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PRECIt4CT CAPTAIN 

Election'Day • Before the Polls Open 

1. Check to make lure that all of your team members have arrived at 1:30 a.m. 
Have everyone sign in on the Payroll form. If someone has run arrived by 6:45 
a.m., first call the Board to report their absence and then call on. of your 
altematea and alk hlmlh.r to come In to work. 

2. Compl.te Ht-up of precinct 
• Put up the outeid. Ilgnl and posters. 
• Use the pre-measured 50-foot string to mark the electioneering boundary. 

Set out the "Electioneering Prohibited" sign to mark this limit. 

3. Shake the Ballot Box to Ihow that It Is empty. Arty watchers that are present 
may shake it also. . 

4. Call the number for the nME (844-1212). PROMPTLY at 7:00 a.m., open the 
poll and permit voters to votlt. 

During Election Day 

Check the performlillCe of .... of your team membera durtng the day to .nlu,.. 
that they are followfng the correct procedurea. In aervlclng vo ..... 

Go outside periodically to check the 10 It. "EIectIon •• rtng Prohibited" boundary. 
Check to make sure that none of the campaigners have crossed the boundary. 

P'GC"I curb.lde voters when the Voting BoothIDemonetra cIertt is busy. 

Monitor ballot .... during the day. refer to the Ballot tie ... form. Monitor the 
precillcflauppeill. cauthelloard or JOUr ArIa ...,.. •• ntlllvll if you need additional 
supplies or equipment. 

Report any prabl.n. or aItuatIona to the Board or your Area Repn Ie: dative. Be sure 
to write any Incidenta in your Captaln'l Notebook. 

Check to maMlUre that all Pall Watlcha,.. In your precinct have an "Authorfzed Poll 
Watlcher" bad ... (laaued by the Board) and that they have signed the Precinct Watlcher 
Roster. Give .. ch watcher a copy of the Guld.lln. for watchers. Remember· th.y 
a,.. not allowed to Interfere with the voting proe.l. Thtv are allowed to look at the 
Prteinct watchers Uet and the completed voter cards. 

Monitor any media visits during the day. Make sure that they have credentials and 
follow the Guldel"'" for Media. 

WitneSSing the Ballot Box Transfers 

1. AHlst the Ballot Box Clerk In I.allng the Ballot Box (see Ballot Box Clerk's 
Job Guide). Be sure to Ilgn the ... 1 and to comp ... and Ilgn the Ballot Box 
Receipt form. For the P.M. pickup, be sure to tape the Ballot 
AccountlngJPayroll Form envelope to the top of the box. 

2. Check the ID of the driver who picks up the ballot box and have himlher sign 
the receipt form. 

3. Follow the driver (with the box) to the truck and verify the placement of the 
ballot box inside the truck in the presence of a uniformed Metropolitan Police 
Officer. . 



Closing the Palla 

1. Shortly before 8:00 p.m .• call the number for the nME ( ...... 1212). PROMPTLY 
at 8:00 p.m. announce that the poll ha cloud. CION the door to thl poll 
or ••• Ign a mlmber of thl precinct tHm to atand at thl Ind of any Ixl.ting 
lIne of prospective voters. Only persons standing in front of the official at that 
time will be permitted to vote. persons who am later should be told that the 
polls are closest 

2. After the last voter has voted, (aD voters in One at 8:00 must be allowed to vote) 
... 1 thl Ballot Box (see the Ballot Box Clerk's job guide). Be sure that both you 
IDd the Ballot Box Clerk .ign the ... 1 on the llnee provfded and across thl 
edi. of the ... 1 so that the .Ignatu,.. .re partially on the ... 1 and p.rtially 
on the box. 

Fill out the Ballot Box Receipt Form for the·P.M. ballot box plckoUp. 

3. lnatruct the precinct ...... to take apart their stalioM and to ..... In packing thl 
auppl .... 

,..,.,....'\: '4" __ • ,....., '~"". ., ..... 

Check the precinct ~I Fenn. M8k8;.u;.e8!i 'o(ttie team"members have 
filled in the.Jlml they .mved and ""nteI tbtIr !WIll. 

I. Assist the Ballot Clerk in completing the Ballot Accounting Form. Be .ure to 
check the flgu,.. and to a1tn the PrecInct Captain'. Wi IIflcation. 

o Place the ... !tII copy of the completM Ballot Accounting Form and the 
Payroll Form in the em'slope provided. .... and tape the env.lope to 
the top of the P.M. Ballot Box. 

e. Pull the pI.llle ... Up over the top of the box and,.. ..... with the twla.r. 

7. Contln .. pacldng the .uppl .... Retum ALL unUMd ballota to the box In 
which they were dllvw1ld. Retum all other auppili. tID the packing box. 
R Ii ~ Ip oat III of the outsjdt sjqOl. Retum the "lIphone, unl ... othel.. I Inatruc:tId. 

o PIece the following materials in Envllope 11 and write your precinct # on 
Envelope '1: 

o Ballot Accounting Form (yellow copy) 
o CompletM MRA'.· 
o Completed Commant carda 
o Lilt of Aulstld Votare (if blank, include one sheet) 
o -~.> Precinct Watch.r Lilt (if blank, include one sheet) 
o Spacial Ballot Tally Sh_ 
o DllaHow.cI "Chaillng. of Voter" Forma, If any 

Nota: On occasion we may ask you to return other materials in Envelope #1. The 
Area Rlpreaantatlv. will vllit your precinct aflllr the polls have closed 
and will pick up Envelopal1. 

I. Dismantle the voting booths, shaking out any card particles from the punches. 

9. The driver and helper, along with a police escort, will take the Ballot Box( .. " the 
unused ballo", and thl packing box. The voting booths will be picked on 
Wednesday, the day after the election. 


