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Housekeeping
� Please stand for the pledge

� Read the Oath

� Restrooms

� Fire Exits



2010 Inspector information

Pink handout
Election dates

Offices up
Inspector pay

Terms and definitions



How do you know if you are working 
on election day?

� The Chairman will call you

� You will receive a letter from the Board of 
Elections.

� 3 Types of inspectors
Chairmen

Regular inspector
Alternate inspector



Today we will discuss…
� Preparing for election day

� Inspector qualifications and duties
� Opening the Polls

� Processing the voter/Ballot information
� Odd moments

� Voter ID, affidavit voting, spoiled ballots, emergency 
voting, absentee voting, poll watchers 

� Closing the polls
� Packing up for the night



Preparing for Election Day



Don’t forget your vote!
� Cast your own vote

� Every vote counts – even yours….

� If you are scheduled to work in an election district 
other than your own election district, you must vote 
by absentee or special ballot.  You can apply to the 
BOE for an absentee ballot up to two weeks prior to 
election day.  You must remain at your polling place 
on election day.



Acceptable and unacceptable attire for 
election day

� Professional attire

� No candidate logos

� No perfume or cologne

� Dress for different temperatures

Do Not Wear



Items allowed and not allowed at the 
poll site.

Allowed
Food and drink/jacket/medications

Not Allowed

Political items, alcohol, pets.
What about newspapers and/or radios?



INSPECTOR QUALIFICATIONS
AND DUTIES



Qualifications to be an inspector

� You may NOT be a candidate running for or 
holding an office.  Or be a spouse, parent or 
child of a candidate for elective office.

� Be a resident and a registered voter in the 
county in which you work.

� Be able to read, speak and write English.
� Must receive training and pass a test every 

year.



Chairperson responsibilities
� Team leader who supervises
� Additional pay for additional responsibility
� Accounting for and distributing all voting forms
� Ensure forms are filled out
� Inspector duty assignments with meal schedules 

and breaks
� Make sure forms are signed
� Announce vote results and report to BOE



Inspector Responsibilities
� Voter qualifications

Citizen of US, 18 on or before 
election date, resident of 
town/ward/district min. of 30 days 
prior to elections

� Registration procedures

� Enrollment procedures

� Accessibility procedures

� Special voting procedure

� How to operate voting 
systems

� Casting ballots
� Procedures for challenging 

votes
� Securing Election Day 

materials
� Inspectors are responsible 

for maintaining order and 
seeing that the election law 
is enforced



Teamwork!!
The four 
inspectors 

will work in 
two 

bipartisan 
teams when 
opening and 

closing 
polls.



Opening the polls

In bipartisan teams



Bipartisan team one:
Setting up the pollsite.
� Set up the ballot 

marking booth.
� Set up and open the 

voting system.
� Deliver the blue ballot 

bag to the appropriate 
districts and fill in the 
security report.

� Laying out the polling 
place…



� What should be the first thing that voters see 
when they enter?

� What is the 5 foot rule?
� Postings?



Bipartisan team two:
Setting up the pollsite.
� Distribute the red security 

pouch to the voting 
machine team.

� Set up the check-in table.

� Confirm the ballot count.
� Ensure that the postings 

are prominently 
displayed.



Required Postings
� Make sure a flag is 

displayed

� Make sure name tags are on.

� Position the posting board in a 
high traffic area.

� Post forms
� Voters bill of rights
� Sample ballot
� Sample ballots are posted near 

where voters wait in line to 
vote at eye level.

� Vote here signs
� Forms of ID
� Proposition/referendum
� Distance markers 100’ from 

door
� No electioneering in the polling 

place or within distance 
markers



Ballot Guideline



YOU SPOKE AND WE LISTENED!

OVALS…

Did you know…
30% of the oval must be filled for the machine to 

read the mark?
You can go outside of the line?



Successful ballots…
Oval filled in for the number of candidates for 

each office on the ballot

LCD screen must say “ballot successfully cast”

If the ballot is rejected the voter must review 
their ballot and determine if they need a new 

ballot.



Fully voted ballot













Processing Voters
Ready for voting



Steps to verify voters – 1st

inspector at the table

Ask if voter needs assistance.
Ask voters name and address.
Repeat voters name and look them up in the 
enrollment list.



Steps to verify voters – 2nd
inspector at the table

Find voters name in the poll book. Turn the 
book to get a signature.
Voter signs the poll book.  How do you 
verify signature?



Handing out the ballots 3rd

inspector
The 3rd inspector at the table will hand the voter a 
ballot.  On occasions check to make sure that the tab 
number correlates with the sign in plus spoiled plus 
affidavit.
Hand them a privacy sleeve and their ballot.  Direct 
the voters to the ballot marking booth.
DO NOT pre rip the ballots.  They must stay 
attached to the stub before being distributed. .
Explain that they may not erase any marks, if they 
make a mistake just return it directly to you and they 
will be issued a new ballot.  Up to three tries. 



Booth and machine inspector
Keep an eye on the ballot marking booth.  What 
do you think you will be looking for?
If requested~ assist voters at the voting system 
and Ballot Marking Device.
If the voter makes an error on their ballot, have 
them rip the ballot once and return it to the table 
for a fresh ballot.  Each voter has three (3) 
opportunities to cast their ballot correctly
Direct the voter to the first available scanner.  
Privacy is essential.  Please make sure that voters 
wait at a safe distance.  



Sign in table

If a voter is unable to sign, 
no one can sign for them 
(not even a Power of 
Attorney POA) they must 
make a mark of some sort.  
We are only signing four 
(4) voters in at a time. 
Why do you think this is 
even addressed?



Those odd moments!



What to do if…
� Book says ID needed

� Voter is not in the pollbook
� Spoiled ballot

� Machine is broken
� Affidavit voter
� Absentee voter
� Poll watchers



Poll book says ID needed…
� What if the poll book says ID NEEDED?

� Remember that majority of the voters have 
already had their id confirmed.

� What are some forms of acceptable ID?

Record the information in the poll book.



BUT I DON’T HAVE ANY ID ON 
ME…

� Vote affidavit or court order or…
� Go home and get identification.



What is an affidavit ballot?
� Affidavit ballots are ballots used in United 

States elections when a person's right to vote 
in a particular district is in dispute.
� Not the right party…

� In New York State you must be registered in the party 
that is holding the primary.

� Moved…
� Wrong District…
� Not registered…



Voter is not in the poll book

� Take a look at your flow chart in your hand outs 
(pink form).

� Court orders vote on the machine – sign the form 
and they get to scan their vote.

� Should you ever refuse a voter a vote?
� Record this information on the Challenge Form 

that is in the back of your poll book.

� Do we count these ballots at the end of the day? 



Walk the voter through affidavit 
process.
� Remember that voters have probably not 

voted this way before.  
� We can not count the ballot if:

� The inspector does not sign the oath.
� The voter is in the wrong district.
� The oath is not completely filled out by the voter.
� The registration is not completely filled out by the 

voter.



Changes you can make and how.
� Voter moves inside 

your district
� Voter changes their 

name but still lives in 
the same district

� Use your challenge 
forms to mark this 
information.  (Look at 
your yellow handout)

� What other changes 
have you encountered?



Challenges…

� Voter’s may be challenged by any registered 
voter.

� When challenging a voter, you must fill out 
the challenge report.  (yellow form)

� Challenged voters that takes the qualification 
oath must be allowed to vote using a scanned 
ballot.



Voters with disabilities may…
� Vote on the BMD independently or with assistance if 

requested.
� One Democrat and one Republican
� Anyone except their union official or employer.
� Must be recorded on the challenge form.

� Mark a paper ballot at the ballot marking booth with 
the assistance of the magnifying sheet.  

� Vote absentee from home.



OH MY GOODNESS…the machine 
has broken….

� CALL THE BOARD OF ELECTIONS!!
� We will instruct you to go to emergency 

ballots.  You will continue to process voters 
in the same manner.

� Sign in table – Make sure you put mark the 
box “emergency ballot” on the ballot stub.



Remember the machine is not 
working?

� We can NOT scan these ballots into the 
tabulator.  We have to put the voted ballots in 
the front drop box of the voting machine.  

� Contact the Board Of Elections at the end of 
the day.



Absentee Voter…

Absentee ballots can be delivered at the pollsite.  



Poll Watchers
Yes candidates can be poll watchers    

Each Poll Watcher must have a Poll Watchers 
Certificate. The Poll Watcher must give the 
Certificate to the Inspectors to keep. The 
Inspectors will place the certificate on the sign in 
table.  The Watcher must have a separate 
certificate for each polling site that they are 
observing at.

Poll watchers must be qualified voters in the county, Certificates have to be presented to 
inspectors.  In a primary, any 2 or more candidates may appoint poll watchers



Where do we get these forms?Where do we get these forms?

County ChairCounty Chair
Town ChairTown Chair
CandidateCandidate

 
WATCHER CERTIFICATE 

FOR USE ON ELECTION DAY 
 

Section 8-500 Election Law 
 

 I/We, the undersigned, being     Bettina M. Simber g – County chair         
       (chair/candidates) 
 
 

of the          Democratic                                 party, do hereby appoint 
             (political party/ independent body) 
 
 

________________________________________ county of            Madison                
                           (watcher’s name) 
 
 

to be a watcher for the election to be held on ____ ______________________ in the  
                                                                                          (date of election) 
 
 

_________ election district, in the _______ ward (if applicable) of the town, city,  
 
 
 

or village of ___________________________ ,or the __________ Assembly District 
 
 
 

in Nassau County or the City of New York. 
 
 
 
 

_____________________________________                County Chairperson         
                           Signature            Title 
 
 

 
GUIDELINES  

 
¨  Watchers shall be appointed by the chair of any par ty committee or independent body whose 

candidates names appear on the ballot or any two or  more candidates in a primary election. 
 

¨  Each watcher must be a qualified voter of the city or county in which he/she is to serve. 
 

¨  Watcher certificates must be delivered to an inspec tor at the election district. 
 

¨  Not more than three watchers for any party committe e or independent body or candidates 
whose names appear on the ballot may be appointed t o serve at the same election district. 

 
¨  Watchers may be present at the polling place at lea st fifteen minutes before the unlocking and 

examinations of any voting machine or ballot box at  the opening of the polls, until after the 
signing of the inspectors’ returns and proclamation  of the result.  

 
¨  Not more than one watcher appointed by each party c ommittee or independent body or 

candidates whose names appear on the ballot may be within the guard rail at any one time. 
 
  (10/06) f:\MSDATA\...\Watcher Certificate 

Watcher Certificate



Closing the polls



At 8:55 pm
� Announce the poll is
� closing at 9:00 pm.

� At 9:00 pm anyone in line may vote.
� If people want to stay inside and wait for

� results that is OK .
� People can not interrupt the 

� Elections Process.



Who can be at the poll site when votes 
are being canvassed?

ANYONE
As long as they are not interfering with the 

counting process.



Closing the polls

Break into your bipartisan teams



Machine team
� Shut down the machine.
� Fill in the security report and attach the print 

out tape.  
� Pull the ballots from the machine and place in 

the blue ballot bag.  Keep write-ins separate.
� Once the machine is shut down ~ pull the 

Memory card and place in the red bag.



Table team
� Do the ballot transmittal report.  
� Place the rest of the ballot supplies in the 

ballot bag. 
� Everything else goes into the maroon bag.  
� Collect the signs.



YOUR NIGHT IS ALMOST OVER

� The police will pick up your bag.

� Congratulate yourself for a job well done.



On line training
� If you are interested in learning more or 

reinforcing what we have gone over today            
www.madison.nytraining.us

User ID and password will be your voter ID 
number.  



Required documents
� Application for employment
� Federal and State tax forms
� I-9
� Completed test
� Signature on the sign in sheet

� Checks will be mailed in 2 weeks.



Madison County Board of 
Elections

This was prepared by the Madison County Board of Elections
PO Box 666

Wampsville NY  13163
315-366-2231

Lynne, Laura, Ann and Roxanne
www.madisoncounty.org/boe
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