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TOPIC 1 ACTIVITIES 
OPENING THE POLLS 

 

Activity #1 - Oath of Office 
 
Goal: To practice the proper administration of the Oath of Office 
 
Materials:   

 Oath of Office page in the Poll Book  (attached ) 
 Additional Oath of Office page in the Poll Book  (attached) 

 
Instructions:  Role-play activity, steps noted below: 
 

A. Inspector #1 swears in the Chairperson by reading the Oath of Office and instructing the 
Chairperson to repeat after him or her. 

 
B. The Chairperson signs the appropriate Oath section in the Poll Book and Inspector #1 signs 

attesting to the administration of the Oath.  
 

C. Once sworn in, the Chairperson swears in the remaining members of the board. 
 

D. All inspectors present at the opening of the polls take and sign the oath (chairperson oath vs. 
inspectors oath). 

 
E. If split boards are used, discuss the supplemental group oath in the Poll Book. 

 
F. Discuss the additional single Oaths of Office that are provided for inspectors who begin their 

duties after the polls have opened.   
 

 
Activity #2 - Polling Location Set-Up 
 
Goal: To arrange the polling location in a manner that supports the orderly processing of voters and 
ensures ballot secrecy. 
 
Materials:   

 Sample Polling Location Layout  (Appendix page 119) 
 Blank Sample Polling Location Layout (attached) 
 Voting equipment - tabulator and AutoMARK 
 Processing table(s)  
 Precinct supplies 

 
Note:  The activity may vary depending on the location of the training session and the materials 
available – see possible options below. 
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Instructions:  Reference “Sample Polling Location Layout” and complete any or all of the three 
training options: 

 
 OPTION 1 - Instruct inspectors to set up the polling location (voting booths, equipment, 

processing table, etc.). 
 

 OPTION 2 - Instruct inspectors to “be” the necessary components that are contained in the 
polling location (voting booths, equipment, processing table, etc.) and stand in 
the correct locations. 

 
 OPTION 3 - If not in the actual polling location, have inspectors draw or insert the names of 

the required election materials and equipment in their proper locations on the 
blank sample polling location layout provided in the workbook. 

 
 
Activity #3 - Election Inspectors’ Preparation Certificate 
 
Goal: To practice the proper completion of the Preparation Certificate and verify that all required tasks 
are completed prior to the opening of the polls 
 
Materials:   

 Election Inspectors’ Preparation Certificate with Clerk’s Preparation Certificate completed 
(attached) 

 Election Inspectors’ Guide for the tabulator 
 Election Inspectors’ Guide for the AutoMARK 
 Tabulator with program and matching ballots 
 AutoMARK with program and ballots 
 Seals for voting equipment and ballot containers 
 Velcro secrecy sleeve 
 AutoMARK privacy hood 
 Ink cartridge  

 
Instructions:  Role-play activity, steps noted below: 
 
Instruct inspectors to complete the tasks detailed on the Election Inspectors’ Preparation Certificate in 
the Poll Book, checking off each item when completed. 
 

1. Verify the serial and seal numbers of the AutoMARK and tabulator as recorded on a sample 
Clerk’s Preparation Certificate. 

 
2. Complete the steps required to prepare the AutoMARK and tabulator for use. 

 
3. Print a tabulator zero tape and verify that each candidate’s name and any propositions on the 

ballot match those printed on the precinct instruction ballot and official precinct ballot.  (All 
inspectors present at opening of the polls must sign the tabulator zero tape – leave attached to 
tabulator). 
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4. Run a test ballot print on the AutoMARK (use sample ballots and program) and instruct 
inspectors to visually verify that it printed correctly.  Use the Velcro secrecy sleeve for this 
step and make sure that the privacy hood is attached. 
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NOTES 
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TOPIC 2 ACTIVITIES 
PROCESSING VOTERS 

 

Activity #1 – Processing Voters 
 
Goal: To learn proper processing procedures for different voter scenarios 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156) 
 Applications to Vote  
 QVF Precinct List  
 Precinct List Notes  (Appendix page 137) 
 Ballots  
 Tabulator 
 AutoMARK 
 Affidavit of Voter Not in Possession of Picture Identification  (Appendix page 132) 
 Affidavit of Absent Voter (Appendix page 134) 
 Secrecy sleeves - regular & Velcro 

 
Instructions:  Set up a “mock polling location” and use inspectors to process “voters” based on the 
scenarios detailed below.  Include practice on all steps of processing voters from instruction to receiving 
the ballot.   
 
Voter #1  
The voter properly fills out the Application to Vote, appears on the QVF Precinct List and shows 
acceptable photo identification when asked.  The voter receives a ballot, marks the ballot, and returns it 
for ballot number verification before depositing it in the tabulator. 
 
Voter #2 
The voter properly fills out the Application to Vote and appears on the QVF Precinct List. The voter is 
unable to provide the inspectors with an acceptable form of photo identification and is asked to fill out 
an Affidavit of Voter Not in Possession of Photo Identification.  The voter agrees to sign the affidavit 
and is issued a ballot.  The voter marks the ballot and returns it for ballot number verification before 
depositing it in the tabulator. 
 
Voter #3 
The voter properly fills out the Application to Vote and appears on the QVF Precinct List.  The voter 
refuses to provide the inspectors with an acceptable form of photo identification.  The voter is not issued 
a ballot. 
 
Voter #5  
The voter’s name appears on the QVF list along with an “A.V” status code next to his name.  The voter 
surrenders his AV ballot before being issued a precinct ballot. 
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Voter #6 
The voter’s name appears on the QVF list along with an “A.V” status code next to his name.  The voter 
is no longer in possession of the AV ballot and must sign an affidavit attesting to this claim before being 
issued a precinct ballot.   
 
Voter #7 
The voter’s name appears on the QVF list along with a “CH” status code next to her name.  After 
checking with the clerk, the inspector issues the voter a ballot following the “challenged voter” 
procedure.  The challenge is documented on the Challenged Voter page in the Poll Book. 
 
Voter #8 
The voter’s name appears on the QVF list along with a “V” status code next to his name.  The voter 
verifies the required information and is issued a regular precinct ballot. 
 
Voter #9 
The voter’s name appears on the QVF list along with an “ID” status code next to his name.  The voter is 
unable to show appropriate identification and is issued a Provisional Envelope ballot. 
 
Voter #10 
The voter’s name appears on the QVF list along with a “MVIP” status code next to her name.  The voter 
is issued a ballot following the normal processing procedures. 
 
Voter #11 
The voter requests assistance in marking her ballot.  The inspector issuing the ballot suggests that the 
voter use the AutoMARK to mark her ballot.  The voter agrees and the voter places the ballot into a 
Velcro secrecy sleeve.  After marking the ballot with the AutoMARK, and ballot number verification, 
the voter deposits the marked ballot into the tabulator. 
 
Voter #12 
The voter requests assistance in marking her ballot.  Two inspectors of different political party 
affiliations provide the assistance and note the instance in the Remarks page of the Poll Book. 
 
Voter #13 
The voter requests that her husband be allowed to assist in marking her ballot.  After an inspector asks 
the voter and her husband the questions required under federal law, the voter’s request is granted.  The 
instance is noted in the Remarks page of the Poll Book. 
 
Voter #14 
The voter brings her “minor child” to the polls and asks if he can accompany her into the voting booth.  
The request is granted. 
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Activity #2 – Processing Voters Q&A 
 
Goal: To review correct procedures for processing voters through a discussion with election inspectors 
 
Materials:   

 Processing Voters -  Q&A  (below) 
 
Instructions:  Conduct a discussion with election inspectors using the questions and corresponding 
answers provided below: 
 
Q:  Who possesses full and final authority to maintain order in the polls and to enforce                                       
lawful directions throughout the course of the election? 
 
A:  The board of election inspectors led by the board chairperson. 
 
  
Q:  What are the basic qualifications of an election inspector? 
 
A:   1. Must be a registered elector in the county in which they are appointed to serve.             
       2. Must have been trained by a certified trainer within the previous two years.  
       3. Must have an application for appointment on file with the clerk of the city, township, or village   
           which lists their party affiliation. 
       4. Cannot be a candidate (Exception – Precinct Delegate – may serve in precinct other than their  
           own) on the ballot. 
       5. Cannot be a member of a candidate’s immediate family.   
       6. Cannot have been convicted of a felony or an election crime. 
 
 
Q:  What information is required on an Application to Vote? 
 
A:  Voters must sign their name, provide their current residential address and their day and month of 
birth on the Application to Vote.  The printed name and year of birth are optional. 
  
 
Q:  How is each voter’s identity and qualification to vote confirmed at the polls?  
 
A:  Compare the voter’s name, birth date information and residential address as provided on the 
Application to Vote to the information provided on the QVF list. 
 
 
Q:  If a voter changed his or her name because of marriage, a court order or other reason, what 
name should be entered on the Application to Vote? 
 
A:  A voter whose name has changed must sign the Application to Vote using the name appearing on the 
QVF list.  Exception:  abbreviations, initials and common diminutives are acceptable. 
 
 
Q:  If a voter indicates he needs assistance in voting his ballot, who can assist the voter? 
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A:  Under state law, if an elector requests assistance, two election inspectors who have expressed a 
preference for different political parties must provide the assistance. 
 
Under federal law,  an elector who is blind, disabled or unable to read or write may be assisted by a 
person of the voter’s choice, except for the voter’s employer or agent of that employer or an officer or an 
agent of a union to which the voter belongs. 
 
NOTE:  Whenever a voter receives assistance a complete record including the name of the voter and the 
name of the persons who gave the assistance must be entered in the Poll Book. 
 
 
Activity #3 – Photo Identification in the Polls Instructions to Election Officials 
 
Goal: To review correct procedures for the photo identification requirement in the polls through a 
discussion with election inspectors 
 
Materials:   

 Picture Identification in the Polls -  Instructions to Election Officials  (Appendix page 124) 
 
Instructions:  Conduct a discussion with election inspectors using the questions and corresponding 
answers provided in the Appendix on page 124-128. 
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TOPIC 3 ACTIVITIES 
VOTERS WHO HAVE MOVED 

 

Activity #1 – Voters Who Have Moved 
 
Goal: To learn proper processing procedures for voters who have moved 
 
Materials:   

 Poll Book 
 Applications to Vote 
 Ballots 
 QVF Precinct List 
 Secrecy sleeves 
 Change of Address notices 
 Cancellation Authorizations 
 Local Clerk #3 envelope 

 
Instructions:  Set up a “mock processing table” and use inspectors to process voters based on the 
scenarios detailed below.   
 
Voter #1  
Upon filling out the Application to Vote, the inspector discovers that the voter has moved within the 
jurisdiction.  The voter completes an Election Day Change of Address notice.  The inspector initials the 
notice and the Application to Vote and secures the Election Day Change of Address notice in the #3 
envelope to be forwarded to the local clerk.  The voter is issued a ballot. 
 
Voter #2  
Upon filling out the Application to Vote, the inspector discovers that the voter has moved to an address 
located outside of the jurisdiction.  After questioning the voter it is determined that the move was made 
within the last 60 days.  The voter completes a Cancellation Authorization.   The inspector initials the 
authorization and the Application to Vote and secures the Cancellation Authorization in the #3 envelope 
to be forwarded to the local clerk.  The voter is issued a ballot. 
 
Voter #3 
Upon filling out the Application to Vote, the inspector discovers that the voter has moved to an address 
located outside of the jurisdiction.  It is determined that the move was made 3 months prior to the 
election.  The inspector informs the voter that they are no longer qualified to vote in the jurisdiction.  
The voter’s Application to Vote is not spindled, and can either be discarded or included with the note to 
the clerk.  The inspector prepares a note explaining the incident and places it in the #3 envelope 
addressed to the local clerk. 
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Activity #2 – Voters Who Have Moved Q&A 
 
Goal: To review correct procedures for processing voters who have moved through a discussion with 
election inspectors 
 
Materials:   

 Voters Who Have Moved -  Q&A  (below) 
 
Instructions:  Conduct a discussion with election inspectors using the questions and corresponding 
answers provided below: 
 
Q:  Can a voter who is registered in precinct 1 who enters an address on her Application to Vote 
that is located within precinct 2 be issued a ballot in precinct 1? 
 
A:  A voter who moves from one precinct to another within the same jurisdiction, but fails to change his 
or her address prior to the close of registration can vote one last time in the precinct where registered.  
Proceed as follows: 
 

1. Have the voter complete an Election Day Change of Address Notice. 
2. Initial the Change of Address Notice and the Application to Vote and issue a ballot. 
3. Forward the Change of Address Notice to the local clerk in the #3 envelope.   

  
 
Q:  Can a voter who is registered in one jurisdiction who enters an address within another 
jurisdiction on his or her Application to Vote be allowed to vote in their old jurisdiction? 
 
A:  A voter who moves from one jurisdiction to another jurisdiction prior to the close of registration can 
vote one last time in the precinct where registered IF THE MOVE WAS MADE WITHIN 60 DAYS OF 
THE ELECTION.  Proceed as follows: 
 

1. Have the voter complete an Authorization to Cancel Notice. 
2. Initial the Authorization to Cancel Notice and the Application to Vote and issue a ballot. 
3. Forward the Authorization to Cancel Notice to the local clerk in the #3 envelope.     
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TOPIC 4 ACTIVITIES 
PROVISIONAL BALLOTS 

 

Activity #1 – Voters Not Listed on QVF Precinct List 
 
Goal: To learn proper processing procedures for different scenarios when voter’s name does not appear 
on QVF precinct list 
 
Materials:   

 Poll Book or sample “List of Voters” page  (Appendix page 156) 
 Applications to Vote 
 Ballots 
 Tabulator 
 AutoMARK 
 QVF Precinct List  
 Secrecy sleeves - regular & Velcro  
 Sample Four-Step Provisional Ballot forms  (Appendix page 142) 
 Provisional Ballot Secrecy Envelopes 
 Provisional Ballot Security Envelope  
 Post-it brand tape or scotch tape with slip of paper 

 
Instructions:  Set up a “mock polling location” and use inspectors to process voters based on the 
scenarios detailed below.  Include practice on all steps of processing voters from instruction to receiving 
the ballot, including the Application to Vote, Photo Identification, and ballot number verification.   
 
Voter #1 
The voter’s name does not appear on the QVF list but they do have a voter registration receipt issued 
from an SOS branch office.  The date of registration is on or before the close of registration and the 
address is located within the precinct.  The voter completes and signs a new voter registration 
application and is allowed to vote. 
 
Voter #2 
The voter’s name does not appear on the QVF list and they do not have a voter registration receipt.  The 
voter fills out the Four-Step Provisional Ballot form and answers “Yes” to all 4 questions asked by the 
inspector issuing the ballot. The voter is issued a Provisional Affidavit Ballot which is identified as a 
challenged ballot and tabulated on election day.  The voter is also issued the detachable “Notice” from 
the Four-Step form. 
 
Voter #3 
The voter’s name does not appear on the QVF list and they do not have a voter registration receipt.  The 
voter fills out the Four-Step Provisional Ballot form and answers “No” to one of the 4 questions asked 
by the inspector issuing the ballot (i.e., no photo identification). The voter is issued a Provisional 
Envelope Ballot which is identified as a challenged ballot and is secured in a Provisional Envelope 
Ballot Secrecy Envelope and delivered to the clerk at the close of the polls.  The voter is also issued the 
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detachable “Notice” from the Four-Step form AND the “Notice to Voters Unable to Satisfy State and/or 
Federal Identification Requirement.”   
 
Voter #4  
The voter’s name does not appear on the QVF list and they do not have a voter registration receipt.  
Upon checking with the clerk, it appears as though the voter is at the wrong polling location.  The voter, 
however, refuses to travel to the appropriate location and insists on being allowed to vote.  Because the 
voter is not registered in the precinct, the voter is issued a Provisional Envelope Ballot which is 
identified as a challenged ballot and is secured in a Provisional Envelope Ballot Secrecy Envelope and 
delivered to the clerk at the close of the polls.  The voter is also issued the detachable “Notice” from the 
Four-Step form AND the “Notice to Voters Unable to Satisfy State and/or Federal Identification 
Requirement.”   
 
 
 
Activity #2 – Missing Registration Q&A 
 
Goal: To review correct procedures for processing voters who do not appear on the QVF Precinct List 
through a discussion with election inspectors 
 
Materials:   

 Missing Registration -  Q&A  (below) 
 
Instructions:   
Conduct a discussion with election inspectors using the questions and corresponding answers provided 
below: 
 
Q:  Are election inspectors required to complete a “Four-Step” Provisional Ballot form whenever 
a voter’s name does not appear on the QVF Precinct list? 
 
A:  No, there are two exceptions. 

1. If the voter is in the proper polling place and can produce a voter registration receipt that 
shows he or she registered to vote before the registration deadline, the voter may complete 
another registration form and be permitted to vote.  

2. If it is determined that the voter is registered to vote in a different precinct and is willing to 
travel to the proper precinct, give the voter directions to the proper precinct. 

 
 

 17



NOTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 18



TOPIC 5 ACTIVITIES 
BALLOT ISSUES 

 

Activity #1– Rejected Ballot 
 
Goal: To practice the procedure for handling optical scan ballots that are rejected by the tabulator 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
 Applications to Vote 
 Ballots  
 Tabulator 
 “Procedure for Handling Optical Scan Ballots Rejected in the Polls” (Appendix page 150)  
 Secrecy sleeve 
 Spoiled or Defective Ballots Envelope 

 
NOTE:  It will be necessary for the trainer to mark the ballots for the following scenarios (i.e., 
overvoted ballot) prior to conducting the training OR have the voter mark the ballot during the training 
activity. 
 
Instructions:  Set up a “mock polling location” and use inspectors to role-play a situation in which a 
voter, whose ballot has been rejected by the tabulator due to a voting error, receives instruction on the 
various options available.  Role-play the following scenarios: 
 
1.  The voter has “overvoted” an office 
 A. The voter decides to accept a replacement ballot 
 B. The voter declines a replacement ballot and requests that the ballot be accepted as marked 
 
2.  The voter has voted in more than a single party primary (crossover vote) 
 A. The voter decides to accept a replacement ballot 
 B. The voter declines a replacement ballot and requests that the ballot be accepted as marked 
 
3. The voter has not cast any votes on the ballot (blank ballot) 
 A. The voter decides to accept a replacement ballot 
 B. The voter declines a replacement ballot and requests that the ballot be accepted as marked 
 

 

Activity #2 – Spoiled Ballot 
 
Goal: To learn proper processing procedure for voters who have spoiled their ballots 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
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 Applications to Vote 
 Ballots  
 Secrecy sleeve 
 Spoiled or Defective Ballots Envelope 

 
Instructions:  Set up a “mock processing table” and use inspectors to process a voter based on the 
following scenario: 
 
The voter spoils her ballot (due to an overvote, crossover vote, or mistake) and is given the option of 
receiving a replacement ballot.  The inspector issues the voter a replacement ballot following the Spoiled 
Ballot Procedure.   

 

Activity #3– Defective Ballot 
 
Goal: To learn proper processing procedure for voter’s who have been issued a defective ballot 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
 Applications to Vote 
 Ballots  
 Secrecy sleeve 
 Spoiled or Defective Ballots Envelope 

 
Instructions:  Set up a “mock processing table” and use inspectors to process a voter based on the 
following scenario: 
 
The voter marks his ballot and attempts to deposit it into the tabulator.  The tabulator rejects the ballot 
and it is found to be defective.  The voter is issued a replacement ballot following the Spoiled Ballot 
Procedure. 

 

Activity #4– Exposed Ballot 
 
Goal: To learn proper procedures for voters who intentionally expose their voted ballot to others 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
 Applications to Vote 
 Ballots  
 Secrecy sleeve 
 Exposed Ballots Envelope (will need to be created) 
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Instructions:  Set up a “mock processing table” and use inspectors to process a voter based on the 
following scenario: 
 
The voter intentionally exposes her voted ballot to other voters.  The voter persists in exposing her ballot 
despite a warning by an election inspector.  The inspector instructs to voter to surrender her ballot and 
the voter is not allowed to vote at the election.  The ballot is marked “Rejected for Exposure” and is 
placed into a specially prepared envelope which is secured in the ballot container following the close of 
the polls. 
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TOPIC 6 ACTIVITIES 
PROCESSING ABSENTEE BALLOTS IN THE PRECINCT 

 

Activity #1 – Processing Absentee Ballots  
 
Goal: To learn proper processing procedures for different absentee voter scenarios 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
 AV Applications to Vote 
 Ballots  
 Tabulator 
 AV envelopes containing marked ballots 
 QVF Precinct List  
 Secrecy sleeves - regular & Velcro  
 Optical Scan Validity Standards  (Appendix page 152) 

 
Note: To role-play the scenarios detailed below, it will be necessary for the trainer to mark the ballots 
that will be rejected before beginning the training activity. 
 
Instructions:  Set up a “mock processing table” and use at least 2 inspectors to process absentee ballots 
based on the scenarios detailed below: 
 
Ballot #1 
The AV ballot is not “legal” because the return envelope is not signed by the voter.  The return 
envelope is not opened and an inspector writes “Rejected as Illegal” on the envelope along with the 
reason.  The notation must be initialed by the chairperson. 
 
Ballot #2 
The AV ballot is not “legal” because the QVF Precinct List reveals that the voter has already voted in 
person.  The return envelope is not opened and an inspector writes “Rejected as Illegal” on the envelope 
along with the reason.  The notation must be initialed by the chairperson. 
 
Ballot #3  
The AV ballot is “legal” (return envelope completed and signed and voter has not voted in person).  The 
ballot is processed with the inspectors making the proper notation on the QVF Precinct List.  The 
inspector responsible for opening the return envelope finds that the voter did not return the ballot.  A 
notation is made on the Remarks Page of the Poll Book regarding this matter.  The discrepancy is noted 
on the Ballot Summary at the close of the polls. 
 
Ballot #4  
The AV ballot is “legal” (return envelope completed and signed and voter has not voted in person).  The 
ballot is processed with the inspectors making the proper notations on the QVF Precinct List.  The 
inspector responsible for opening the return envelope finds that the stub is missing from the ballot (and 
not included in the envelope).  A notation is made on the Remarks Page of the Poll Book and the 
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inspectors prepare the ballot as a “challenged” ballot.  The voter’s name is entered in the Poll Book and 
the ballot is deposited into the tabulator. 
 
Ballot #5 - #11  
The AV ballot is “legal” (return envelope completed and signed and voter has not voted in person).  The 
ballot is processed with the inspectors making the proper notations on the QVF Precinct List.  The 
inspector responsible for opening the return envelope finds that the ballot number matches the 
number recorded on the voter’s Application to Vote.  The voter’s name is entered in the Poll Book, 
the ballot stub is removed, and the ballot is deposited into the tabulator. 
 

 Ballot #5 – The ballot is accepted by the tabulator. 
 
 Ballot #6 - The ballot is rejected by the tabulator due to an overvote.  In reviewing the error 

message and the ballot, the inspector finds that the ballot contains an overvote.  The inspector 
overrides the error message and the ballot is accepted by the tabulator. 

 
 Ballot #7 - The primary ballot is rejected by the tabulator due to a crossover vote.  In reviewing 

the error message and the ballot, the inspector finds that the ballot contains a crossover vote.  
The inspector overrides the error message and the ballot is accepted by the tabulator. 

 
 Ballot #8 - The ballot is rejected by the tabulator due to being a blank ballot. In reviewing the 

error message and the ballot, the inspector finds that the ballot is blank.  The inspector overrides 
the error message and the ballot is accepted by the tabulator. 

 
 Ballot #9 - The ballot is rejected by the tabulator due to an overvote.  In reviewing the error 

message and the ballot, the inspector finds that the tabulator produced a “false read” and that the 
office is not overvoted but contains a correction.  The ballot must be deposited into the auxiliary 
bin to be duplicated after the close of the polls.   

 
 Ballot #10 - The primary ballot is rejected by the tabulator due to a crossover vote.  In reviewing 

the error message and the ballot, the inspector finds that the tabulator produced a “false read” 
and that the ballot does not contain a crossover vote.  The ballot must be deposited into the 
auxiliary bin to be duplicated after the close of the polls.   

 
 Ballot #11 - The ballot is rejected by the tabulator due to being a blank ballot.  In reviewing the 

error message and the ballot, the inspector finds that the tabulator produced a “false read” and 
that the ballot is not a blank ballot.  The ballot must be deposited into the auxiliary bin to be 
duplicated after the close of the polls.   

   

Activity #2 – Duplication 
 
Goal: To practice ballot duplication  
 
Materials:   

 AV Ballots from Activity #1 OR  
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 “Mock AV Ballots” (copies of marked and unmarked ballots)  **sample blank ballots for 
primary and general elections attached 

 Optical Scan Validity Standards  (Appendix pages 152) 
 Proper marking tool (black or blue ink pen) 
 Original Ballots for Which Duplicates Have Been Made Envelope 

 
 
Note:  The activity may vary depending on the possibility of using and tabulating actual ballots during 
Activity #1.  If it is not possible to tabulate actual ballots during the training session (as in Activity #1), 
Option 2 noted below will accomplish this goal.  It will be necessary for the trainer to make copies of 
ballots to be used and mark the ballots prior to conducting the activity. 
 
OPTION 1 – Duplicating AV Ballots from Activity #1 
 
Instructions:  Set up a “mock processing table” and use inspectors to duplicate the ballots that required 
duplication from Activity #1. 
 

 Ballot #9 – false read – the ballot does not contain an overvote. 
 Ballot #10 – false read – the ballot does not contain a crossover vote. 
 Ballot #11 – false read – the ballot is not blank. 

 
As an option, it may be beneficial to include more AV ballots in this duplication exercise.  See scenarios 
in Option 2 for ideas on marking AV ballots for duplication. 
 
 
OPTION 2 – Duplicating “Mock AV Ballots” 
 
Instructions:  Set up a “mock processing table” and use inspectors to duplicate “Mock AV Ballots” that 
cover the following scenarios:  
 
Ballot #1 
Ballot contains an attempted correction causing a false overvote read.  Upon examination of the ballot, 
the inspectors find that the office is not overvoted and the ballot must be duplicated. 
 
Ballot #2 
Ballot contains an attempted correction causing a false crossover vote read.  Upon examination of the 
ballot, the inspectors find that the ballot does not contain a crossover vote and the ballot must be 
duplicated. 
 
Ballot #3 
Ballot contains an invalid write-in, causing a false overvote read.  Upon examination of the ballot, the 
inspectors find that the office is not overvoted and the ballot must be duplicated. 
 
Ballot #4 
Ballot contains an invalid write-in, causing a false crossover vote read.  Upon examination of the ballot, 
the inspectors find that ballot does not contain a crossover vote and the ballot must be duplicated. 
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Ballot #5 
Ballot is marked using an improper marking tool, causing a false blank ballot read.  Upon examination 
of the ballot, the inspectors find that the ballot is not blank and the ballot must be duplicated. 
 
Optional 

 Using one ballot, overvote one office and make a correction in another office to create a false 
read.  The ballot must be duplicated to eliminate the false read while preserving the actual 
overvote.  During tabulation, the inspector will override the rejection. 
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TOPIC 7 ACTIVITIES 
CAMPAIGNING AND EXIT POLLSTERS 

 

Activity #1 – Campaigning in the Polls 
 
Goal: To practice the proper procedure for instructing voters who attempt to campaign within 100 feet 
of the polls. 
 
Materials:   

 Mock polling location set-up 
 
Instructions:  Set-up a “mock polling location” and role-play the following scenarios: 
 
Voter #1 
A voter enters the polls wearing a t-shirt displaying a campaign slogan.  The inspector asks the voter to 
cover up the slogan or turn the t-shirt inside-out while inside of the 100 foot barrier. 
 
Voter #2 
A voter enters the voting station and is talking loudly on a cell phone about the candidates on the ballot.  
The inspector asks the voter to end the call and informs the voter that he cannot discuss any candidates 
or issues on the ballot loud enough for other voters to hear the conversation. 
 
Voter #3 
A candidate enters the polling location, votes, and remains in the voting area to talk with other voters.  
The inspector asks the candidate to leave the polling location and remain outside of the 100 foot barrier. 
 
Person #4 
An exit pollster is standing near the entry of the polling location and is interviewing voters who are 
entering to vote.  The inspector asks the exit pollster to remain behind the 20 foot barrier and reminds 
him that he can only question voters who are exiting the polling location (after voting).   
 

Activity #2 – 100 Foot Barrier 
 
Goal: To mark off the 100 foot barrier for campaigning and the 20 foot barrier for exit pollsters 
 
Materials:   

 Tape measure 
 String 
 Entrance to the polling location (any door used by voters to enter the polling location)  
 Posts (or some other supplies, i.e. stakes, signs, etc. used to “mark” the barrier) 
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Instructions:   
Using a measuring tape, ask inspectors to physically mark the 100 foot radius from the entry to the 
polling location that must remain clear of campaign activity. 
 
Using a measuring tape, ask inspectors to physically mark the 20 foot radius from the entry to the 
polling location that must remain clear of exit poll activity. 
 
 
Activity #3 – Campaigning and Exit Pollsters Q&A 
 
Goal: To review correct procedures for monitoring campaigners and exit pollsters through a discussion 
with election inspectors 
 
Materials:   

 Campaigning and Exit Polling -  Q&A  (below) 
 
Instructions:  Conduct a discussion with election inspectors using the questions and corresponding 
answers provided below: 
 
Q:  Is any type of campaigning allowed at polling places on Election Day? 
 
A:  Campaigning is prohibited at the polling place on Election Day within 100 feet from any exterior 
entrance used by voters.  Campaigning is allowed beyond the 100 feet. 
 
 
Q:  What are Exit Pollsters and are they allowed to be in the polling place? 
 
A:  Exit Pollsters are people who survey voters after they have voted.  Exit Pollsters must remain at 
least 20 feet away from any exterior entrance used by voters.  
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TOPIC 8 ACTIVITIES 
CHALLENGERS AND POLL WATCHERS 

 
 

Activity #1 – Challengers 
 
Goal: To learn proper procedures when processing challenges in the polling place 
 
Materials:   

 Poll Book or sample “List of Voters” page (Appendix page 156)  
 Poll Book or sample “Challenged Voters/Procedures” page (Appendix page 157)  
 Applications to Vote 
 Ballots  
 Tabulator 
 QVF Precinct List  
 Secrecy sleeves - regular & Velcro 
 Post-it brand tape or scotch tape with a slip of paper  

 
Instructions:  Set up a “mock processing table” and use inspectors to process “challenged voters” based 
on the scenarios detailed below.  Include practice on all steps of processing voters from instruction to 
receiving the ballot.   

 
Challenge #1 
A challenger approaches the precinct chair and challenges a voter based on residency status.  The 
inspector follows the challenge procedure and issues the voter a ballot which is identified as challenged.  
The inspector records the challenge on the “Challenged Voters” page in the Poll Book. 
 
Challenge #2 
A challenger approaches the precinct chair and challenges a voter based on physical appearance.  The 
inspector informs the challenger that this is an illegal challenge.  The challenge is not carried out and the 
incident is noted on the Remarks page in the Poll Book. 
 
Challenge #3 
A challenger approaches the chairperson and challenges the procedure used to process absentee ballots.  
The chairperson notes the challenge in the Poll Book on the “Challenged Procedures” page and consults 
the clerk to confirm that the procedure is correct before continuing. 
 

Activity #2 – Rights and Duties of Challengers and Poll Watchers 
 
Goal: To learn the correct responsibilities and rights of challengers and poll watchers  
 
Materials:   

 Challengers and Poll Watchers Quiz  (attached) 
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Instructions:  Inspectors take a quiz on the rights & responsibilities of challengers vs. poll watchers. 
 
Quiz 8 - Answer Key: 

1. T 
2. T 
3. F 
4. T 
5. T 
6. F 
7. T 
8. T 
9. T 
10. F 

 
 
Activity #3 – Challengers and Poll Watchers Q&A 
 
Goal: To review correct procedures for monitoring challengers and poll watchers through a discussion 
with election inspectors 
 
Materials:   

 Challengers and Poll Watchers -  Q&A  (below) 
 
Instructions:  Conduct a discussion with election inspectors using the questions and corresponding 
answers provided below: 
 
Q:  Can candidates appoint challengers? 
 
A:  No.  Only political parties and qualified interest groups may appoint challengers. 
 
 
Q:  How can election inspectors identify qualified challengers? 
 
A:  A challenger must have in his or her possession a “challenger card” issued by the party or 
organization he or she represents.  Upon entering the precinct, the challenger must show the card to the 
chairperson of the precinct board. 
 
 
Q:  How many challengers representing a single political party or interest group are allowed in a 
precinct at any given time? 
 
A:  Each political party or interest group is allowed up to two challengers per precinct.  However, only 
one of the challengers has the authority to challenge at any given time.  
 
 
Q:  What rights do challengers have? 
 
A:  A challenger has the right to: 
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1. Challenge a person’s qualifications to vote if the challenger has good reason to believe that 
the voter is not qualified to vote. 

2. Challenge the actions of the election inspectors if the challenger believes that the election law 
is not being followed. 

3. Observe the election process at the polls and at Absent Voter Counting Boards. 
 
Q:  What prohibitions are there for challengers? 
 
A:  A Challenger may not: 

1. Be a candidate on the ballot.  EXCEPTION:  A candidate for precinct delegate may serve as 
a challenger in a precinct other than the one in which he or she is a candidate. 

2. Serve as an election inspector. 
3. Campaign, distribute, or display campaign materials within 100 feet from any exterior 

entrance used by voters.   
 
 
Q:  What is a poll watcher? 
 
A:  A person who wishes to observe the election process – but who is not a qualified challenger.  
Candidates may not remain in the polling place after they have voted. 
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TOPIC 8 QUIZ 
CHALLENGERS AND POLL WATCHERS 

 
Please answer the following questions with a “T” for true, or an “F” for false: 
 

______ 1.  A challenger may not campaign, distribute, or display campaign materials within 100  
                  feet from any exterior entrance used by voters.   
 
______ 2.  A challenger may stand or sit behind the processing table. 
 
______ 3.  A challenger may touch ballots and election equipment. 
 
______ 4.  Challengers and poll watchers may remain in the precinct after the close of the polls  
 to observe the precinct canvass. 
 
______ 5.  In order to challenge a person’s qualifications to vote, a challenger must have good  
 reason to believe that the voter is not qualified to vote. 
 
______ 6.  Challenges may be directed to the chairperson or to the voter. 
 
______ 7.  A challenger must have in his or her possession a “challenger card” issued by the  
 party or organization he or she represents.  
 
______ 8.  If two challengers are representing a political party or an organization in the precinct, only  
 one of the challengers may hold the authority to challenge at any given time. 
 
______ 9.  Poll watchers may inspect the Poll Book at the discretion of the chairperson. 
 
______ 10. Poll watchers may sit behind the processing table within the processing area. 
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TOPIC 9 ACTIVITIES 
WRITE-IN CANDIDATES 

 

Activity #1 – Recording Write-In Votes 
 
Goal: To practice correct processing for recording write-in votes  
 
Materials:   

 Write-In Tally Page of Poll Book  
 Statement of Votes  (Appendix pages 159 or 162) 
 List of Declared Write-In Candidates  
 Optical Scan Validity Standards  (Appendix pages 152) 

 
Note:  It will be necessary for the trainer to mark the ballots according to the scenarios below before 
conducting the activity. 
 
Instructions:  Set up a “mock processing table” and use inspectors to retrieve ballots from the write-in 
bin and record write-in votes in the appropriate sections of the Poll Book.  Include mock write-in votes 
that cover the following scenarios: 
 
Ballot #1 
The name written in by the voter is on the list of declared write-in candidates provided by the local 
clerk and the vote is recorded under the proper office and party (if a partisan primary).  The vote is valid. 
 
Ballot #2 
The name written in by the voter is not on the list of declared write-in candidates provided by the local 
clerk.  The vote is invalid and does not result in a “false” overvote or crossover vote read. 
 
Ballot #3 
The name written in by the voter is on the list of declared write-in candidates provided by the local 
clerk and the vote is recorded under the proper office and party (if a partisan primary).  However, the 
name is not spelled correctly (i.e. – spelled “Tommy Jones” but on list as “Thomas Jones”).  The vote is 
valid and is tallied in the Poll Book and recorded on the Statement of Votes as written by the voter. 
 
Ballot #4 
The name written in by the voter is on the list of declared write-in candidates provided by the local 
clerk and the vote is recorded under the proper office and party (if a partisan primary).  However, the 
target area is not marked by the voter.  The vote is invalid and does not result in a “false” overvote or 
crossover vote read.  
 
Ballot #5 
The target area next to the write-in line is marked, but there is no name listed on the line.  The vote is 
invalid and does not result in a “false” overvote or crossover vote read. 
 
Ballot #6 
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The name written in by the voter is on the list of declared write-in candidates but is written in under the 
wrong office.  The vote is invalid and does not result in a “false” overvote or crossover vote read. 
 
Ballot #7 - #10 
The following scenarios create a “false overvote” and must be manually corrected for on the tabulator 
Totals tape: 
 

 Ballot #7 - The name written in by the voter is not on the list of declared write-in candidates.  
 
 Ballot #8 - The name written in by the voter is on the list of declared write-in candidates and 

does correspond to the candidates office and party (if primary election) as filed.  However, the 
target area is not filled in by the voter.  This would not cause an overvote read as the target area 
was not marked. 

 
 Ballot #9 - The target area next to the write-in line is marked, but there is no name listed on the 

line.   
 

 Ballot #10 - The name written in by the voter is on the list of declared write-in candidates but is 
written in under the wrong office.   

 
Optional 
If training for a partisan primary, it might be beneficial to re-create ballot scenarios #7 - #9 that cause a 
crossover vote instead of an overvote. 
 

Activity #2 – Responding to Voter Inquiries  
 
Goal: To practice correct response for voter inquiries regarding specific contest information 
 
Materials:   

 Mock processing table materials 
 
Instructions:  Set up a “mock processing table” and use inspectors to respond to information requests 
from voters covering the following scenarios: 
 
Voter #1 
A voter enters the polling location and requests a list of write-in candidates from the board of election 
inspectors.  The inspectors inform the voter that they are prohibited from discussing candidates or issues 
on the ballot and refer the voter to the local clerk. 
 
Voter #2 
A voter enters the polling location and asks, “If I vote Yes on this proposal, will it increase my taxes?”  
The inspectors inform the voter that they are prohibited from discussing candidates or issues on the 
ballot and refer the voter to the local clerk. 
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Activity #3 – Write-In Candidates Q&A 
Goal: To review correct procedures for recording write-in votes through a discussion with election 
inspectors 
 
Materials:   

 Topic 9 – Write-In Candidates Q&A   
 
Instructions:   
Conduct a discussion with election inspectors using the questions and corresponding answers provided 
below: 
 
Q:  How do election workers determine which write-in votes are to be tallied and which ones to 
ignore? 
 
A:  An individual who wishes to seek nomination or election to an office on the ballot as a write-in 
candidate must file a “Declaration of Intent” by 4:00 p.m. on the second Friday preceding the election.  
Precinct delegate candidates may also file their declaration with the election board on the day of the 
election.   The local clerk is responsible for notifying the precinct board of any such candidates.  A 
write-in vote for an individual who has not filed a declaration does not count.  Similarly, a write-in vote 
will not count unless the vote cast corresponds to the office identified on the declaration.  In a partisan 
primary, a write-in vote will not count unless the vote cast corresponds to the office and party identified 
on the declaration. 
 
Q:  How should ‘misspelled’ write-in candidate names be recorded? 
 
A:  Record all valid write-in votes exactly as they are recorded by the voter.  Include all name 
variations and misspellings.  The Board of Canvassers will determine if the votes can be counted. 
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TOPIC 10 ACTIVITIES 
CLOSING THE POLLS 

 
 

Activity #1 – Completing the Certificate of Election Inspectors 
 
Goal: To practice correct completion of tasks detailed in the Certificate of Election Inspectors  
 
Materials:   

 Poll Book or sample of the Certificate of Election Inspectors (Appendix page 159 or 162) 
 
Instructions:  Inspectors complete a mock Certificate of Election Inspectors and discuss each of the 
required tasks that must be completed during the precinct canvass.   
 

Activity #2 – Completing the Statement of Votes 
 
Goal: To practice the correct completion of tasks detailed in the Certificate of Election Inspectors  
 
Materials:   

 Poll book or sample Statement of Votes (Appendix page 159 or 162) 
 County Clerk #1 Envelope 
 Board of County Canvassers #2 Envelope 
 Local Clerk #3 Envelope 
 

Instructions:  Inspectors complete a mock Statement of Votes including the attachment of the proposal 
language and totals tapes.  Each mock copy should be placed in the appropriate envelope for proper 
delivery. 
 

Activity #3 – Completing the Ballot Summary 
 
Goal: To balance the ballot summary 
 
Materials:   

 Poll Book or sample Ballot Summary  
 Mock Election Day numbers  (Attached) 
 Mock Ballot Summary Answer Key (Attached) 
 Writing utensils 

 
Instructions:  Using mock Election Day numbers, inspectors complete and balance the ballot summary.   
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Activity #4 – Ballot Security 
 
Goal: To practice sealing only the used and unused ballots into the ballot container and properly 
documenting the sealing 
 
Materials:   

 Approved ballot container 
 Ballots 
 Original Ballots Envelope 
 Spoiled or Defective Ballots Envelope 
 Seal  
 Ballot Container Certificate with plastic sleeve 
 Poll Book or sample Statement of Votes and Certificate of Election Inspectors (Appendix pages 

159-162) 
 

Instructions:  Inspectors place all used and unused ballots into an approved ballot container.  They seal 
using an approved seal that is attached to a completed ballot container certificate inside of a plastic 
sleeve.  The seal number is properly recorded in the required locations:  Poll Book (If Statement of 
Votes is detached), Statement of Votes, and ballot container certificate.  The process is attested to by 
two inspectors representing different political parties. 
 

Activity #5 – Preparing the Envelopes 
 
Goal: To practice correct preparation of special envelopes that must be delivered to the local clerk at the 
close of the polls 
 
Materials:   

 County Clerk #1 Envelope 
 Board of County Canvassers #2 Envelope 
 Local Clerk #3 Envelope 
 Provisional Ballot Security Envelope 

 
Instructions:  Inspectors prepare the special envelopes for return, placing the correct materials into each 
and properly sealing them with a red paper seal signed by 2 inspectors representing different political 
parties. 
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CLOSE OF POLLS CHECKLIST 
 

City/Township of: ________________________  Election Date: _____________ 
 
Precinct #: ____________ 
 
1. CLOSE OF POLLS – Verify the following: 
 
 Voter activity has been documented for all voters (including absent voters if processed 

in precinct). 
 All required items have been entered into the Ballot Summary.  Any discrepancies were 

investigated and corrected or are fully explained on the Remarks page. 
 
2. POLL BOOK – Verify the following: 

 
Clerk’s Preparation Certificate 
 The Clerk’s Preparation Certificate is completed and signed. 

 
Election Inspector’s Preparation Certificate 
 The Election Inspector’s Preparation Certificate is completed and signed by all 

inspectors present at the opening of the polls. 
 

Oaths of Office 
 All inspectors present at the opening of the polls subscribed to the Constitutional Oath 

of Office. 
 All replacement inspectors and or “split board” inspectors subscribed to the 

Constitutional Oath of Office. 
 The person who administered each oath signed in the designated area(s). 

 
List of Voters 
 The List of Voters is complete.   
 The total number of voters processed (per the List of Voters) agrees with the total 

number of ballots tabulated (per the tabulator public counter and as documented on the 
Ballot Summary report) and the Applications to Vote (including Applications for Absent 
Voter Ballot is absent voter ballots were processed in the precinct). 

 
Write-in Bin and Write-inTally 
 All ballots were removed from the Write-in Bin. 
 All write-in votes for “declared” write-in candidates (if any) were properly recorded and 

include the required information, e.g., for a primary – name, office and political party; for 
a general election – name and office. 

 All ballots containing invalid write-in votes were inspected to determine if one or more 
invalid write-in votes resulted in a false overvote and or crossover vote. 

 Manual corrections were made to the totals tapes, if needed, to adjust for invalid write-in 
votes.   

 Write-in totals were recorded on the Statements of Votes. 
 A notation was made indicating that no write-in votes were cast (if applicable). 
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Challenged Voter Section 
 All voter challenges and challenges to procedures are properly documented. 
 A notation is made indicating that no challenges were made (if applicable).  

 
Auxilliary Bin – Duplicated Ballots 
 All ballots were removed from the Auxilliary Bin and were tabulated or duplicated and 

the duplicates were tabulated. 
 Corresponding numbers were recorded to the top of each “original” ballot requiring 

duplication and the corresponding “duplicate” ballot.   
 All votes recorded to “duplicate” ballots were verified against the votes cast on the 

corresponding “original” ballot. 
 All “duplicate” ballots were tabulated and were placed inside the ballot container along 

with all other used ballots. 
 All “original” ballots were sealed into the special envelope and placed inside the ballot 

container. 
 
Remarks 
 All notations are clearly stated. 
 All notations regarding election worker replacements or departures are documented. 
 All notations regarding the opening of the ballot container during the course of the 

election are documented.   
 All notations regarding the removal of ballots from the ballot container during the course 

of the election are documented.   
 All notations regarding the malfunction or failure of the tabulator to properly perform 

during the course of the election are documented and include the following information: 
1) time the tabulator was taken out of commission 2) total number of ballots counted at 
that time 3) time the tabulator was returned to service and 4) any other information that 
might be deemed necessary. 

 All other unusual events (if any) are documented. 
 

Certificate of Election Inspectors  (NOTE:  It is critical that extra care be taken when 
completing the following checks.)    
 
 The number of voters according to the certificate equals the number of voters whose 

names appear on the List of Voters.  (Include absent voters, if processed in precinct.)   
 The number of ballots tabulated according to the certificate equals the public counter 

total according to the totals tapes.   
 Any discrepancies between the number of voters and number of ballots tabulated are 

clearly explained on the Remarks page. 
 All tasks listed at the top of the certificate page were completed and are checked. 
 The Ballot Storage Container Seal Certification and Tabulator program Storage 

Container Seal Certification was completed and signed by the two inspectors 
(representing different political parties) who sealed the containers. 

 The bottom of the Certificate of Election Inspectors was signed by all inspectors who 
were present at the close of the polls. 

 
Ballot Summary Report 
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 The Ballot Summary is complete. 
 The number of ballots tabulated equals the number of voters according to the List of 

Voters.  (Note:  If these totals do not agree and the reason for the discrepancy has not 
been identified, it may be necessary to physically count the number of ballots tabulated.  
If the physical count agrees with the number of voters according to the List of Voters, 
minus any “Envelope” ballots that were issued, the ballots must be retabulated.  Contact 
the clerk for instructions.)  

 The total reported on line C equals the total reported on line J.  Any discrepancies have 
been investigated and corrected or are explained on the Remarks page.  

 
 
3. BALLOT CONTAINER – Verify the following: 

 
 The following items were placed inside an “approved” ballot container: 

 All used ballots 
 All unused ballots (banded or wrapped) 
 All “Spoiled/Defective” ballots inside the special envelope  
 All “Original” ballots for which “duplicates” have been made and tabulated inside 

the special envelope 
 The seal number used to seal the container is recorded on the container certificate and 

was verified against the seal on the container. 
 The container certificate is dated and signed by two election inspectors representing 

different political parties. 
 The container certificate is secured inside a clear plastic sleeve and is attached to the 

seal mechanism of the container or is otherwise incorporated into the construction of the 
container.  

 The ballot container is properly sealed so that nothing can be removed or added to the 
container without breaking the seal or doing damage to the container.   

 If a “dual” seal ballot container was used, both seal numbers are properly recorded and 
attested to.  (NOTE: Depending upon the design of the container, it may be required 
that the “back” door be permanently sealed and the sealing documented by the clerk on 
a separate ballot container certificate.  In this case, the certificate must be signed by two 
election officials and dated prior to the date of the election.) 

 
 

4. STATEMENT OF VOTES – A minimum of three copies are required.  Verify that each copy 
contains the following five items: 

 
 Totals Tape signed by all inspectors present at the close of the polls.  (NOTE: The 

Totals Tape attached to the Statement of Votes addressed to the local clerk should 
container the “zero” report tape that was generated prior to the opening of the polls. 
This tape should also be signed by all inspectors present prior to the opening of the 
polls.) 

 Complete text of any proposals that appeared on the ballot. 
 Total number of valid write-in votes received by all “declared” write-in candidates.  

(NOTE:  Entries should reflect names as recorded by voters.) 
 Record of the seal number used to seal the Ballot Container and Tabulator Program 

Delivery Container attested to by two inspectors representing different political parties. 
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 Signatures of all inspectors present at the close of the polls. 
 

 
5. TABULATOR PROGRAM DELIVERY CONTAINER – Verify the following: 
 
 The tabulator program was removed from the tabulator and placed inside the container 

(if applicable). 
 The container certificate is secured inside a clear plastic sleeve and is attached to the 

seal mechanism of the container or is otherwise incorporated into the construction of the 
container.  

 The container certificate was dated and signed by two election inspectors representing 
different political parties. 

 The container certificate contains a record of the seal number used to seal the container 
and the seal number agrees with the seal on the container. 

 The container is properly sealed so that nothing can be removed or added to the 
container without breaking the seal or doing damage to the container. 

 
NOTE: The following additional items may be sealed inside the “Tabulator Program 
Delivery Container” or secured inside one or more special envelopes using an official “Red 
Paper” seal:  
 
 Poll Book  
 Statements of Votes  
 Clerks Envelope (Applications to Vote, AutoMARK Test Ballot, completed Change of 

Address and 60 Day Cancellation Authorization forms, completed Voter Registration 
forms, other notes to clerk)  

 Used Provisional Ballot Security Envelopes and completed Provisional Ballot 4-Step 
Procedure forms  

 Absent Voter Ballot Envelope (AV Return Envelopes and AV Applications) 
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TOPIC 11 ACTIVITY 
CHECKS AND BALANCES 

 
 

Activity - Checks and Balances Quiz 
 
Goal: To be aware of the election day procedures that require the involvement of two election inspectors 
representing different political parties 
 
Materials:   

 Checks and Balances Quiz  (attached) 
 
Instructions:  Inspectors complete Checks and Balances Quiz and discuss with trainer once finished.  It 
is suggested that this quiz not be “graded” by the trainer – rather it can be used more as a tool by each 
inspector to measure his or her knowledge level and to stimulate discussion. 
 
Checks and Balances Quiz Answer Key: 
 
Section 1 – Checks should be made next to the following numbers:  1, 3, 4, 6, 8, 9, 10 
 
Section 2 – Notations may vary, but the following information should be included: 
 

 #1 – Inspectors should note the opening of the container, the transfer of ballots, the time of 
transfer, and the names of the 2 inspectors who completed the task. 

 
 #2 – Inspectors should note the name of the voter requiring assistance, the time, and the names of 

the 2 inspectors who assisted the voter. 
 
Section 3 – Answers may vary 
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TOPIC 11 QUIZ 
CHECKS AND BALANCES 

 
Section 1 
 
Please place a checkmark next to each Election Day procedure below that must be completed by TWO 
election inspectors who have expressed a preference for different political parties: 
 

______ 1.  Processing absentee ballots in the polling location 
 
______ 2.  Verifying a voter’s registration status by checking the QVF Precinct List 
 
______ 3.  Assisting a voter in marking his or her ballot (Michigan process) 
 
______ 4.  Duplicating ballots  
 
______ 5.  Announcing, “The Polls are Now Open” at 7:00 A.M.  
 
______ 6.  Sealing the ballot container(s) 
 
______ 7.  Issuing a new ballot to a voter who has spoiled his or her ballot 
 
______ 8.  Delivering the ballot container(s) and special envelopes to the local clerk or  
 the receiving board 
 
______ 9.  Removing ballots from the tabulator bin while the polls are open 
 
______ 10. Offering instructions to a voter once he has entered the voting station 
     

Section 2 
 
Please enter a notation on the “Remarks Page” in the Poll Book for each scenario below: 
 

1. The tabulator ballot bin becomes full at 3:30 P.M. and the ballots must be transferred to an 
approved container. 
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2. A voter (Sally Smith) requests assistance from the board of election inspectors in marking her 
ballot. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Section 3 
 
Please write down any remaining questions you have regarding Election Day responsibilities in the 
space provided below: 
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 TOPIC 12 ACTIVITY 
RECEIVING BOARD 

 
 

Activity – Receiving Board Check-List 
 
Goal: To review the main components of the precinct canvass for proper completion 
 
Materials:   

 Poll Book 
 Special Envelopes 
 Ballot Container (sealed) 
 Memory Pack and Tabulator Flashcard (sealed in “transfer container” if applicable) 
 Sample Statements of Votes (Appendix page 159 or 162) 
 Receiving Board Check-List (Attached) 

 
Note:  It will be necessary for the trainer to gather the required materials in post-precinct canvass format 
before conducting this activity.    
 
Instructions:  Inspectors review the required components of the precinct canvass to determine if it is 
completed correctly by the Board of Election Inspectors by following the Precinct Canvass Check-List. 
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RECEIVING BOARD CHECKLIST  
 

City/Township of _________________________   Election Date ___________ 
 
Precinct # _____________ 

 
Note:  All used and unused ballots assigned to the precinct must be delivered to the Receiving 
Board in an approved sealed ballot container.  If the Tabulator Program is removed from the 
tabulator, it must also be delivered to the Receiving Board in an approved sealed container.  
The Poll Book and Statement of Votes may be sealed in the container along with the tabulator 
program, if applicable, or may be delivered to the Receiving Board in an envelope that is 
sealed with an official Red Paper Seal.  The delivery of the above materials must be made by 
two election inspectors (representing different political parties) who served at the precinct at 
which the above referenced materials were prepared. 
 
 
1. TABULATOR PROGRAM DELIVERY CONTAINER – Verify the following: 
 
 The container certificate is secured inside a clear plastic sleeve and is attached to the 

seal mechanism of the container or is otherwise incorporated into the construction of the 
container.  

 The container certificate is dated and signed by two election inspectors representing 
different political parties. 

 The container certificate contains a record of the seal number used to seal the container 
and the number agrees with the seal on the container. 

 The container is sealed so that nothing can be removed or added to the container 
without breaking the seal or doing damage to the container.  

 
 

2. BALLOT CONTAINER – Verify the following: 
 
 The container certificate is secured inside a clear plastic sleeve and is attached to the 

seal mechanism of the container or is otherwise incorporated into the construction of the 
container.  

 The container certificate is dated and signed by two election inspectors representing 
different political parties. 

 The container certificate contains a record of the seal number used to seal the container 
and the seal number agrees with the seal on the container. 

 The ballot container is properly sealed so that nothing can be removed or added to the 
container without breaking the seal or doing damage to the container.   

○   If the ballot container is not properly sealed or the seal number is not properly 
recorded, the receiving board and the two inspectors who made the delivery shall 
together: 
 Take the necessary steps to correct the discrepancy.  
 Note the discrepancy and the corrective action taken on the Remarks 

page. 
o The inspectors and receiving board members must sign the notation. 
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 If a “dual” seal ballot container was used, verify that both seal numbers are properly 
recorded and attested to.  (NOTE: Depending upon the design of the container, it may 
be required that the “back” door be permanently sealed and the sealing documented by 
the clerk on a separate ballot container certificate.  In this case, the certificate must be 
signed by two election officials and dated prior to the date of the election.) 

 
 

3. POLL BOOK  - Verify the following: 
 

(NOTE: If the Poll Book was inadvertently sealed inside the ballot container, follow the 
instructions under “SPECIAL PROVISION” below.) 
 
Clerk’s Preparation Certificate 
 The Clerk’s Preparation Certificate is completed and signed. 

 
Election Inspector’s Preparation Certificate 
 The Election Inspector’s Preparation Certificate is completed and signed by all 

inspectors who were present at the opening of the polls. 
 

Oaths of Office 
 All inspectors present at the opening of the polls subscribed to the Constitutional Oath 

of Office. 
 All replacement inspectors and or “split board” inspectors subscribed to the 

Constitutional Oath of Office. 
 The person who administered each oath signed in the designated area(s). 

 
List of Voters  
 The total number of voters processed (per the List of Voters) agrees with the total 

number of ballots tabulated (per the Ballot Summary) and the Applications to Vote 
(including Applications for Absent Voter Ballot if the absent voter ballots were processed 
in the precinct). 

 
Write-In Tally 
 All write-in votes for “declared” write-in candidates (if any) are properly recorded and 

include the required information, e.g., for a primary – name, office and political party; for 
a general election – name and office. 

 A notation is made indicating that no write-in votes were cast (if applicable). 
 
 
 

Challenged Voter Section 
 All voter challenges and challenges to procedures are properly documented. 
 A notation is made indicating that no challenges were made (if applicable).  
 
Remarks 
 All notations are clearly stated. 
 All notations regarding election worker replacements or departures are documented. 
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 All notations regarding the opening of the ballot container during the course of the 
election are documented.   

 All notations regarding the removal of ballots from the ballot container during the course 
of the election are documented.   

 All notations regarding the malfunction or failure of the tabulator to properly perform 
during the course of the election are documented and include the following information: 
1) time the tabulator was taken out of commission 2) total number of ballots counted at 
that time 3) time the tabulator was returned to service and 4) any other information that 
might be deemed necessary. 

 All other unusual events (if any) are documented. 
 

Certificate of Election Inspectors   NOTE: It is critical that extra care be taken when 
completing the following checks.     
 
 The number of voters according to the certificate equals the number of voters whose 

names are entered in the List of Voters.  (Include absent voters, if absent voter ballots 
were processed in the precinct.)   

 The number of ballots tabulated according to the certificate equals the public counter 
total according to the totals tapes.   

 Any discrepancies between the number of voters and number of ballots tabulated are 
clearly explained on the Remarks page. 

o If the number of voters does not equal the number of ballots tabulated and the 
discrepancy is not explained on the Remarks page, the receiving board must: 
 Question the inspectors regarding the discrepancy.   
 Note the explanation on the Remarks page.  The inspectors and receiving 

board members must sign the notation. 
 All tasks listed at the top of the certificate page are checked. 
 The Ballot Storage Container Seal Certification and the Tabulator Program Storage 

Container Seal Certification was completed and signed by the two inspectors 
(representing different political parties) who sealed the containers. 

 The bottom of the Certificate of Election Inspectors was signed by all inspectors who 
were present at the close of the polls. 

 
 

Ballot Summary 
 The number of ballots tabulated equals the number of voters according to the List of 

Voters.   
○   If discrepancies are noted but are not clearly explained on the Remarks page, the 

receiving board must: 
 Question the inspectors regarding the discrepancies. 
 Note the explanation on the Remarks page.   

o The inspectors and receiving board members must sign the notation. 
 The total reported on line C equals the total reported on line J. 

o If discrepancies are noted but are not clearly explained on the Remarks page, 
the receiving board must: 
 Question the inspectors regarding the discrepancies. 
 Note the explanation on the Remarks page.   

o The inspectors and receiving board members must sign the notation. 
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4. STATEMENT OF VOTES – (If the Statements of Votes are inadvertently sealed inside the 
ballot container, follow instructions under “SPECIAL PROVISION” below.) 

 
A minimum of three copies is required.  Verify that each copy contains the following five 
items: 
 
 Totals Tape signed by all inspectors present at the close of the polls.  (NOTE: The 

Totals Tape attached to the Statement of Votes addressed to the local clerk should 
container the “zero” report tape that was generated prior to the opening of the polls. 
This tape should also be signed by all inspectors present prior to the opening of the 
polls.) 

 Complete text of any proposals that appeared on the ballot. 
 Total number of valid write-in votes received by all “declared” write-in candidates.   
 Record of the seal number used to seal the Ballot Container and Tabulator Program 

Delivery Container attested to by two inspectors representing different political parties. 
 Signatures of all inspectors present at the close of the polls. 
 
 

SPECIAL PROVISION - If the Poll Book and/or Statement of Votes are inadvertently sealed 
inside the ballot container, the following steps must be taken:   

o The inspectors must open the container, remove the Poll Book and/or Statement 
of Votes and immediately reseal the container.  The new seal number must be 
noted on the container certificate, Statement of Votes and in the Poll Book.   

o The inspectors and receiving board members must note the corrective action 
taken on the Remarks page and sign the notation before placing the Poll Book or 
Statements of Votes into separate sealed envelopes. 

 
If the Statements of Votes is sealed in the ballot container and the Poll Book was sealed in an 
envelope, the notation is made in the Poll Book before placing the Poll Book and Statements of 
Votes into separate envelopes. 

 
In both cases, the receiving board must notify the clerk of the board of canvassers (County 
Clerk) of the corrective action taken. 

 
 

PREPARE #1, #2 and #3 ENEVELOPES FOR DELIVERY: 
 
 #1 Envelope – Addressed to the County Clerk containing the following:  

o Poll Book (make certain that all three reports are included) 
o One copy of the Statement of Votes  
o Precinct Delegate Statement (even numbered year August Primary only). 

 
 #2 Envelope – Addressed to the County Board of Canvassers/Probate Judge 

containing the following:                                                                                   
o One copy of the Statement of Votes 
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 #3 Envelope – Addressed to the Local Clerk containing the following: 
o One copy of the Statement of Votes with Zero Tape at the top 
o Completed Applications to Vote (Spindle) 
o Completed Change of Address forms 
o Completed 60-Day Cancellation Authorization forms 
o Completed Voter Registration forms 
o AutoMARK Test Print Ballot 
o Other items as instructed by the clerk 

 
All three envelopes must be sealed using a “red paper” seal that is signed and dated by both 
members of the receiving board.  (Note: If permitted by the clerk of the board of canvassers, 
the poll books and statement of votes from more than 1 precinct may be included and 
delivered in a single envelope.) 
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TOPIC 13 ACTIVITY 
SPLIT PRECINCTS 

 

Activity – Ballot Summary for Split Precinct 
 
Goal: To balance the ballot summary accounting for 2 ballot styles issued within one precinct (and 
canvassed by 1 county canvassing board) using the original Poll Book and an Addendum Ballot 
Summary  
 
Materials:   

 Poll Book or sample Poll Book Ballot Summary (Appendix pages 165) 
 Sample Addendum Ballot Summary (Appendix page 168) 
 Mock Election Day numbers  (Attached) 
 Mock Ballot Summary Answer Key (Attached) 
 Writing utensils 

 
Instructions:  Using mock Election Day numbers, inspectors complete and balance the ballot summary 
on both the original Poll Book and the Addendum Ballot Summary. 
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Ballot Summary Information 
 
Ballot Style A  (Poll Book Ballot Summary) 
 

 Official ballots delivered to the precinct ---------------------- #1 - #400 
 Absent voter ballot return envelopes delivered to precinct ---------- 78 
 Number of ballots tabulated ---------------------------------------------- 406 
 Number of AV envelopes which did not contain a ballot ------------ 0 
 Number of ballots reissued to voters who spoiled their ballot ------- 14 
 Number of ballots used for duplications -------------------------------- 5 
 Number of “Provisional Envelope” ballots issued -------------------- 1 
 Unused ballots ------------------------------------------------------------- #349 - #400 

 
Ballot Style B  (Addendum Ballot Summary) 
 

 Official ballots delivered to the precinct ---------------------- #1 - #200 
 Absent voter ballot return envelopes delivered to precinct ---------- 36 
 Number of ballots tabulated ---------------------------------------------- 207 
 Number of AV envelopes which did not contain a ballot ------------ 0 
 Number of ballots reissued to voters who spoiled their ballot ------- 9 
 Number of ballots used for duplications -------------------------------- 2 
 Number of “Provisional Envelope” ballots issued -------------------- 0 
 Unused ballots ------------------------------------------------------------- #183 - #200 

 
 
Instructions:  
Complete the ballot summaries by using the assigned numbers above.  It will be 
necessary to combine the total number of voters for both ballot styles to report 
the final number on the Certificate of Election Inspectors. 

 70



 71



 

 72



NOTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 73



TOPIC 14 ACTIVITIES 
ABSENT VOTER COUNTING BOARD 

 
 

Activity #1 – Processing Absentee Ballots 
 
Goal: To learn proper processing procedures for different absentee voter scenarios 
 
Materials:   

 Absent Voter Counting Board Poll Book or copied “List of Voters” page from AV Counting 
Board Poll Book  (Appendix page 172) 

 AV Applications to Vote 
 Ballots  
 Tabulator 
 AV envelopes containing marked ballots 
 List of Absent Voters  
 Secrecy sleeves - regular  
 Optical Scan Validity Standards  (Appendix page 152) 

 
Note: To role-play the scenarios detailed below, it will be necessary for the trainer to mark the ballots 
and return envelopes before beginning the training activity. 
 
Instructions:  Set up a “mock Absent Voter Counting Board” and use at least 3 inspectors (or the 
number of inspectors used in the counting board) to process absentee ballots based on the scenarios 
detailed below: 
 
Ballot #1 
The AV ballot is not “legal” because the return envelope is not signed by the voter.  The return 
envelope is not opened and an inspector writes “Rejected as Illegal” on the envelope along with the 
reason.  The notation must be initialed by the chairperson. 
 
Ballot #2 
The AV ballot is “legal” (return envelope completed and signed) and the ballot is processed with the 
inspectors making the proper notation on the List of Absent Voters/AV Poll Book.  The inspector 
responsible for opening the return envelope finds that the voter did not return the ballot.  A notation is 
made on the Remarks Page of the Poll Book regarding this matter. 
 
Ballot #3  
The AV ballot is “legal” and the ballot is processed with the inspectors making the proper notations on 
the List of Absent Voters/AV Poll Book.  The inspector responsible for opening the return envelope 
finds that the stub is missing from the ballot (and not included in the envelope).  A notation is made on 
the Remarks Page of the Poll Book and the inspectors prepare the ballot as a “challenged” ballot.   
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Ballot #4 - #10  
The AV ballot is “legal” and the ballot is processed with the inspectors making the proper notations on 
the List of Absent Voters/AV Poll Book.  The inspector responsible for opening the return envelope 
finds that the stub number matches the number recorded on the voter’s Application to Vote.   
 

 Ballot #4 – The ballot is accepted by the tabulator. 
 
 Ballot #5 - The ballot is rejected due to an overvote.  In reviewing the error message and the 

ballot, the inspector finds that the office is overvoted.  The inspector overrides the error message 
and the ballot is accepted by the tabulator. 

 
 Ballot #6 - The ballot is rejected due to a crossover vote.  In reviewing the error message and the 

ballot, the inspector finds that the ballot does contain a crossover vote.  The inspector overrides 
the error message and the ballot is accepted by the tabulator. 

 
 Ballot #7 - The ballot is rejected due to being a blank ballot.  In reviewing the error message and 

the ballot, the inspector finds that the ballot is blank.  The inspector overrides the error message 
and the ballot is accepted by the tabulator. 

 
 Ballot #8 - The ballot is rejected due to an overvote.  In reviewing the error message and the 

ballot, the inspector finds that the tabulator is producing a false read and that the office is not 
overvoted.  The ballot must be deposited into the auxiliary bin for later duplication by two 
inspectors affiliated with different political parties.   

 
 Ballot #9 - The ballot is rejected due to a crossover vote.  In reviewing the error message and the 

ballot, the inspector finds that the tabulator is producing a false read and that the ballot does not 
contain a crossover vote.  The ballot must be deposited into the auxiliary bin for later 
duplication by two inspectors affiliated with different political parties.   

 
 Ballot #10 – The ballot is rejected due to being a blank ballot.  In reviewing the error message 

and the ballot, the inspector finds that the tabulator is producing a false read and that the ballot is 
not blank.  The ballot must be deposited into the auxiliary bin for later duplication by two 
inspectors affiliated with different political parties.   

 
 

Activity #2 – Duplication 
 
Goal: To practice ballot duplication  
 
Materials:   

 AV Ballots from Activity #1 OR  
 “Mock AV Ballots” (copies of marked and unmarked ballots)  **sample blank ballots for 

primary and general elections on previous pages in the Workbook 
 Optical Scan Validity Standards  (Appendix page 152) 
 Original Ballots for Which Duplicates have Been Made Envelope 
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 Proper marking tool (black or blue ink pen) 
 
Note:  The activity may vary depending on the possibility of using and tabulating actual ballots during 
Activity #1.  If it is not possible to tabulate actual ballots during the training session (as in Activity #1), 
Option 2 noted below will accomplish a similar goal of practicing the duplication process.  It will be 
necessary for the trainer to make copies of ballots to be used for the election and mark the ballots prior 
to conducting the activity. 
 
 
OPTION 1 – Duplicating AV Ballots from Activity #1 
 
Instructions:  Set up a “mock processing table” and use inspectors to duplicate the ballots that required 
duplication from Activity #1. 
 

 Ballot #8 – false read – the ballot does not contain an overvote  
 Ballot #9 – false read – the ballot does not contain a crossover vote 
 Ballot #10 – false read – the ballot is not blank 

 
As an option, it may be beneficial to include more AV ballots in this duplication exercise.  See scenarios 
in Option 2 for ideas on marking AV ballots for duplication. 
 
 
OPTION 2 – Duplicating “Mock AV Ballots” 
 
Instructions:  Set up a “mock processing table” and use inspectors to duplicate “Mock AV Ballots” that 
cover the following scenarios:  
 
Ballot #1 
Ballot contains an attempted correction, resulting in a false overvote read.  Upon examination of the 
ballot, the inspectors find that the office is not overvoted and the ballot must be duplicated. 
 
Ballot #2 
Ballot contains an attempted correction, resulting in a false crossover vote read.  Upon examination of 
the ballot, the inspectors find that the ballot does not contain a crossover vote and the ballot must be 
duplicated. 
 
Ballot #3 
Ballot contains an invalid write-in, resulting in a false overvote read.  Upon examination of the ballot, 
the inspectors find that the office is not overvoted and the ballot must be duplicated. 
 
Ballot #4 
Ballot contains an invalid write-in, resulting in a false crossover vote read.  Upon examination of the 
ballot, the inspectors find that the ballot does not contain a crossover vote and the ballot must be 
duplicated. 
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Ballot #5 
Ballot is marked using an improper marking tool, resulting in a false blank ballot read.  Upon 
examination of the ballot, the inspectors find that the ballot is not blank and the ballot must be 
duplicated. 
 
Optional 

 Using one ballot, overvote one office and make a correction in another office to create a false 
read.  The ballot must be duplicated to eliminate the false read while preserving the actual 
overvote.  During tabulation, the inspector will override the rejection.   
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TOPIC 15 ACTIVITIES 
PRECINCT DELEGATES 

 
 

Activity #1 – Precinct Delegate Declaration of Intent 
 
Goal: To practice the proper completion of the Precinct Delegate Declaration of Intent form 
 
Materials:   

 Precinct Delegate Write-In Candidate Declaration of Intent form (Appendix page 173) 
 
Instructions:  Set-up a “mock processing table” and have inspectors role-play the scenario of a voter 
requesting a Precinct Delegate Write-In Candidate Declaration of Intent form on election day.   Ensure 
that the voter completes all required information and that the inspectors are aware of the notary 
requirement.  

 

Activity #2 – Canvassing and Certifying Precinct Delegate Votes 
 
Goal: To practice the proper completion of the Precinct Delegate canvass and certification process 
 
Materials:   

 Precinct Delegate Statement of Votes form or sample Precinct Delegate Statement of Votes form 
(Appendix page 176) 

 
Note:  It will be necessary for the trainer to prepare a “Mock List of Precinct Delegate Candidates” prior 
to conducting this activity.  The trainer should also include the total number of votes awarded to each 
“candidate” on the list. 
 
Instructions:  Set-up a “mock processing table” and have inspectors canvass and certify the total votes 
for all Precinct Delegate Candidates (candidates appearing on the ballot and write-in candidates).  
Ensure that the inspectors complete the Certificate of Election Inspectors located in the back of the 
Precinct Delegate Statement of Votes form. 
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TOPIC 16 ACTIVITIES 
WHAT IF’S 

 
 

Activity #1 – Full Ballot Bin 
 
Goal: To practice correct procedure for emptying ballot bin during election day 
 
Materials:   

 Poll Book or sample Remarks page (Appendix page 158) 
 Tabulator  
 Approved ballot container 

 
Instructions:  Inspectors practice procedure for emptying ballot bin if it becomes too full during 
Election Day.  The inspectors (two from different political parties) should announce that they are 
removing the ballots and should secure the ballots in an approved ballot container.  The instance should 
be noted in the Remarks page of the Poll Book.  Note: It is not necessary to seal the container or record 
the seal number in the Poll Book – this additional security measure may be followed at the discretion of 
the clerk. 
 

Activity #2 – AutoMARK Malfunction 
 
Goal: To practice correct procedure for viewing or printing the AutoMARK error log to report 
equipment malfunction to the local clerk 
 
Materials:   

 AutoMARK Voter Assist Terminal 
 AutoMARK flash card  
 Blank piece of paper 

 
Instructions:  Following the instructions described in the manual, allow the inspectors to practice 
printing an audit log from the AutoMARK.   
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