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The following election day procedures are unique to the presidential primary: 
 

I. Completing the Application to Vote/Ballot Selection Form 
 

a. Ask voter to print and sign his/her name, and enter his/her current 
residential address and date of birth on an Application to Vote. 

 
b. Ask voter to select ballot type by marking the corresponding box. 

 
c. Ask voter to answer U.S. citizenship question.  

 
NOTE:  For the administration of the presidential primary, the “Affidavit of Voter Not in 
Possession of Picture Identification” may be printed on a separate form or on the reverse 
side of the Application to Vote. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
II. Recording Ballot Type Selection on QVF List 

 
Confirm the voter’s identity by 1) comparing the birth date and address on the 
Application to Vote with the voter’s birth date and address on the precinct’s QVF list and 
2) viewing the voter’s photo identification or receiving a signed “Affidavit of Voter Not 
In Possession of Picture Identification” form.  As soon as it has been determined that the 
elector is qualified to vote, make a notation on the list.  (Follow the clerk’s directions on 
the preferred method for noting voter participation.) 
 
Once the voter’s participation has been noted on the QVF Precinct list, record the voter’s 
ballot type selection next to his/her name on the list.  
 

 If the voter selects the Republican Party Presidential Primary Ballot – Mark the 
voter’s record with an “R”. 

 
 If the voter selects the Democratic Party Presidential Primary Ballot – Mark the 

voter’s record with a “D”. 
 

 If the voter selects the No Party Declaration Ballot – Mark the voter’s record with 
an “N”. 

 
 
 
 
 
 
 
 
 

 
 
 
 

III. Assigning a Ballot 
 
Assign the top (lowest numbered) blank ballot to the voter from the appropriate ballot 
style.  Record the ballot number on the Application to Vote and pass the Application to 
Vote to the election inspector responsible for making the Poll Book entry. 
 
 
 
 
 



IV. Completing the Poll Book 
 

a. List the name of each voter and ballot serial number in the Poll Book in 
the order that the Applications to Vote are presented.  The voter’s ballot 
type selection is not recorded in the Poll Book.  

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Record the voter number (line number in the Poll Book) on the 
Application to Vote/Ballot Selection Form. 

 
 
 
 

c. Place the ballot into a secrecy sleeve with the stub exposed.  Place the 
completed Application to Vote in holder on outside of secrecy sleeve. 
Give secrecy sleeve to the voter and direct him/her to the next available 
voting booth. 

 



 
V. Completing the Ballot Summary 

 
All three ballot styles (Republican (R), Democratic (D), No Party Declaration (N)) issued 
at the precinct will be accounted for in one ballot summary. 
 

 
 

Category Description Ballot Styles Where to find number 
 

A 
Number of official ballots delivered to 
the precinct for processing 

a. “R” ballots 
b. “D” ballots  
c. “N” ballots 

Use equation to find the total 
number of ballots delivered to 
precinct for each style 

 
B 

Number of absent voter ballot return 
envelopes delivered to the precinct for 
processing 

 
ALL 

Physical count of AV ballot 
envelopes delivered to precinct 

C Total of lines A & B ALL Add lines A & B 
D Number of ballots tabulated ALL Public counter or totals tape 
 

E 
Number of absent voter ballot return 
envelopes delivered to precinct which 
did not contain a ballot 

 
ALL 

Physical count of any AV ballot 
envelopes that did not contain a 
ballot 

 
F 

Number of ballots reissued to voters 
who spoiled their ballot at the polling 
place 

 
ALL 

Physical count of ballots in 
“Spoiled Ballots” envelope or 
number of spoiled ballots in List 
of Voters pages 

G Number of ballots used by election 
inspectors for ballot duplication 

ALL Number of ballots used to 
duplicate original ballots 

H Number of provisional “envelope” 
ballots issued 

ALL Physical count of any “envelope” 
ballots 

I Number of unused ballots a. “R” ballots 
b. “D” ballots  
c. “N” ballots 

Use equation to find the total 
number of unused ballots 
remaining for each style 

J Total of lines D, E, F, G, H and I ALL Add lines D-I 



 
 

 
VI. “What If” Scenarios 

 
Spoiled Ballots 
A voter who spoils his/her ballot may obtain a new ballot following the “Spoiled Ballot 
Procedure” as described below: 
 

1. Direct the voter to return the spoiled ballot (original ballot issued to the voter) 
secured inside the secrecy sleeve to the processing table.  It is important that the 
secrecy of the ballot be maintained; do not look at the voted ballot.  The 
original Application to Vote/Ballot Selection Form will also be needed. 

 
2. Write the word “Spoiled” on the top of the ballot.  

 

 
 

3. Instruct the voter to remove the stub (if not already removed), place the ballot 
and stub in the envelope labeled “Spoiled or Defective Ballots.”  (If you were 
not supplied with an envelope reserved for this purpose, create your own.) 

 
4. Draw a line through the first ballot number recorded in the Poll Book and on the 

original Application to Vote/Ballot Selection Form and note that the ballot was 
“Spoiled.” 

 



 
5. Issue the voter a new ballot.  Record the new ballot number in the Poll Book 

opposite the name of the voter and on the voter’s Application to Vote/Ballot 
Selection Form. 

 

 
 
 
 
 

6. Return the spoiled ballot to the clerk after the polls close in the “Spoiled or 
Defective Ballots” envelope.  (The envelope is sealed into the approved ballot 
container on election night.) 

 



Switching Ballot Types 
A voter who would like to replace his/her ballot with a different ballot style may obtain a 
new ballot style following the “Spoiled Ballot Procedure” as described below: 
 

1. Direct the voter to return the spoiled ballot (original ballot issued to the voter) 
secured inside the secrecy sleeve to the processing table.  It is important that the 
secrecy of the ballot be maintained; do not look at the voted ballot.  The original 
Application to Vote/Ballot Selection Form will also be needed. 

 
2. Write the word “Spoiled” on the top of the ballot.  

 

 
 

3. Instruct the voter to remove the stub (if not already removed), place the ballot and 
stub in the envelope labeled “Spoiled or Defective Ballots.”  (If you were not 
supplied with an envelope reserved for this purpose, create your own.) 

 
4. Instruct the voter to change his/her selection on the Application to Vote form and 

initial change. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
5. Change the voter’s ballot type selection on the QVF Precinct list. 

 
 
 
 
 
 

6. Draw a line through the first ballot number recorded in the Poll Book and on the 
original Application to Vote/Ballot Selection Form and note that the ballot was 
“Spoiled.” 

 

 



 
7. Issue the voter a new ballot reflecting the change in ballot style preference.  

Record the new ballot number in the Poll Book opposite the name of the voter and 
on the voter’s Application to Vote/Ballot Selection Form.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. Return the spoiled ballot to the clerk after the polls close in the “Spoiled or 
Defective Ballots” envelope.  (The envelope is sealed into the approved ballot 
container on election night.)  

 
 
 


