

i21' Ballot Style: 0303 

[?' Voted 

o Did not vote 
Rea.~on 

Spoke with: __ ..!.7i..-"/I..r.~I,,,· ="...,-;-___ _ 

BOECOfficial 
Code #: 7- 0/0 

NOTE: If lhe TownshipIPrecincl for the voter's new address 
does nol vote at this polling place. u.~e the street directory and 
polling place list to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 21 



Affidavit for voters with identification with no signature 
(Must contain current name & address as listed in binder) 

Complete the top portion of the 

affidavit. Check the ID WITH NO 

SIGNATURE box. 

1. Record the voting system and ballot 

style on the voter ticket and affidavit. 

2. Check the box marked VOTED. 

3. Print a circled "An on the precinct 

binder signature line. 

4. Return the completed voter ticket 

(marked with an "An) and the 

identification to the voter and send 

him/her to Work Area 3 for opti-scan or 

Work Area 6 for touch-screen. 

5. Place the completed affidavit in the 

oath & affidavit envelope. 
~ ..................................................... .. , 
~ Don't know if a voter's ID is . . 
~ acceptable?? See pg. 3 . . •••.....•••••.....................•••.....•••••••••••••••• 
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G - 10 with No Signature 

VOTER AFFIDAVIT 
.LlmON aoAID 

If,~,v¢er I!8S ~ or has had.a "l""8change, papercl/pthls affidavit to the ~s1ialiCHl cardimd 
plaCe it in the Oath&·Aflidavit envelope 

Location # 2.22. Election Date: 8·8 ·Ob Voter ticket # 5 7 
Warning: 11 is against the law for anyone to aUempt to vote without having the right to vote. I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: 

Last four digits So~. Sec. #, I;) 3d Sir&. date: 1./.;:),:,>- t.k, Telephone #: 5~ /51 J 

Print voter's name: ](;)ia 5hi"~ 

Present Address: )(0 mllY1iCJJ...-k Zip: fa3127 TwplPct jm tXfB 

Voter's fonner name: _______________ _ 

Fonner Address: Zip: __ _ TwplPct 

REASON FOR VOTING BY AFFIDAVIT 

o ~ame Dot in binder 
Call the Election Board for voter verification and 
ballot style 

D Address change (Fill oul registration) 
Call the Election Board for voter verification and 
ballot style 

D Name change (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 

o 
(No phone call needed) 

Provisional ballot (Opt i-scan ballot only) 
Call Election Board for ballot style. 

ID ",·ith no signature 
Bank statement. utility bill, government check, etc. 
(No phone call needed) 

o No ID-Penonally known by both supervison 
(No phone call needed) 

dM V U l/l./hd -" 
cpubHcan Poll Worker Signature 

1:\Judges\SupeMsor\ES&S\FOmlS used at potl\Voter Affidavit.doc 

lXf TOUCH·SCREEN 0 OPTI-SCAN 

0C1 Ballot Style: Q303 

~ Voted 

0 Did not vote 
Reason 

Spoke with: 
BOECOfficial 

Code #: 

NOTE: If the TownshiplPrecinct for the voter's new address 
does not vole at this polling place, use the street directory and 
polling place list to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

LOC#: 

Voter Signature: 

Rep. Poll Worker Signature: 

Oem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 23 



Affidavit for provisional voters 
(See provisional voting chapter for envelope instructions) 

Fill out an Application for Voter Registration. 

A poll worker dates and signs as the deputy 

registrar on the line provided. Do not check 

any of the reason boxes at the top of the 

card. 

Complete the affidavit. 

Provisional voters must cast opti-scan 

ballots. 

1. Check the PROVISIONAL BALLOT box. 

2. Select opti-scan. 

3. Record the ballot style on the voter 

ticket. 

4. Record the ballot style on the affidavit. 

5. Check the box marked VOTED. 

6. Return the completed voter ticket 

(marked with a "P") and the completed 

provisional envelope to the voter and tell 

him/her to proceed to Work Area 3. 

7. Place the affidavit in the oath & affidavit 

envelope. See Provisional Voting Chapter, 

pgs. 1- 7. 

WORK AREAS 1 - 6 24 



H - Affidavit for Provisional Ballot 

VOTER AFFIDAVIT 

LOcatiOD # 22 h EledioD Date: 'l/i/oil . . Voter ticket # 

Warning: It is against the law for anyone to attempt to vote without having the right to vote. I certify the 
address below is my legal residence and I am qualified to vote at this election. 

Voter's signature: 
t1 

Last four digits Soc. Sec. #: /Z34 Birth date: 2. -/l-" Telephone #: :rrS:-lS'/ I 
Print voter's name: /til"" R'n,hn tJ. 
Present Address: 42(, /.Icmv".S+ 1N: Zip: (,3127 TwplPct GIUr/OCK' , 
Voter's fanner name: _______________ _ 

Fonner Address: Zip: __ _ TwplPct 

REASON FOR VOTING BY AFFIDAVIT 

D Name Dot in binder 
Call the Election Board for voter verification and 
ballot style 

o Address change (Fill out registration) 
Call the Election Board for voter verification and 
ballot style 

o Name cbange (Fill out registration) 
(No phone call needed if at same address) 

o Curb-side voting 

o 

o 

(No phone call needed) 

Provisiooal ballot (Opti-scan ballot only) 
Call Election Board for ballot style. 

ID with DO signature 
Bank statement, utility bill, government check, etc. 
(No phone call needed) 

No m·Personally known by botb 5upervison 
(No phone call needed) 

AYWllIhl.l 
RepublieaflPoll Worker Signature 

~/~ 
1:'Judges\SupelVisor\ES&S\Forms used al poll\Voter Affldavit.doc 

0 TOUCH-SCREEN IX! OPTI-SCA1-l 

Die! Ballot Style: 0302-

I8J Voted 

0 Did not vote 
R=oo 

Spoke with: 
8OF..c Official 

Code #: 

NOTE: If the TownshiplPrecinct for the voter's new addres. .. 
does not vote at this polling place, use the street directory and 
polling place list to send the voter to the correct polling place. 

VOTER WILL TAKE THIS AFFIDAVIT TO CORRECT 
POLLING PLACE TO BE COMPLETED. 

LOC#: 

Voter Signature: 

Rep. Poll Worker Signature: 

Dem. Poll Worker Signature: _______ _ 

WORK AREAS 1 - 6 25 



Work Area 5 - Opti-scan voting 
o Poll workers (supervisors or assistant supervisors) 

Opti-scan Ballot 

PRESIDENT OF THE UNITED STATES 
(VOTE FOR 1) 

o GEORGE WASHINGTON 

o THOMAS JEFFERSON 

_ ABRAHAM LINCOLN 

PROP NO. ONE 
(VOTE FOR 1) 
SHOULD METRO LINK BE EXPANDED TO ST 
CHARLES COUNTY? 

_ YES 

o NO 

EXAMPLE OF A WELL M!,RKED BALLOT 

Opti-scan Ballot 

PRESIDENT OF THE UNITED STATES 
(VOTE FOR 1) 

o GEORGE WASHINGTON 

o THOMAS JEFFERSON 

~ ABRAHAM LINCOLN 

PROP NO. ONE 
(VOTE FOR 1) 
SHOULD METRO LINK BE EXPANDED TO ST 
CHARLES COUNTY? 

o YES 

P NO 

EXAMPLE OF A POORLY MARKED BALLOT 

o Opti-scan reader/ballot box 0 Pens 

o Voting booths 

Instruct voter on feeding ballot into reader. 

Election Day ballot exception 
handling 
During the Election Day, voters may encounter 

messages when processing a ballot. The following 

situations represent some common ballot 

exceptions that the voter may experience. 

Blank ballots 
The opti-scan reader will notify the voter when it 

encounters a blank ballot. An audio alert will sound 

a blank ballot was detected and offer two choices, 

Accept or Return. If it is the voter's intent to cast a 

blank ballot, they may choose to select Accept. The 

ballot will be counted, although it is a blank ballot. 

If it was not the voter's intent to cast a blank ballot, 

they may choose to select Return. Send the voter 

to mark the ballot. 

WORK AREAS 1 - 6 26 



Opti-scan Ballot 

PRESIDENT OF THE UNITED STATES 
(VOTE FOR 1) 

_ GEORGE WASHINGTON 

o THOMAS JEFFERSON 

o ABRAHAM LINCOLN 

PROP NO. ONE 
(VOTE FOR 1) 

Over-voted ballots 
The opti-scan reader will notify the voter when an over

vote occurs on the ballot. An over-vote is when 

more than the allowed number of selections has 

been marked. An audio alert will sound indicating 

an over-vote has been detected and offer the voter 

two choices, Accept or Return. 

SHOULD METRO LINK BE EXPANDED TO ST 
CHARLES COUNTY? 

If the voter selects Accept, the ballot will be 

counted. The individual candidates or issue 

choices in an over-voted race will not receive any 

votes. 

o YES 

_ NO 

EXAMPLE OF A WELL VOTED BALLOT 

Opti-scan Ballot 

PRES OF THE UNITED STATES 
(VOTE FOR 1) 

o GEORGE WASHINGTON 

_ THOMAS JEFFERSON 

_ ABRAHAM LINCOLN 

PROP NO. ONE 
(VOTE FOR 1) 
SHOULD METRO LINK BE EXPANDED TO ST 
CHARLES COUNTY? 

_ YES 

o NO 

EXAMPLE OF AN OVER·VOTED BALLOT 

If the voter selects Return, the ballot will be 

returned uncounted. The supervisor/assistant 

supervisor will spoil the ballot and send the voter 

with the ballot back to Work Area 3 for a new 

ballot. 

System messages and errors 
If a ballot is unable to be processed it will be 

returned. The ballot will not be counted. The ballot 

will be spoiled and a new one issued at Work Area 

3. If the display indicates a system message, 

contact the Election Board. 

WORK AREAS 1 - 6 27 



... ;-" 

. . 

Emergency bin 

If the opti-scan reader stops working put 

the voted ballots in the emergency bin. 

They will be read later when the reader is 

operational. 

"T" Ballot Secrecy Folder 

Place the voted ballot in the secrecy folder . 

Insert the secrecy folder into the opti-scan 

reader. Push the ballot with your finger down 

the slot until the ballot feeds into the reader. 

The ballot may be fed into the opti-scan reader 

in any orientation (upside down or backward). 

WORK AREAS 1 - 6 28 



Work Area 6 - Touch-screen voting 
o Poll workers (supervisors or asst. supervisors) 

0 Aprons 

0 Supervisor PEBs (red) 

0 Touch-screen machines 

0 Collected voter tickets 

0 Audio head phones 

Activate the touch-screen by: 

• Inserting the supervisor PEB (red) for each voter 

• Record machine number on voter ticket 

• Follow prompts 

• Enter ballot style 

• Have voter confirm ballot style 

• Pick political party ballot 

• Have voter confirm political party 

• Collect voter tickets in apron (rubber band in stacks 

Be available to assist 

voters. When assisting 

stand behind privacy 

doors. 

of 50) 

• Offer audio (if needed.) 

o 
o WORK AREAS 1 - 6 29 

o 



Canceling a ballot 
There are several reasons for canceling a ballot. When a 

ballot is canceled the voter ticket must be spoiled and put 

in the spoiled ballot/voter ticket envelope. (Make an 

appropriate comment on the comment sheet to assist with 

the audit). To cancel a ballot, reinsert PES (red) and 

follow prompts 

Cancel Ballot 

DYes 

D No 

This vote is going to be canceled. A ballot was selected. 

Please select the reason why the vote will be canceled? 

D Voter request 

D Wrong ballot 

D Voter left before selecting a ballot 

D Voter left after selecting a ballot 

D Problem with printer 

D Problem with terminal 

D Other reason 

D Exit menu 
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It's the law! 
When a voter 
walks away 
without 
confirming 
and casting a 
ballot, you 
must always 
insert the PEB 
and follow the 
prompts to 
cancel the 
ballot. 

Very, Very 
Important!! 
If you still have 
people voting after 

This vote is going to be canceled due to: 

Voter left after selecting a ballot 

Please confirm 

o Proceed with vote cancellation 

o Exit menu 

Please remove PES. Vote was not cast. 

If there are still votes to be cast after 7:00 p.m. 

• Insert supervisor PEB (red) 

• Follow prompts - select "EXIT MENU" for each voter 

after 7 p.m. 

o Close polls now. 

7:00 p.m., select -
"Exit Menu." 

o Exit menu. 

Do not select 
"Close Polls Now." 
If you do, no one 
will be able to vote 
on this machine. 

Please remove PES. 

• Allow voting to continue. 
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Report errors 
On the comment sheet record anything that might be 

helpful with the audit of your location. Example: duplicate 

voter #38, voter left with a voter ticket, etc. 

Vote recorder information 
Only one voter shall occupy a voting booth. Periodically 

during the day the poll workers should check the voting 

booths for pamphlets, stickers, etc. 

Persons assisting voters 
If the voter has a disability or is unable to read or write, he 

may be assisted by a person of his/her choice, or by a bi

partisan team of poll workers. Refer to Audio Ballot 

Chapter, pgs. 1, 2. 
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Provisional Voting: 
A "How-to" guide for processing voters not 
found in your precinct binder. 

Contents 
The law on provisional voting 

Which elections w,ill have provisional voting 

Reasons for voting a provisional ballot 

Provisional voting supplies 

Procedures 

Provisional envelope instructions 

After the provisional envelope is filled out 

Spoiled provisional ballot information 

Frequently asked questions 

1 

1 

1,2 

3 

3 

4,5 

5,6 

6 
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What's the law on provisional voting? 
Rather than turning away a voter not found in the binder, 

you may now let him/her vote. After the election, when 

more time is available, the Election Board will research 

the problem to see if the ballot should be counted. 

Which elections will have provisional 
voting? 
Only elections with federal offices, or statewide offices or 

issues will have provisional voting. 

A voter may cast a provisional ballot ... 
• Voter not in precinct binder. Election Board called 

but no record was found. 

• Voter not in precinct binder; couldn't get through to 

election office by phone. 

• Voter did not have proper 10. 

• Voter determined to be eligible at another polling 

place. Voter directed to correct or central polling place 

but refused. 

• Other reason 

PROVISIONAL VOTING 1 



Steps to follow for determining who qualifies for 
provisional voting: 

ttl Check the precinct binder and supplemental binder pages for the name. 

ttl Determine the voter is at the correct location. 

ttl Make every effort to gain permission for the voter to vote. In the event 

permission is denied for a regular ballot, or you cannot get through to the 

Election Board, a provisional ballot may be voted. 
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To issue a provisional ballot you'll need: 

important! 
important! 
important! 

In order for a 
provisional ballot to be 
counted, it MUST: 

v be sealed in the 
completed provisional 
envelope that is signed 
by both a Republican 
and a Democratic Poll 
Worker. 

o An affidavit 

o Application for Voter Registration 

o Provisional envelope 

o Opti-scan ballot 

Voted provisional ballots are inserted in a 
provisional ballot envelope which identifies and 
separates them from regular ballots. Never, 
never!!! scan a provisional ballot through the 
opti-scan reader. Provisional ballots (inside 
envelopes) are deposited in the 
provisional/emergency bin at the front of the 
opti-scan ballot box. 

Getting started 

V Determine if the voter is in the correct polling place. 

If not, send him/her to the correct location. 

V If the voter is in the right polling place, but is not in 

the binder or the supplemental binder pages, and the 

Election Board says it has no record, ask the voter to fill 

out an Application for Voter Registration. 

V Complete the Affidavit. See Work Areas Chapter, 

pgs. 24, 25. Place the completed affidavit, with the 

application for voter registration, in the oath & affidavit 

envelope. 
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Filling out the provisional ballot envelope 

This entire side must 
be completed by the 
voter 

Voter completes the top of the ballot envelope 

The envelope must include: 

,..,_ ... _ .... __ JIII_ .. _.-.t 
"'_ ..... .....- .. e..., ....... _ .... _....".'_If __ 
""' __ lHIdl ____ '~_ ...... ""'-., _·· ....... ~_ .. , ... _____ ~.., ... '·l 

.. rus .!IoUd:':!" 
~ooooooooooo :. Nlc:I 

woooooooooo :It Nld 

",,_ ... __ h_ 

~-.. - .... 
,_.-ij.",... ..l1!'.v'----;;-.=-_ 
I01Il .... __ 11-2 Loulli ~-:Ol"llt .. tl~ 
OOllf .. ~o.,_""_" __ "_~I" 
._ .. _ ...... c...t.c..,dSl. ...... C"I' ...... DIw ............... . 
N __ 

.... ,_ ... _ .... _ ... __ .. __ .. _1 4$..0... 

-"""" " ..... ,,' ~~"lim!l!lto"'''_'IIC'' 0 ... ..,.,.... .. '1 __ .. 101 ..... I>00«0_ ....... ·~,..O'"' 
I ... "*"""._!<>""""'.,' ..... ~~ 'L'~81'" . 
1_"~1.(, LL.p',c,"*_Drt_la!LZ:1 __ 
... raa*Ia_ .. (,_ ..... _, ___ _ 

... _ .. _il_~·jCi,!-& ... , :""IIIII:IUI".... ..... _ 

~- .. ...1J,.,3,,:-~ -:-=-;::-;;-__ _ ___ .J!'HOJS"-3~"..W,,-----__ ._ ... _---... - ...... _--, ...... ~ .. _._r,_ .... Dt_I' __ ~ ___ ... _d ..... _ ..... __ _ 

• ___ 1 •• _ .... .-_ .... _._, .. "'_ - .... --_ .. '_ ... -...... -"'..,_ .. -
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-~-
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... _ ... _ ... ., .. _-
_ .. Sot.."~GI_ .• ___ ''''~ __ .''' 
_~._"''''''' __ 111<''' __ '''''n._, ... _ _ "'_._'*" ..... ~._ .... P<IIII09"""'IIt .. _ 
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0_ .... ____ ....... __ __ 
O_ ..... ___ CN:M. __ • __ ... _ 
0 ____ ........... _ 

0_"",,,0) 0 __ ......... _-. __ .......... _ 

.......... ---D~ _______ _ 

Pm:_ .. _ ---- -_. 

* Date and place of registration 

* The county where the voter lives 

* Reason why the voter qualifies for a 

provisional ballot 

Examples: "VOTED AT LAST 

ELECTION BUT THIS ADDRESS NO 

LONGER IN PRECINCT BINDER"; 

"REGISTERED AT DMV BUT NAME NOT 

IN BINDER", etc. 

• Are you a U.S. citizen? 

• Will you be 18 by Election Day? 

• The voter's name . 

• Date of birth. 

• Address . 

• Last four digits of the voter's Social 
Security number. 

• Drivers license number. 

V Voter's signature and current date. 
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A Poll Worker at Work Area 4 
completes the bottom portion of the 
envelope 

__ II UIIIII .... " .. _". "' .. """''''$0< 11)QI._ •• ___ .... ___ ..... ... _._ ... "' .... ___ ...... __ ... "'10 ......... _ 

::;.:::.=~::.::::::'~ .. -
l'r:::'O'~ ......... ,.;oooo'c.-III'I'_ .. _ ... _ .. _ O ____ N",IOtDIII_ 

0_,",,-0110 
D ___ ", ... _a_~_lI"""""""",OttMr.ll 

... ""1 ....... _ ... _ 0 _______ _ 

CHECK HERE IFAPPLICATION FOR 

MISSOURI VOTER REGISTRATION IS 

COMPLETED. 

t/ Check the reason voter was given a 

provisional ballot. 

t/ Print the voter's name, and phone 

number on the line provided. 

t/ Give the date and polling place number. 

t/ A bi-partisan team inspects the top and signs the 

envelope. 

t/ Mark the voter ticket with a capital "P" indicating 

a provisional ballot. 

t/ Complete the affidavit and place in oath & 

affidavit envelope. 

After the provisional envelope is 
filled out, give the voter: 
t/ Completed, signed provisional ballot envelope 

t/ If voter registration is not known, print voter 

name on the voter ticket 

t/ Send the voter to Work Area 3 for an opti-scan 

ballot. 

PROVISIONAL VOTING 5 



*** More 
Important 

Information 

*** When packing 
up for the 
7:00 p.m. 
delivery, 

do not open 
provisional 

ballot 
envelopes. 

ttl DO NOT give a secrecy folder with a provisional 

ballot. It is put in the provisional envelope, not read 

by the opti-scan reader. 

* After voting, tell the voter to place the ballot in the 

provisional envelope and place in the 

provisional/emergency bin on the front of the opti-scan 

ballot box. 

* Be sure the voter keeps the tear-off tab with the 

personal identification number for future reference. 

* Provisional ballots remain in the envelope and are 

turned in (ballots intact) in the orange vinyl bag. 

Spoiled provisional ballot info 

ttl Accept the returned ballot and mark it SPOILED. 

ttl Place the ballot in the spoiled ballot envelope. 

ttl Democratic and Republican judges will initial a 

new ballot and give to voter. 
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Frequently asked questions 
Who can vote a provisional ballot? 
Anyone not in the precinct binder or supplemental 

binder page who feels he/she should be entitled to 

vote may receive a provisional ballot. 

How do we qualifY a person to vote a 
provisional ballot? 
A provisional ballot is a ballot of last resort. When you 

cannot reach our office, you may offer a provisional 

ballot. 

How will a voter find out if a ballot was 
counted? 
You may find out if your ballot was counted by calling 

the number on your envelope tab two weeks after the 

election. You must give your pin number when you 

call. 
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Closing the Polls: 
All the forms and procedures to do it right 

Contents 
Closing your polling place 

Closing opti-scan certification form 

Closing touch-screen certification form 

Closing the opti-scan reader 

Closing the touch-screen equipment 

Taking down the touch-screen equipment 

Taking down the opti-scan equipment 

Closing check-list 

Transport case 

Turn-in items 

Payroll completion 

Poll workers' duties 
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4 

5,6, 7,8,9 

9,10 

10,11 

12 

13,14,15 

14 

16 



Close your polling place promptly at 
7:00 p.m. 
Anyone waiting in line to vote at 7:00 p.m. must be 

allowed to vote. At exactly 7:00 p.m. have one 

of your poll workers stand at the end of the line 

and not allow anyone else to get in line. 

Election supervisors and poll workers are the 

only ones allowed inside the polling place when 

the ballot box is opened. 

Supervisors and assistant supervisors begin recording the 

final votes cast on the touch-screen closing certification 

form. See pg. 3. 

V" Check the opti-scan provisional/emergency bin. If 

there are any unread emergency ballots, feed them thru 

the opti-scan reader. Provisional ballots remain in the 

envelopes and do not get fed thru the opti-scan 

reader. 

V" Unlock ballot compartment door. Remove all voted 

opti-scan ballots and check each opti-scan ballot for write

in votes. Keep write-in votes separated from all other 

ballots. (Place in write-in envelope.) 

V" Place all ballots in the orange vinyl bag, including the 

write-in ballot envelope. 

V" Place the sealed provisional ballot envelopes in the 

orange vinyl bag. 
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II' Take the DAILY VOTE TALLY and record final 

numbers. 

II' Count the voter tickets and add stacks together for a 

total count. 

OPTI-SCAN CLOSING CERTIFICATION 

II' Complete both the opti-scan and 

touch-screen closing certification 

forms. 
This rOflll is to bo pl .. ~ed In the ~d pocket of tho elaar oranga poueh when completed 

-----------------
Sl, LOIll'> (otl","1"\ 1lH.\JW or t:I rcrIO'i( O'I'IISSW"'~:R" 

f 51 T!I'~MAs.i>t0;.Y Sf~!:'; Cl' 
i )~1lO S ltNtt~R<:H P.~\'O 

Ei.,;c.~~ ", ... ,." 

; C'lA (i.~ ~~, ~~~ 

: ,;O{.', e<:~ 

: "~"I')J~ 

'._. -_. _._ .. """ --- --- -_ .. -. -- .. - - -... _. --- -- --_. --~ 
Opti-scan closing 
certification form 
instructions ~ Tut:.!1 Opti-Scan BlIUIII~ SllOlil.'d 7 

.... Rnnflt~ T\wed (Add 1,~, & .~) ;"00 

PROVISIONAL BALLOTS 

Line 1: Total opti-scan ballots cast. 

Line 2 Total opti-scan ballots spoiled. 

Line 3 Total unused opti-scan ballots 

returned. 
5, Totall'ruvhi(lll~lltallot\ Ca~t; 

6. 1'0\'11 f'l"(>' bional UIlUOt~ Returned: 

II 

Line 4: Ballots issued. (Add lines 1, 2 

and 3) 

Were there any write-in votes cast? 

Check Yes or No. 

Line 5: Total provisional ballots cast 

Line 6: Total unused provisional 

ballots returned. 

Line 7: Total provisional ballots 

issued. (Add lines 5 & 6) 

All supervisory poll workers sign the forms. Place in the 

back pocket of the clear orange pouch. 
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Touch-screen closing certification 
form instructions 

TOUCH SCREEN CLOSING CERTIFICATION 
Thll form I. to be placed in the back pOCkel 01 the el •• r orlngll pouch wh.n eompletad 

-_ .. - -------.... _---------.-.................... _-
i ~'THOw...~,"IOI. Y S"IRIT CH 

, 
: )'IIID!H'.~oe~f1G1<ecV~ 

i t<.l'~.'$.'" ..... "JII."" 
! OM 009.:.<l r .... 
: eM DOS 

: """..,. .. " :._-------_._---_. __ ._- .. _-----------.................. ] 

~<t«""1 1><: • ..,.,,,1 "'-tl'<'nO!J ., ........ "" S .... n"~ ~rftfI~ ~f"tetI.!L.....j 
11"UIToa<~'1 "lolal hU~b-1 TOIalT ... Ch·IIOt:1l10Udr..!IOI.lllloaol'·1 T .... n ... rlo- TOIal"r,;Qd;"! 

110 I II LJ 1/2 I I I I 
I. Totalloucb-~crt' .. n hallon ('a~t (Add all .... rllia. tOlak) 

NUMBER OF SIGNATURES FROM BINDERS 

Somk "I I CJS I 2. TOI:l1 of all 1\\>uKs no_ 
t\,wk n! I 14 ! J. Total i'Oul1IherurAllidavib .-JL 
Book n~ I 'i''J. I 
llu()klM LLL7=:J ~. Toull !'\umhuorSI~nllrlln' GflJ 

VOTING nCKETS 

Touch.~.ne('n Optl-Sun rot.l~ 

S. Tubl U\td: ~_ .... 

6, SpllUrd: ~ -

~ • .'::lQ:L 
_1_ - ~,,_ 

Line 1: Total touch-screen ballots 

cast. (Add all machine totals) 

Count all signatures in each binder. 

Record the total for each book. 

Line 2 Total number of all signatures 

in all books. 

Line 3 Total number of signed 

affidavits. 

Line 4: Total number of all signatures . 

(Add lines 2 and 3) 

Line 5: Total used voter tickets for 

touch-screen and opti-scan. 

Line 6: Total spoiled voter tickets for 

touch-screen and opti-scan. 

All supervisory poll workers sign the 

forms. Place in the back pocket of the 

clear orange pouch. 
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Closing the opti-scan reader 
ttl Open the key access panel, insert 

open/close key (green tag) and turn to 

open/close poll position. 

ttl Press Close Polls button to 

officially close the polls. The reader 

will print a report. Sign the report and 

staple to the Closing Opti-scan 

certification form. The polls closed 

menu will appear after 

printing is complete. 

ttl Turn reader key to 

"OFF" position. 

ttl Unlock and op~lll-tRe-~ 

reader access panel. 

ttl Remove the blue t<>n,cY 

seal and lift open the door. 

ttl Push the eject button at the right of 

the memory card to remove. (PCMCIA) 

ttl Place the card in the small plastic 

case in the top middle pocket of the 

clear orange pouch. 
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Very 
Important!! ! 

" • • . ':"-f 

The final count is 
available from the 
touch-screen after 
the Master PEB 
(green) is inserted. 

Closing the touch-screen equipment 

At closing time, when all voters have left the building, put 

away the supervisor PESs (red) in the bottom pockets of 

the clear orange pouch and follow the steps to close each 

terminal. 

Do not use the red PEB to close!! 

ttl Remove the master PES (green) from the top left 

pocket of the clear orange pouch. 

ttl Insert the master PES (green) in touch-screen 

machine #1. 

ttl The touch-screen will display the close option menu. 

Select CLOSE THE POLLS. 

The screen will display the following 
message 

The 
touch
screen is 
now 
loading 
all votes 
onto the 
master 
PEB 

WARNING:'DONOT REMOVE PES 

Preparing to collect votes to PES 

You will be notified when it is safe to remove PES 

PLEASE WAIT ... I 

Caution: if the PEB is removed during this operation 

The process will need to be restarted. 

jl'HIS PROCESS MAY TAKE A FEWMINUTES) 

Status Line: 

Accessing PEB SIN PS130057,_(FMW 1.07) Reading PEB 

Be patient!! 
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The screen will then display the 
following instruction 

jrOU MUST REMOVE THE PES NOW TO 

CONTINUE CLOSING THE TERMINAL! 

The 
touch
screen is 
now 
reading 
all votes 
onto the 
flash 
card 

Remove the PEB-The touch-screen will continue to 

close. 

Repeat these steps to continue closing all terminals. 

The following screen is displayed 
when closing is complete 
Touch the screen and the terminal will power down. 

jl'he terminal closing is com~lete 

~ote'data collection successful! 

~udit data collection successful! 

Touch screen to exit. 
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Do not remove flash 
card until touch-
screen closing is 

Removing the flash cards from touch
screens 

• Remove the blue tape 

seal on the top left of the 

touch-screen. 

ide the door to the left. 

complete. 
'---------------'. Remove 

the flash card. 

• Place in the top 

right pocket of the ! I 

clear orange 

pouch . 

• Repeat for 

each touch-

screen. 

CLOSING THE POLLS 7 



Removing the paper rolls from touch
screens 

• Pull the lever to release 

the paper roll. 

• Using the red tag key, unlock the 

printer door on the back of each 

touch-screen. 
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- -;-.,:~-----------------------

• Use the yellow manual feed lever on the top left 

side to allow some slack the paper. 

• Carefully tear the paper past all print. Pull roll gently 

down to remove. Sign roll, rubber band, and place in 

orange vinyl bag. 

• Close and lock printer door. Return key to envelope in 

orange vinyl bag. 

Taking down the touch-screen 
equipment 
Assistant supervisor, with the help of the poll workers, will 

break down the touch-screens and load onto the transport 

security cart, and attach the security seal to the cart. 
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• Unplug equipment and wrap cords on back of each 

touch-screen. 

• Close touch-screen privacy 

doors. 

Push release latch down (on 

lower right corner of touch

screen) to release voting portion. 

• Hold the wheels, not the bar. 

Lean touch-screen back and 

lock legs in place. 

• Turn unit over to rest on wheels. 

• Roll the unit onto the transport 

security cart. 

• After last touch-screen is loaded, 

place restraining bar on cart. 

Taking down the opti-scan equipment 

The assistant supervisors will disassemble the opti-scan 

reader. 

t/ Turn the key to the OFF position. Pull straight up to 

remove the key and place in the key envelope in the 

orange vinyl bag. 

t/ Make sure the key access panel is closed. 

t/ Unplug the reader. 
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II' Pull the reader forward and disconnect the power 

cord. 

II' Place the cord inside the black carrying case. 

II' Slide the reader forward, lift straight up from the 

mounting rails and place in the black carrying case. 

II' Lock and secure all ballot box doors. 

II' Load the black case in the transport case. 

Taking down opti-scan voting booths 

Dismantle and place in the transport case. 
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Closing 
check-
list 

Transport case 
0 

0 

0 

0 

0 

0 

0 

Opti-scan ballot reader in carrying case 

Door pouch: 

• Transport case se<;ll log' 

·0 Broken se~1 investigation repor:t 

·0 Seal verification form 

Opti-scan voting,booths 

Opti-scan ballot secr~cy fotders 

Audio Ballot headset 

Flag 

Signs: 

• Voter ID • No electioneering 

• Polling place • Handicapped entrance 

·0 No cell phone usage 

·0 "How to Vote" instructions 

·0 Voter's Bill of Rights 

o Wall charts 

o Extension cord 
\ 

o Law book & Street guide 

o .Aprons 

o Unused touch-screen paper rolls 
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Let's 
call it 
a lVrap 

The Supervisors I Assistant 
Supervisors will pack the following 
and the Supervisors deliver to the 
turn-in location 

Supervisors give the transport case keys to the assistant 

supervisors. Make sure the transport security cart 

padlock is unlocked before leaving for turn-in location. 

o A green canvas bag containing: 

V Voter ticket envelope 

V Precinct binders 

V Spoiled opti-scan ballots/voter tickets envelope 

V Oath & Affidavit envelope 

V Supply,kit 

o An orange vinyl bag containing: 

V Voted opti-scan ballots 

V Unused opti-scan ballots in folders 

V Voted provisional ballots in envelopes 

V Unused opti-scan provisional ballots in folders 

V Keys (in envelope) 

V Used touch-screen paper rolls 
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o The back pocket of the clear orange pouch: 

V' Opening and closing certification forms: 

• Two for touch-screen voting 

·0 Two for Opti-scan voting with reports 

attached 

..... -. -.----------- --- ---- --- ---- - -- --- ------- ---- --
5T THOMA.S!HQlY $PIRI1 CH 
J<Jeo S LINDBERGH BLVD I 0222 I l Saint LOlli~ 

1 COUNTY E~EC II 5()4 CetOBo'J6 
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DEMOCRATIC PARTY 

~"'"M"" rtd¥ To 1""H 
Adrj,ess:LIJIJ"y~Ku/'A pr, 
Sranat,ln!: &ti, I ~<I 

Arrival Time' #:JfS-AM 

Dnrartura T,mp." 7:i5pM 
SI'per Initial' K:r' 

Arrival Tima' 4-' J.l.6e,[h 
Departure Time: 7 1 J..I:5-B1!l 
Super Initial; -K.-r-

Arrival Time' #:'1''5/1/17 

A.ddress: ~L1 ~ ~ ,L.,k)"t)IUr-.'" QIW8rture Irma: "'1:y!f!?l!l_ 
Signature~Mf ~ Super tr;itlal" K:r 

PolIWoo:er: Brit!.ic k. tt,'IIIL A.rri'laITime: tt:l/$ A,.", 

A.ddross: ~31? E L,." pepgrtum Time: 7~ "SPA 

Signature: ~ gJJ~ Super Initiol: Kr 

ELECTION BOARD 

For office use only 

Piease print name, adarr-55 and amvill limo on ti10 corroet payrol: ~heel When departinn eact'1 jUdge s;gns their name 
anc ~ecords the:r departure time. Both payroll sheets are pla:ed lr1 Ina payroll envelope and 11snd·deliverea to the 
ceputies a: !nt/ turn-in location. 
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V' Comment sheet 

V' Daily vote tally 

V' Payroll (after all 

Poll Workers sign their 

names and note their 

departure times on their 

payroll sheet, the 

supervisors initial each 

name). 
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The 
pouch 
will look 
like this 
after the 
polls 
close 

o The fro~t of the clear orange pouch: 

Master PES 
(green) 

Supervisor 
PES (red) 

til One master PEB (green) top left 

til Opti-scan memory card (PCMCIA) top middle 

til Touch-screen flash cards (top right) 

til One, two, or three Supervisor PEBs (red) bottom 

row 

PC Card 
(PCMCIA) 

Supervisor 
PES (red) 

T ouch·Screen 
Flash Cards 

Supervisor 
PES (red) 
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All poll workers must remain until: 

• The supplies are neatly repacked in the transport 

case. 

• Retrieve the security cable and cover from the 

transport case. 

• Two Poll Workers shall verify the yellow seal number, 

sign the transport seal log and return it to the pouch on 

the inside of the box door. 

• Attach the yellow warning tag to the numbered seal, 

then seal the case and lock it. 

• Place the security cable from the transport case, 

through the opti-scan ballot box handles and secure to 

the padlock on the security transport cart. Put the cover 

on the cart. 

Drop both transport case keys only 
through the slot in the top of the ballot box. 
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Audio Ballot: 
For vision impaired voters 

Contents 
Touch-screen audio ballot instructions 1,2 

'. 



I 

Touch-screen audio 
ballot instructions 

When requested, the Poll Worker will provide 

a headset for visually-impaired voters. Insert 

PEB and select audio ballot by pressing the 

green diamond shaped button. The poll 

worker follows the prompt and removes the 

PEB. The screen will display "AUDIO 

ASSISTED BALLOT IS SELECTED". The 

screen will be blank. Voting instructions will 

then be given: 

o To repeat instructions press the up arrow 

button 

o To begin voting press the diamond button 

o To move from contest to contest use the 

arrow buttons to move up and down contest titles 

o To vote a contest locate and press the diamond 

button. The first selection will be read. 

o Use the up and down arrows to move from one 

selection to the next. 

o When you locate your choice press the diamond 

button to vote. 

o You may change your vote at any time until your 

ballot is cast. 

o To move to the next contest use the down arrow. 

AUDIO BALLOT 1 



You must scroll down through the remaining selections to 

get to the next contest. 

o When the bottom of the ballot is reached, press the 

VOTE button. 

The voter will be told of any under voted contests, and is 

given the option of reviewing/changing the vote. The voter 

is also given the option of an audio alphabet for write-ins. 

The up and down buttons can be pressed several times to 

skip ahead to the desired letter. 
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Changing the Touch
Screen Paper Roll: 
Not difficult, if you follow these simple directions 

Contents 
Overview 

Loading paper roll 

Clearing a jam 

1 

2,3,4,5,6 

6, 7,8,9,10 



Operator Controls Overview 
There are essentially three controls the operator may use on the printer: the 

Platen Release Lever, the FEED button, and the Head Up Release Lever. These 

controls revolve around loading paper into the unit. Generally, once paper is 

loaded, it is not required that the operator perform any other operations for the 

printer to correctly function. 

Additional controls include a Lock and Pull Latch. The Lock is used to secure the 

components of the printer to prevent tampering. The Pull Latch is used to release 

or secure the bottom assembly of the printer, depending whether the operator is 

accessing the bottom assembly or closing it. 

Indicators are used to report the status of the printer whenever power is present. 

The indicators are located on the Keypad. 

Figure 2-1 illustrates the location of these controls and indicators. 

Printhead 1--..... 
Release Lever 

Figure 2·1 

------I Pull Latch 

_----4 Head Up 
Release Lever 

.,--, Keypad with 
FEED button 

Operator Control. and Indicolors 
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2.2 loading Paper 
To load paper: 

1. Remove the paper rol.! from its packaging. 

2. Remove the Flange from the Take Up Reel. /""-----1 Slide Out 
3. Slide out the paper roll. 

Remove 
Flange 

figure 2·2 

4. Use the key to unlock the printer. 

Unlocked 
Position 

figure 2·3 

flange and Take Up Reel 

Unlock Ihe Prinler 

S. Pull down the Pull Latch to release the bottom assembly of the printer. 

Pull Latch 1----.... 

figure 2·4 Pull the Pull Lalch 

CHANGING THE TOUCH-SCREEN PAPER ROLL 
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6. Pull open the bottom assembly of the printer to access the paper path. 

Figure 2-5 

Bottom of 
Unit 

Open the Bollom Assembly 

7. Load the paper roll in the printer with the end of roU at the top of the printer by placing t 

paper roll on the ?aper Shaft. 

?aper Shaft 

Figure 2-6 load Paper Roll 

CHANGING THE TOUCH-SCREEN PAPER ROLL 

End of Rail 
at Top of 
Printer 
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8. Feed the paper into the Paper Loading Slot. 

Figure 2·7 Feed Paper into Paper loading Slot 

Paper 
Loading 
Slot 

Nole: When the power is on. ihe paper \ .... iJ1 auto;eed and advance approximately 16" 
inta ihe poper path. Ii there is not power to the printer. press the P:intheod Release 
Lever io pull the poper through jhe paper poth. 

?aper Guide Rollers 

Take Up 
Reel 

Figure 2-8 

9. Pull out the Take Up Reei. 

Pull Paper Ihrough Paper Path 
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10. Insert the end of the paper roll through the opening of the Take Up Reel Shaft. pulling 
approximately t\\'O inches through the shaft. 

Take Up 
Reel Shaft 

Figure 2·9 Inserl Paper inlo Toke Up Reel ShoH 

11. Re-insert the Take Up Reel into the printe:-. 

12. Push in the rear Paper Guide Roller to acti .... ate the automatic paper feed. 

Re-insert 
Take Up Reel 

Figure 2·10 Re·inserl Toke Up Reel ShaH 

Nole: When the power is on. the To!:e Up Reel'Nil! pull and secure the end 0; the paper. 

13. Firmly close the printer to re-engage the ?-..lll Latch. 

CHANGING THE TOUCH-SCREEN PAPER ROLL 5 



-.--'-'-'. _ ... _ .... _ .. _ .. _- ... _ .. __ . 

Pull Latch 
Re-Engaged 

Figure 2-11 Firmly Close Printer 

14. Move the key to the Locked Position to secure the printer. 

Figure 2-12 loc k Printer 

2.3 Feeding Paper 

Locked 
Position 

Use the FEED button to reed paper to the PSA-80H-DRE printer. Each long press (-2 seconds) 
of the FEED button advances the paper 6-. 

2.4 Clearing a Paper Jam 
The printer is designed to operate reliably with a minimum of paper jamming. If you need to 
clear a paper jam. follow the instructions below. 

When clearing a paper jam: 

• Ensure that the paper path is clear of obstructions. 

• Use the Printhead Release Lever located on the side of the unit. 

• Do !lQ! allow a. r.crewdriver or other probing 0 bject to come into contact with the printer. 
This can cause permanent damage. 
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~ Noles: There are no user serviceable ports in the printer. 
~ 

Only properly certified personnel may perform maintenance on the printer. 

To clear a paper jam: 

1. Use the key to unlock the printer. 

Unlocked ... -
Position 

Figure 2-13 Unlock the Printer 

2. Pull down the Pull Latch to release the bottom assembly of the printer. 

Pull Latch 1----_ 

Figure 2-14 Pufllhe Pull Latch 
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3. Pull open the bottom assembly of the printer to access the paper path. 

Figure 2-15 

Bottom of 
Unit 

Open the BoHom Assembly 

4. Press the Printhead Release Lever (located on the side of the unit) to pull the paper towards 
the Take Up Reel or towards the Paper Shaft. 

Take Up 
Reel 

Figure 2-16 Pull Paper 

CHANGING THE TOUCH-SCREEN PAPER ROLL 

(not shown) 

Paper Shaft 
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• 

• 

5. (Optional) Press 'he Head Up Release Lever '0 pull the paper backward to 'he Take Up Reel 
or fonvard to the ?ape:- Shaft . 

Printhead 
Release Lever 

Head Up 
Release Lever 

Figure 2.17 

Pull ?aper FOf',,:ard 
or Backward 

Head Up and Prin!head Release levers 

Note: If you use lhe optional slep above, push in the Head Up Relecse lever to return 
the printhecc to the locked posiiion. 

6. Push in the rear Paper Guide Roller to acti· .. ·ate the automatic paper feed. 

Figure 2·18 Re·inser! Take Up Reel Shaft 

~ Note: When the power is on, the Tcke Uc "eel will pull ond secure the end of the pacer. 
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7. Firmly close the printer to re-engage the ?un Latch. 

• 

Pun Latch I---.J 
Re-Engaged 

Figure 2-19 Firmly Close Printer 

8. !-.'love the key to the Locked Position to secure the printer. 

----i Locked 
Position 

Figure 2-20 lock Printer 

• 
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