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This is YOUR Summary Guide, feel free to write in it

and bring it with you on Election Day
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Introduction
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1) What’s New

2) The Time Sheet

3) Equipment

4) Poll Site Layout

5) Election Day Procedures, Roles and Policies

6) A Word on Voter Privacy

Introduction
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1. ED/AD
1. Election District (ED) is the smallest political sub-division in NYC

2. Assembly District (AD) is made up of many EDs

3. Voters are assigned to an ED/AD based on their address

2. Redistricting
1. Based on the 2010 Census, the  New York Legislature has created new lines for Assembly, Senate and Congress

2. Many Voters will have changes to their ED/AD

3. Combines (Pg 6)
1. 1 ED or more may be combined with another ED

2. Each ED will have its own Voter Registration List but only 1 Table with 1 set of Ballots and 1 Return of Canvass

3. Scanner will print only the Results Tape for One ED (“The Reporting ED”)

4. Checklist for Combines will be found in the Special Instructions Envelope

4. How to Appoint an Inspector (Pg 6) 
1. Only Voters  may be deputized at the Poll Site to server as Inspectors

2. Failure to follow the Procedures will result in the deputized Inspector not being paid

Introduction
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Badge with Notice to 
Work

Introduction - The Time Sheet and Badge
1.Bring your Notice to Work on Election Day to the Poll Site.

2. Complete the Time Sheet, located on pg 3 of your Forms Booklet

3. Wear your Badge

Stephen Thompson

Rep 2/19/83
5:00

42 Broadway 10004 11C
646 555-5555
917 555-4444

212 555-3333

fàxÑ{xÇ g{ÉÅÑáÉÇ 7777777

PollWorker@mail.com
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Voting Process Overview - Equipment – BMD Ballot Marking Device

Voters mark their ballots with the BMD and insert them into the Scanner to be 
counted unless they are a BMD Affidavit Voter

Any voter can request to use the BMD.

BMD Laminated CardSide Card (Address 
Card)
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Voting Process Overview - Equipment – Privacy Booth

1. LED Light (should be attached to the Privacy 
Booth, if it isn’t check in the plastic sleeves)

2. How to Mark a Ballot on the center panel

5. Pen

4. Magnifying Sheet

Voters mark their paper Ballots in privacy in the Privacy Booths

3. State Flyers (English/Spanish, Chinese/Korean, Bengali)
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Voting Process Overview - Equipment – Scanner

LCD Screen

Emergency Ballot Box 
Compartment

Ballot Box Compartment

(Back) Power Cord 
Compartment at the 
back of the Scanner

Address label on 
top of Scanner on 
the outside

Voter card 
envelope               
at the back                  
of the 
Scanner

Scanner Letter

The Optical Scanner enables voters to mark their Ballots with a pen and then insert 
the marked Ballot into the Scanner to be counted 

White Clip to Secure 
Metal Bar
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Voting Process Overview - Poll Site Layout 

(*2 Reliefs for every 8 Inspectors & above, 4  Reliefs for 16 Inspectors & above, etc.)

The Poll Site Schematic (floor plan) shows how equipment and furniture is placed 
in the poll site (Look in your Poll Site/Coordinator Supply Bag for actual layout of 
your poll site
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1) Voter Sensitivity – page 10

2) The Election Day Team – page 14

3) Your Legal Duty to Impartially Administer the Election – page 20

4) Emergency Evacuation Procedures – page 24

5) Candidates and Poll Watchers – page 26

6) Who Else is in my Poll Site? – page 28

7) Disability Awareness – page 30

8) Poll Site Setup & Signage – page 36

Voting Process Overview - Additional Topics 

Review of Election Day Procedures, Roles & Policies

Refer to the Following Pages in the Poll Worker Manual
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Voting Process Overview - A Word on Voter Privacy

1. The voter has a right to vote privately

2. You, as a member of the Election Day Team, safeguard and protect that right

3. Important steps you can take to ensure voter privacy include:
a) Making sure you set up the BMD and Privacy Booths properly so the 

voter's back is to the wall
b) Setting up the Scanners with the privacy screens & the ‘Wait Here for 

Scanner’ sign 5 feet in front of the Scanners
c) Giving a privacy sleeve to every voter
d) Never handling the voter’s ballot unless he or she asks for assistance



12

ED/AD Table Inspector
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ED Supply Cart Keys

ED Supply Cart Police Envelope

Police Poll Site Envelope

Opening – What’s in the ED Supply Cart Police Envelope 

1 Red Plastic Numbered Seal

ED Supply Cart Key Envelope

Special Instruction Envelope 
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Opening – ED Supply Cart Seal and Keys

3. Keep the keys secured 
in the ED Supply Cart

1. Write down the seal # 
(in the Forms Booklet 

on Work Sheet A)

2.Put cut seal in police 
envelope
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1) ED Supply Bag

4) Grey Transport 
Bag

6) Blue Table Display

8) Election Day   
Scannable Ballots  
(in stubbed books)

5) Ballot 
Face Cards

2) Court Order 
Certificate Pad

3) Election District 
(Pre-Numbered) Sign

ED Supply Cart

7) Affidavit 
Ballots 

Opening – Removing supplies from the ED Supply Cart

Voter 
Registration 

List 
Inside
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Opening – Understanding Ballot Types

Election Day (Scannable) Ballots Affidavit Ballots
1. Wrapped in clear plastic with blue pattern                

(image of the State of New York)

2. Stubbed

3. Used on the Scanner for regular voting

4. Used for Emergency situations

5. Used as BMD Affidavit Ballot (more on this later)

6. Has a Ballot Transmittal Sheet

1. Wrapped in clear plastic with red 
sticker

2. Not stubbed 

3. Wider than the Election Day Ballots

4. Used for Affidavit voters (who are 
not marking their Ballots on the BMD)
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Opening – Checking the Ballots and Completing Paperwork

Election Day Ballots Ballot Transmittal Sheet
(wrapped with first set of ballots) Worksheet B (in Forms Booklet)

Make sure to check that you have the right ballots for your ED and complete all paperwork

11/2/10

2 2211/2/10
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Opening – Setup of the ED/AD table

• Make sure to follow the label on the ED/AD Supply Bag

•Take out only 1 book of ballots at a time

•In a Primary Election, be sure to put out 1 book of ballots for each party holding a 
Primary

• Ballots and Blue Table Display are inside Supply Cart

•Voter Registration List is inside the Grey Transport Bag in the Supply Cart
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Opening – Supplies for the Coordinator (in lowest ED/AD Supply Cart)

2) Coordinator/Poll 
Site Supply Bag 

ED Supply Cart
(lowest ED/AD)

3)Voted By BMD
Affidavit Stamp

1) Unused Ballot Return Bag
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Serving the Voter – Voter Registration List

1. Voter’s name, 
address, description

2.VSN –
Voter Serial Number

3. Party Enrollment:
DEM – Democrat
REP – Republican
CON – Conservative
WOR – Working 
Families
GRN – Green
IND – Independence
BLA – Blank
VOI – Void
MIS - Missing

5. Voter signs here 
on Election Day

6. Date of Election 7. Name Index4. Bar Code for 
scanning voter 
records

8. Remarks9. Inspector Initials10. Voter #11. Stub #
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The voter number and stub number are not the same

Serving the Voter – Voter number and stub number

Voter number
Stub number

Stub number

Sample Voter Registration List

Sample Ballot Stub
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Serving the Voter – The voter card

1. The voter card is given to voters who sign the voter reg. list.
2. It is Not given to Affidavit voters

3. Fill in on Voter 
Card:

ED/AD 
Election Date
Voter’s name
Voter number
Stub number

27

2 22
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Serving the Voter – Voter privacy

Privacy sleeves should be given to every voter who receives an Election Day Ballot

Put Ballot in Privacy 
Sleeve before giving 

to Voter

Give Privacy Sleeve 
to Voter with Ballot 

inside
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Serving the Voter – Primary Election vs. General Election

Primary Election General Election

1. Voter cards are color-coded for every party
GreenGreen = Democratic
CherryCherry = Republican
Grey Grey = Conservative
TanTan = Working Families Party
PeachPeach = Green Party
Yellow Yellow = Independence

2. Voter must be enrolled in the party holding 
the Primary

3. Part of Ballot is color-coded for every party 

1. Voter cards are white

2. Voter does not need to be 
enrolled in a party to vote

3. Ballots are white

Republican Democrat
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Serving the Voter – Special Situations – New Affidavit Envelope

A.  Voter writes Name, Address, 
Date of Birth, and Party Enrollment

B.  Reason(s) for Affidavit -Not In         
Voter Registration List, Moved, ID 
Required, Question Party Enrollment

C. Additional Information required for 
the Affidavit to count as a Voter 
Registration 

D.    Voter enters the Date of the 
Election  and signs the Affidavit 
Oath 
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Serving the Voter – Special Situations – Affidavit – Overview 

A. When does a voter need to vote by Affidavit? 

1.The voter’s name is not on the Voter Registration List or the voter has moved 
within New York City
2.The voter’s signature is missing or the record has the wrong signature
3.The voter questions party enrollment in a Primary
4.The voter record has the words “ID Required,” but the voter does not have or will 
not show ID

B. What do you need to give the voter?

Voter Rights Flyer
Notice to Voter’s 

Flyer

Affidavit Ballot

Affidavit Ballot 
Envelope
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Serving the Voter – Special Situations – Affidavit – Filling in Remarks

2.Voter’s Signature is Missing

3.Voter Questions Party Enrollment

4. Voter’s record has the words “ID Required,” but the voter does not have or will not show ID
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Serving the Voter – Special Situations – Affidavit 

1. Does an Affidavit voter get a voter card? 

No. An Affidavit voter does not get a voter card.

2. Does an Affidavit voter sign the voter registration list?

No. An Affidavit voter never signs the voter registration list, even if the voter’s name 
appears on the list. 

3. Do you, the Inspector, need to complete anything on the voter registration 
list? 

Yes. You will need to check AFFIDAVIT in the Voter Reg list
and fill in the Remarks (as shown in the previous pages)

As a reminder you will need to complete the voter reg. list for the following situations:
If the voter’s signature is missing or the record has the wrong signature
If the voter questions party enrollment in a primary
If the voter’s record has the words “ID Required,” but the voter does not have or will not show ID…
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Serving the Voter – Special Situations – Affidavit Ballot Envelope 

After the voter has voted, make sure the voter has correctly completed all entries and 
sealed the Affidavit Ballot Envelope

Complete this 
section.  
Write the 
City, AD and 
ED 

Then complete the entries on the envelope in the section “INSPECTOR USE ONLY”
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Serving the Voter – Special Situations – Affidavit – Challenge Report 

Complete Section VI Challenge Report, including the appropriate Remarks

Put the Affidavit Ballot 
Envelope in the Large 
“A” Envelope
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Serving the Voter – Special Situations – Affidavit  – Court Order

1. What if the voter does not 
want to vote by Affidavit?

You can offer the voter a 
Certificate to Obtain a Court 
Order

You must fill out the Certificate 
for the voter and direct them to 
the borough office

2.What if the voter refuses 
the Court Order?

A voter can either vote by 
Affidavit or by a Court Order; 
there is no other option



32

If an Affidavit voter obtains a Court Order make sure to complete voter reg. list 
and the Challenge Report Section VI

Serving the Voter – Special Situations – Affidavit – Court Order 

122

155
Claims correct

Party enrollment

155
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Q: What if the Affidavit voter wants to vote on the BMD?

A: Voters can vote by Affidavit using the BMD using the following steps:

1. The voter must use the Election Day ballot instead of the Affidavit ballot

2. Stamp the ballot with the 
“Voted by BMD Affidavit”
stamp (get it from the 
Coordinator/Chairperson)

Serving the Voter – Special Situations – Affidavit – BMD Voter 

3. Check “BMD Affidavit” on the 
ballot stub

5. Remind the voter to return to your ED/AD table after marking the Ballot
6. BMD Affidavit Voters do not get a voter card or go to the Scanner

4. Complete 
the voter 
registration list 
and Section 6



34

3. Write the new stub number on the voter card and in the voter’s record (in the voter 
reg. list)

Serving the Voter – Special Situations – Void Ballots

To void a ballot
1. Write “void” on the ballot
2. Check “VOID” on the void ballot’s stub

4. Give the voter the new ballot 
5. Put the voided ballot in the Void Ballot Envelope
6. A voter is only allowed up to 3 ballots (They may get a Court Order to get 
another ballot)

1

1
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Serving the Voter – Special Situations – Other situations

1. Abandoned ballots (Pg. 105 and 126)
Ballots abandoned by Voter at the Scanner are cast as Emergency Ballots at close of polls

Ballots abandoned anywhere else in Poll Site are VOID

2. Emergency ballots (Pg. 82)
Emergency Ballot Procedures only apply if All Scanners in Poll Site break down

Emergency Ballots are Scanned into Scanner A by a Bi-Partisan team at the close of polls

3. Voter is assisted (Pg. 84)
Voter may be assisted by anyone except their Union Representative or Employer

Assisted Voter and the person assisting must take Oaths

The name and relationship of the person assisting are placed in the remarks column

4. Voter is challenged (Pg. 85)
A Challenged Voter must sign the Challenge Oath or they will not be permitted to vote

Any Voter, Poll Watcher, or Poll Worker may challenge a voter

5. Write-in Votes  (pg 158, 164)
A voter may write-in a Candidate not listed on the Ballot using either Pen or the BMD
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Closing – Supplies needed for closing

1. Forms Booklet 2. Void Envelope/Void 
Ballots

3.Large Affidavit 
Envelope/Affidavit Ballots

9. Excess Ballot 
Envelope

10. Emergency 
Ballot Envelope

7. Return of Canvass & 
Results Report Tapes

6. Unused Ballots

8. Used Stub 
Envelope

11. Used Voter Card 
Envelope/Voter 

Cards

5.Return Envelope
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Closing – Give Poll Site Receipt to Coordinator

Receipt is in the Forms Booklet
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Closing –
Exercise B

Susan Smith

Ellen Owens

0507392898

A

P

P

CON

CON
150
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Closing – Completing Return of Canvass

Return of Canvass

Complete Return of Canvass 
with Results Report Tapes You must total the 

Return of Canvass for 
every Candidate



40

Closing – Completing Worksheet B

Work Sheet B

(in Forms Booklet)

Use Results Report Tapes

and # of Void, BMD Affidavit, 
unused, emergency & excess 
ballots to complete Work Sheet B

150
100

250

10

1
85

4

0

350

X

42 88
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Closing – Completing Ballot Transmittal Sheet 

Fill  in number of ballots used 
from each book

Put a 0 for any 

book not used

Put a for any book 

completely used

Add up the Total 
Number of Ballots 
used
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Closing – Pack supplies, seal cart, return keys

1. Pack supplies in the ED Supply Cart (except items the Police Officer/Peace Officer will transport)

ED Supply Bag
Blue Table Display Ballot 

Face Cards
Court Order 

Certificate Pad

Election District 
(Pre-Numbered) Sign ED Supply 

Cart

2. Seal the ED Supply Cart with 1 Red Plastic Numbered Seals 
and write down the # in the Forms Booklet (Work Sheet A)

3. Return the ED Cart Keys to the Coordinator in the ED Police Envelope

ED Supply 
Cart Keys

ED Supply Cart Police 
Envelope

ED Supply Cart 
Key Envelope

Coordinator
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Closing – Additional items for lowest ED/AD Supply Cart

Inspectors at the lowest ED/AD will need to make sure they have these additional items 
before sealing the ED Supply Cart

1.Coordinator/Poll 
Site Supply Bag 

ED Supply Cart
(lowest ED/AD)

3. Voted By BMD Affidavit 
Stamp

2. Scanner supplies
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Closing – Give unused ballots to lowest ED/AD; pack Blue Unused Ballot 
Return Bag

Unused Ballots                        
& Ballot Transmittal Sheet 

(From ED 2)

Unused Ballots                         
& Ballot Transmittal Sheet 

(From ED 1)

Unused Ballot Return Bag
1 or 2 per Poll Site

(sealed with blue two-prong seal 
from Inspectors at Scanner A)

Blue Seals for Unused 
Ballot Return Bag are 
found in Scanner A 

Police Envelope
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Closing – Each ED/AD Table will pack these items in the Return Envelope

1. Emergency Ballot Envelope

2. Void Ballot Envelope 

3. Excess Ballot Envelope 

4. Large Affidavit “A” Ballot Envelope

5. Used Stub Envelope

6. Used Voter Card Envelope

7. Special Ballot Envelope

8. Poll Worker Notice to Work Envelope
Yellow Copy (pg. 2) 

COMPLETED Return of 
Canvass Sheet with attached 

Results Report Tapes

Grey Transport Bag

1. Voter Registration List
2. Signed Challenge Oaths
3. Street Locator
4. Completed Voter Regs.
5. Court Orders

Return Envelope       
(1 Per ED)

Seal all envelopes 
with paper seal 

Forms Booklet is 
the last item to be 

placed in the 
Return Envelope
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Closing – The LOWEST ED/AD Table will pack the following additional
items along with the items on the previous page

Return Envelope

5. Scanner Booklet 
(1 per Scanner)

1. BMD Police Envelope

2. Scanner Police Envelope
(1 per Scanner)

4. ED 
Supply Cart 

Police Envelope3 .Election 
Night PMD 

Return Form
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Closing – Give items to the Police Officer/ Peace Officer

2. Return Envelope(s)
1 per ED

(includes keys for ED Supply 
Cart/BMD/Scanner in lowest 

ED/AD envelope)

1. Blue Unused Ballot Return Bag
(From lowest ED/AD)
Usually 1 per Poll Site
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Privacy Booth/BMD Inspector 
Procedures
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Opening – What’s in the BMD Police Envelope 

BMD Keys

BMD  Key EnvelopeBMD Police Envelope

Police Poll Site Envelope

Emergency Phone 
Number Card

2  Red Plastic Numbered Seals

Special Instructions  
(if any)

Seals Report
Scissors for Cutting Seals
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Opening – Cutting the seals

2. BMD Cart Back Door Seal

Green Plastic Numbered Seal 

3. BMD Flash Card Door Seal

Red Wire Seal 

1. BMD Cart Front Door Seal

Green Plastic Numbered 
Seal 
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Opening – Supplies in the BMD Cart

3. Extension Cord

1. BMD Supply Bag

2. Mat
(to be used to cover the 
BMD plug/wire on the 

floor)

4. ADA  Accessories Zip 
Lock Bag

BMD Cart
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Remember to use the BMD Laminated Card to open the BMD

Opening – Use the laminated card

Plastic Sleeve with BMD 
Laminated Card on the 
back of the BMD Cart
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Opening – Setup of BMD and Privacy Booths for Voter Privacy

Privacy booths must face the 
wall

The BMD must face the wall
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Make sure the privacy booths have all the supplies

Opening – The Privacy Booths

1. LED Light (Ensure the light is facing the 
writing surface)

2. Plastic Sleeve (to place instructions on how 
to mark a ballot) on the center panel

4. Tether for Pen

3. Tether for Magnifying Sheet

Tether = stretchable, rubber cord
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Serving the Voter– Using the BMD

1. Voters have many ways to use the BMD: Touch Screen, Keypad, Sip & Puff, Rocker 
Paddle

2. All voters can use the BMD

3. Voters who have trouble viewing the ballot may wish to view or mark it on the BMD
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Serving the Voter– ADA accessories – Headphones

1. Headphones may be used with any methods to 
mark the ballot 

2. The audio volume is initially very low. If the 
voter says there is no audio, suggest the volume 
be turned up

Headphones
Disability 

Accessories
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Serving the Voter– ADA accessories – Sip & Puff

1. Plug the Sip & 
Puff device into 
the front of the 
BMD

Sip & Puff DeviceMouthpieceGloves

2. Put the gloves 
on and connect the 
mouthpiece to the 
device
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Serving the Voter – ADA accessories – Rocker Paddle 

Plug the Rocker 
Paddle device into 
the front of the BMD
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Closing – Return supplies, seal BMD, return keys

1. Collect the BMD mat, accessories and all the supplies and return them to the BMD Cart

2. Seal the BMD Cart with 2 Red Plastic Numbered Seals

3. Return the BMD Keys to the Coordinator in the BMD Police Envelope

BMD Keys BMD  Key Envelope
BMD Police Envelope

4. Remember to turn the lights off in the Privacy Booths

Coordinator
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Scanner Inspector Procedures
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Opening – What’s in the Scanner Police Envelope

3 Yellow Plastic 
Numbered Seals

Scanner KeysScanner Key EnvelopeScanner Police Envelope

Police Poll Site Envelope

Emergency 
Phone Number 

Card

Scissors for 
Cutting Seals

1 (Two-Prong) Yellow Plastic 
Numbered Seal for Small Yellow 
Scanner Pouch

1 Seal for Yellow Large Scanner 
Voting Records Bag  (Scanner A 
only)

Special 
Instructions       

(if any)

Election Security 
Code Card

Seals Report

1 or 2 Blue Two 
Prong  Plastic 

Numbered Seals - for 
Blue Unused Ballot 

Return Bag(s) 

( Scanner A only)

4 Red Plastic 
Numbered Seals
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Opening – Scanner Supplies (from lowest ED/AD Supply Cart)

1. Scanner Supply Bag (in 
Lowest ED Supply Cart)

6. Wait Here Sign with 
setup instructions 

(comes in a black bag) 

2. Small Yellow Scanner 
Pouch

3. Yellow Extension Cords

Lowest ED/AD 
Supply Cart

4. Scanner Privacy Screens

5. Large Yellow Scanner 
Voting Records Bag
Coordinator uses this bag when 

polls CLOSE

PMD 
Return 
Form 
Inside
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Remember to use the Scanner Laminated Card to open the Scanner

Opening – Use the Scanner Laminated Card 

Scanner 
Laminated Card 
in the Plastic 
Sleeve on the 
side of the 
Scanner
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The seals for the Scanner are pre-printed on the Seals Report

Opening – The Seals Report

Initial if the seal 
numbers match 
the seals on the 
Scanner

If  they don’t 
match, call the 
Borough Office
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Opening – Opening the ballot bin liner case flaps

Make sure to open the flaps on ballot bin liner case in the morning, otherwise paper 
jams may occur

Flaps
Up
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Opening – Placing the privacy screens on the Scanner

1. The privacy screens (found in the lowest ED of the lowest AD supply cart) must be 
placed on either side of the Scanner

2. The screens ensure the voters have privacy when scanning their ballots

Privacy 
Screens

Scanner 
setup is 

incomplete 
without 
privacy 
screens
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Opening – Opening the polls on the Scanner

1. Enter the Scanner security code provided in the Scanner Police Envelope

2. Make sure the Zero Report shows vote totals as ZERO and sign the report

3. Press ‘OPEN POLL’ before 6:00 A.M. and the ‘GO TO VOTING MODE’ at 6:00 A.M.

Touch Screen to enter 
Code on Scanner

Place zero report in Small 
Yellow Pouch at back of 

Scanner

Scanner 
Election 

Security Code
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Opening – Setting up the “Wait Here for Scanner” sign

1. Make sure the “Wait Here for Scanner” sign is placed 5 feet in front of the Scanners

2. There is a Wait Here for Scanner Sign – Setup Steps card to assist you in setting up 
the sign (it is in the black bag)
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Serving the voter – The voter card

1. Make sure the PUBLIC COUNT on the Scanner increases by 1 each time the voter 
scans his or her ballot

3. Put the voter card in the 
Voter Card Envelope

(in the back of the Scanner)

2. Circle the Letter of the 
Scanner used by the Voter
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Serving the voter – Voter privacy

1.Stand near the Scanner but make sure the voters have privacy when scanning their 
ballots

3. NEVER touch the 
voter’s ballot unless 
he or she asks for 
assistance. 

2. Do NOT look at 
the voter’s ballot. 
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Serving the voter – Assisting voters at the Scanner

Voter needs language assistance

1. Every Scanner offers the choice of English and Spanish

2. If the site is targeted for Chinese or Korean, the Scanner will also offer those 
language options

3. The voter can press the language button on the Welcome Screen to change the 
language

4. The voter may also have an Interpreter assist them to cast the ballot on the 
Scanner

5.  Bengali and Hindi Interpreters will be available in Designated Poll Sites

Voter asks for assistance

A bi-partisan team of Inspectors may assist the voter at the Scanner if the voter 
requests it

The voter may be assisted by anyone (except their Union Representative or 
Employer) they choose provided they have already taken the Assistance Oath at the 
ED Table
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Serving the voter – Special Situations

Over vote 
Blank ballot
Scanner breakdown (1 Scanner, all Scanners)
Other Errors/Scanner Troubleshooting
How to Change a Paper Roll

Message appears when a voter selected a 
greater number of candidates than 
vacancies to be  filled

Message appears when a voter has 
scanned a blank ballot
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Closing – Where does Copy 1 of the Results Report go? 

1. Write letter of 
Scanner the tape 
came from on all 3 
copies

Signature 1

Signature 2

A

2. Scanner 
Inspectors 
sign all 3 
copies of the 
Results Tapes

3. Post on wall near Scanner with the ‘Do Not 
Tamper’ sign for Poll Watchers (Sign is in 
Coordinator/ Poll Site Supply Bag)

4. At end of night put 
Copy 1 in Scanner 
Police Envelope
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Signature 1

Signature 2

Closing – Where does Copy 2 of the Results Report go?

1. Write letter of 
scanner the tape 
came from on all 3 
copies

3.Place in Small Yellow Scanner Pouch with 
the PMD (sealed in zip lock bag)

A

2. Scanner 
Inspectors 
sign all 3 
copies of the 
Results 
Tapes

4. Give the Small Yellow 
Pouch and the yellow two-
prong seal to the Coordinator

Inspectors at Scanner A will 
have 2 yellow seals and will 
need to give both to the 
Coordinator

Paper Seal                
Signature  1   
Signature 2

Coordinator
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Closing – Where does Copy 3 of the Results Report go?

Cut and give to each ED

ED 1 
portion

ED 2 
portion

ED Table 2

A

A

Write down 
Scanner letter

ED Table 1

Provide cut piece of tape to 
the correct ED table

Provide cut piece of tape to 
the correct ED table

Cut here for 
next ED 
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Closing – Seal the ballot bin liner case, give to Police Officer 

Lock Back & Front Locks    
& Seal With Red Plastic 

Numbered Seal

Use Expandable Handle to Move & 
Provide to Police Officer

1. Close and Remove Bin with Ballots Inside 2. Lock with same key as Scanner 
Ballot Box Key
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Closing – Seal Scanner, return keys, pack supplies

1. Use the correct red plastic seals from the Scanner Police 
Envelope to seal the Scanner 

2. Give the Scanner keys (along with Copy 2 of the Results 
Report) to the Coordinator in the Scanner Police Envelope 
along with the Scanner Booklet

Scanner Keys Scanner Key Envelope
Scanner Police Envelope

3. Pack supplies in the lowest ED of the lowest AD Supply 
Cart

Scanner Booklet

Results 

Report 

(from wall)
A

Anders 
HyattTodd  
Kennedy
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Election Night Returns
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Election Night Returns - Election Night PMD Return Form
Coordinator/Chairperson fills out the top section of the 
Form only

The Police Officer/Peace Officer and Coordinator sign the 
form (printed on NCR paper)

This form has 3 copies
The First 2 Copies will be given to the 
Police Officer/Peace Officer

The Third Copy will be placed in the 
Return Envelope of the Lowest ED/AD

PMD Return Form is 
Found in Large 
Yellow Scanner 

Voting Records Bag

The Comments box is 
available for use by all 
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Election Night Returns - What goes to the Coordinator/Chairperson

1. Scanner Police 
Envelope 

(with keys inside)

2. Scanner Booklet

5. Small Yellow  Scanner 
Pouch

1 per Scanner

(with PMD sealed in zip 
lock bag & tapes)

6. (Two-Prong) 
Yellow Plastic-

Numbered Seals

(1 per Scanner, 2 
from Scanner A)

4. Return of Canvass

(copies 1 & 3)

7. BMD 
Police 

Envelope

(with keys 
inside)

8.ED 
Supply Cart 

Police 
Envelope

(with keys 
inside)

3. Coordinator/Chairperson’s 
Receipt for the Poll Site
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Election Night Returns - Coordinator seals the Small Yellow Pouches and 
the Large Scanner Voting Records Bag

Small Yellow Scanner Pouch

1 per Scanner 

Contains:

1.  Zero Report 

2.  Results Tape

3. PMD sealed and signed in Zip 
Lock bag

Large Scanner Voting Records Bag

1 per Poll Site1 Yellow 
Plastic 

Numbered 
Seal for 

each pouch

From Scanner A:
1  Additional 

Yellow Plastic 
Numbered Seal 
for Large Bag
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Election Night Returns - Prepare the Police Return of Canvass Envelope

Return of Canvass 
per ED

(copies 1 & 3)

ED 1

Return of Canvass 
per ED

(copies 1 & 3)

ED 3

Return of Canvass 
per ED

(copies 1 & 3)

ED 2
Copy 2 goes in the 
Return Envelope 

for each ED
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Election Night Returns - What goes to the Police Officer/Peace Officer

4. Blue Unused Ballot 
Return Bag

Usually 1 per Poll Site

3. Ballot Bin Liner Case(s)
1 per Scanner

1. Police Return of Canvass Envelope
1 per Poll Site

(contains copies 1 & 3 of Return of Canvass)
2. Return Envelope(s)

1 per ED

6. Large Yellow Scanner 

Voting Record Bag

1 Per Poll Site

(contains all small yellow pouches)

5.Election Night 
PMD Return Form

(2 Pages)
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