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The Purpose for this Booklet:  

This booklet is meant to be a supplement to the instruction manual and 

classroom training. It has been designed to ensure that all Election Inspectors 

have the necessary information to have a productive and efficient Election 

Day. 

We hope that this booklet will be a quick reference for all of your duties and 

responsibilities throughout the day. Hopefully, it will answer any questions 

that may arise during the day and give the proper way to go about solving 

them. 

This booklet will provide all, of the steps that you need to take from opening 

up the polls to closing them. If the steps are followed, everything should go 

very smoothly for you and the voters. We will not go into great detail, so 

if there are further questions you can always look in your book or give us 

a call. 

Thank you for your help and contribution. 

Mary Lou Monahan   Carol A. Franklin  

If at any time during the day you have questions or concerns please call 

our office at 337-1760. We are here to help make your day easier. You 

provide a valuable service & we appreciate all your hard work & 

dedication. 



 

 

 
Opening the Polls:  

 Arrive one hour before polls open. 5am FOR ALL ELECTIONS. 

 At least one member from each party (Dem/Rep) must be present to 

open polls. 

 Notify the Board of Elections immediately of any problems. 

 If an inspector does not show up, call our office and we will try to 

find a suitable replacement. 

 Open you White Procedures Folder to see any last-minute 

changes and a list of all inspectors that will be working.  

Bi-Partisan Teams:  
Inspectors will work as teams (one Democrat & one Republican) in the 

election setup, closing & canvassing. During the setup & closing, one team 

will be responsible for the supply bag, while the other team sets up the 

voting machine. If there is more than one district in a polling site, then both 

districts need to work together in setting up the machine(s) as well as the 

room. 

 The Supply Bag Team will go through the Black Supply Bag. They 

will make sure that they have all the supplies that are listed on the 

Supply List. When possible, everything in this bag will have a 

blue dot or mark, this indicates that it should be returned in this 

bag. A bi-partisan team will also do the Red Supply Bag, set up 

the table and hang all the appropriate signs. 

 The Machine Team will turn on and set up all the parts of the 

machine, and make sure it is properly working. This includes setting 

up the ATI/BMD which will be set up all day. If you have any 

problems with it please give us a call immediately. 

Poll Watchers (If one is present):  
 Each Poll Watcher must have an official Watcher's Certificate, 

which is given to your poll site chair. This certificate must remain 

on the table until the end of the night when you put it in the gray 

Inspector Return Envelope. 

 Watchers can observe the opening and closing of the polls. 

 Watchers may challenge voters. 

 Watchers shall not interfere with the election process. 

 Watchers may not sit at the inspectors' table, but in a chair nearby, 

in order to hear the voters' names as they sign in. 

 Inspectors will say the voter's name loud enough and clear enough 

for the watcher to hear and understand it. 

 Inspectors will not give watchers any supplies or provide copies of 

voter lists. 
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Shutting Down Machine  
1. To shut down the machine when the polls close, press the Security 

Key/ibutton on the Security Key spot, making a semi-firm, flat 

connection. 

2. The Administrative Menu will come up; press Close Polls in the top left 

hand corner of the screen. 

3. The screen will ask if you are certain; press YES. Two tapes with results 

will print. If there are two districts on one machine, you will need a tape 

for each district. 

4. Press NO after you have all the tapes that you need for your polling site. 

5. Use this tape to get the Protective Counter Number for your Canvass 

Seal Report. 

6. Make sure to sign the tape and return it in the Security Pouch. 

 

7. Press YES when it asks if you want to shut off the tabulator. 

 

 

8. The screen display will be 'Shutting Down.' Once the screen goes 

blank; open the ballot box door to turn off the battery. 

 

9. Take the ballots out of the machine (see ballot bag instructions). The 

machine should be completely empty of ballots. Be sure to check 

the write-in compartment. 

 

 

10. Take apart the ATI Device and put in the write-in compartment of 

the voting machine. 
11. Shut the door, lock and put a new Wire Seal (blue) on the Ballot Box 

Door. 

 

12. Break off the right hand side Memory Card Seal (labeled Poll 

Worker), put in the Used and Broken Seals envelope, eject card and 

put in the Security Pouch. 

 
13. Unplug and Cover the machine. 

a. Put the Machine Keys and the Security Key in the Security 

Pouch (see Security Pouch). 

14. After you have filled out all of your paper work and checklists seal 

your Red Ballot Bag and Black Supply Bags. 

Supply Return  
There will be directions for supply-pick up given before each election. 

Whoever is returning supplies will bring all Red Ballot Bags, Black 

Supply Bags and Poll Pads to the Eaton Center. All SECURITY 

POUCHES will be returned to the Chenango County Office Building 

Lobby.                                                   -13- 
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Quick Reference Guide to Election Day Problems:  
A voter comes to your polling site and is not on your list? 

o Check to see if they are in the correct district, if there is more than one 

district in your polling site. 

o If is determined that they are not on any list in your polling site CALL 

US. 

o They may not belong in your polling site. If that is the case we will provide 

you with the correct poll site for that voter. 

o If you call us and they do belong in your district, we will instruct you on 

the appropriate steps to take to ensure the voter gets a vote. This could 

mean that they do a court order, an affidavit, or an address change 

form and vote on the machine. 

A Primary voter claims they are in a party other than what they are 

listed in the poll book? 

o Call our office to verify their party enrollment. 

o If they persist, after they have spoken to us, we will instruct you on the 

appropriate steps to take. 

A poll watcher is disturbing a voter, excessive talking to voters etc. 

o Inform the watcher that they cannot interfere with voting. 

o If they persist, call our office for a Commissioner.  

Several people have gathered outside the polling site and are talking 

to voters as they enter? 

o The chairman or any inspector should instruct them that after they 

                  have voted they are to leave the polling site. No one is allowed to 

loiter within 100 feet of the entrance of the polling site. If 
they refuse to leave, call the police. 

o A person comes in the polling site and starts to cause a disturbance? 
 Ask them to stop the actions that are causing the disturbance. If 

they refuse ask them to leave and call our office. If an emergency call 

the police. 

If at the close of the polls, watchers, candidates, etc... are getting 

rowdy and loud while waiting for the results? 

o You are allowed to make everyone leave until you are ready to read 

or post the results and invite them back in. 
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Turning On the Voting Machine:  
Working as a bi-partisan team you will open the machine following these 

steps: 

1. Uncover the machine and make sure the wheel brakes are on and 

it is plugged in. 

2. TURN ON THE MACHINE FIRST before you do anything else. 

a. Open the Ballot Box Door, by removing the red wire 

seal. (Save this seal to compare it with the Canvass Seal 

Report.) Remove the Red Supply Bag and the Blue 

Pouch with the ATI. 

b. Turn on the machine by pressing the button on the 

battery pack. The machine will beep to let you know that 

the machine as been turned on. A red light on the side will 

also indicate that the machine is on. 

c. Once the machine is turned on, close and lock the ballot 

box door. An inspector will wear the keys around their 

neck for the remainder of the day. 

Note: If you hear a series of four beeps every 30 seconds it 

means the machine is not plugged in. 

3. When the machine starts to beep continuously, insert the Security 

Key/ibutton, making a semi-firm, flat connection with the security key 

spot until it is accepted. 

4. The screen will then say: "Please Enter Password to Unlock the 

Device; enter the password that is located on the top right hand 

corner of your Canvass Seal Report. 

5. The screen will say "Key Accepted, Validating Election Files." 

6. The next screen prompt is the correct date and time. Verify the time 

and press yes. If not, change the time and date accordingly. 

7. The next prompt is "Election Files Validated." 

8. After that, the machine will provide a module check list until 

complete. Do not press NEXT. 

9. The next screen is the Administrative Menu. 

10. Press the OPEN POLLS button on the top left-hand corner. 

11. The next screen says, "Results are zero, would you like to print a 

status or zero report." You want a ZERO Report. Press ZERO; the 

machine will print one tape of all the offices and candidates that apply 

to your district. After the first tape is done printing, it will ask if you 

want any more copies. Press NO. 

12. Check the tape to make sure everything reads zero. You need to 

compare the Protective Counter Number to your Canvass Seal Report. 

All inspectors need to sign the bottom and place it in the Security 

Pouch. 

13. The screen display will now be SYSTEM READY. 
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If A Voter is Challenged: 
o A voter may be challenged by a poll watcher, an inspector, another 

voter. 

o If a voter is challenged; you will have to administer them an oath, ask 

them questions pertinent to their challenge and then decided if the voter 

is eligible or not to vote. 

o There is a form and the oath included in your supplies. Please make sure 

to fill at the form with all the required information. 

o Please call us with any concerns or questions regarding this process. 

Affidavit Ballots:  
If you are instructed by us to use an affidavit ballot, remember these 

important steps: 

o DO NOT USE AN AFFIDAVIT BALLOT UNLESS YOU ARE 

EXPLICITLY INSTRUCTED BY THE CHENANGO BOE. 

o Have the voter use a PEN NOT A BALLOT MARKER . Make  

o Make sure all sections are filled out and the voter signed and sealed 

their envelope to insure their ballot is tallied.  

o List the Affidavit on the Affidavit List Sheet, and put it in the 

Affidavit Ballot Envelope after the voter has voted it. 

Court Orders:  
A court order is issued to a voter by a judge. Which then allows 

the voter to vote on the machine. 

If a voter comes with a court order: 
1. Take the court order form and copy of their voter registration. 

2. Write their name on the Court Order Signature Sheet. This is 

where they will sign their name. 

3. Give them a ballot and they will VOTE ON THE MACHINE. 

Things to Remember:  
o Never turn anyone away from voting.  

o Always calls us if there is a question about a voter or the machine.  
o The number of voters must match the ballots cast on the screen. 

o The Protective Counter Number will never be zero; that 

number is the cumulative number of anyone that has voted on 

that machine. 

o Make sure there is no electioneering with in the 100ft of the polling 

site entrance. This includes inspectors. 

o When a candidate comes to vote, they vote and get out. They are not 

allowed to stay and linger 

o Candidates, voters, and poll watchers are allowed to be in the polling 

site to wait for the results as long as it is after the polls close and 

they are quiet and respectful. 

-11- 

14. On your Canvass Seal Report, you are going to compare, all of the 

seals on the machine to the numbers that are already recorded, by 

selecting Agree or Disagree. If you remove a seal, place it in the 

USED OR BROKEN SEAL envelope in the Security Pouch: 

a. Compare the ICP Serial Number; it is located in three 

different places: on the ballot box door, on the 

emergency ballot door, and on the side of the scanner. 

It starts with NW. 

b. Remove Ballot Box Seal (red wire seal), compare it 

with the Canvass Seal Report, then put in the 

Security Pouch in the envelope marked Used or 

Broken Seals. 
c. Remove the ATI Port Seal (green), compare with the 

Canvass Seal Report, put in the Security Pouch in the 

envelope marked Used or Broken Seals. 

d. Compare the Flash Seal (red), Printer Seal (red), and 

the Memory Card Seals (red plastic) to the Canvass 

Seal Report. None of these seals are to be removed. 

Note: If any of these seal numbers do not match, call 

immediately @ (670) 337-1760 

15. To assemble the ATI device; There is a series of three clicks. 

a. Click the Headphones into the ATI Remote where it says 

Audio. 

b. Click the Cable Cord in the port on the ATI Remote that 

looks like a telephone cord port. 

c. Click the other end of the Cable Cord into the ATI 

Port on the machine and set the entire unit on top of 

the machine for the whole day. 
NOTE: ASSEMBLING THIS ATI IS NOT OPTIONAL 

AFTER THESE STEPS ARE COMPLETED, THE MACHINE IS 

READY FOR VOTERS. 

Security Pouch:  
1. The Security Pouch is in your Black Supply Bag in the unsealed 

side compartment marked security pouch. If there is more than 

one machine, there will be two Security Pouches. 

2. The Security Pouch will have the keys to the machine. 

3. Make sure to compare the seal you broke off to the Canvass Seal 

report. 

4. If you are in a polling site with more than one machine, make sure 

that everything for that specific machine goes into that specific pouch. 

5. In your pouch at the end of the day, you should have all seals which were 

removed from machine and bags, tapes from the beginning and end of 

the day, keys and Security Key to the machine, and memory card. 

6. At the end of the day, do not put the Security Pouch into any other 

bag; it will be returned with Red and Blue Supply Bags. 
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Paper Jams: 
I. Call us and let us know there is a paper jam. 

2. A bi-partisan team of 2 will open the ballot box door and clear the 

jam. 

3. Make a note on your Paper Jam Report, with the time and the initials of 

the 2 inspectors that cleared the jam. 

Voters with Disabilities 
There are now several ways for the voter with disabilities to cast a vote. The 

voter may: 

o Vote an absentee ballot prior to the election.  

o Ask for assistance at the poll site from the inspectors (1 Democrat 

o & l Republican) or anyone other than their employer or union 

representative. 

o Mark the paper ballot independently with the help of the magnifier screen 

and/or the accessible voting booth (allowing for a chair or a wheelchair). 

o Mark the ballot independently with the Ballot Marking Device (BMD). 

Voting with the BMD  
The voter using the BMD will sign the poll book at the inspector table. Give the 

voter a blank sheet of BMD ballot paper & direct the voter to the BMD. An 

inspector will program the BMD for the correct ballot, place the blank ballot in 

the printer, and assist with the headset, monitor, keypad or sip & puff. 

Briefly explain the voting process. The voter will: 

o Use the headphones and/or the monitor to read the ballot. 

o Use the keypad or sip & puff to mark the ballot. 

o After reviewing the selections, press the 'X' to print the ballot 

o Conceal the printed ballot in the privacy sleeve & place in the scanner 

If there are any questions, call us. so we can help you and the voter in any 

way possible. 

Assistance Provided  

o If a voter needs assistance they can receive it either from two 

inspectors, one from each party or anyone else as long as it is not 

their employer or their union representative. 

o Please make sure to fill out the Assistance Provided form with-in 

the Poll Pad if assistance is requested at check-in. If assistance is 

required after check-in fill out the pink assistance provided form 

from your supplies. 

o When filling out the reason for assistance please make sure to 
provide the reason. i.e. unable to see, unable to hold a pen. 
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Red Supply Bag Instructions:  
Before the Polls Open:  

1. Open the ballot box door. Take the ballot bags out of the bottom of 

machine. 

2. Make sure you have the corresponding bag for your Election 

District.  

3. Break off the red plastic seal from bag; compare the seal number 

with the Ballot Booklet Transmittal Sheet, marking Agree or 

Disagree. If the number does not match call us @ (607)337-1760 

4. Put the seal in the envelope marked Used or Broken Seals and put 

in the Security Pouch. 

5. Check your supplies with supply list that is included in the bag.  

6. On the transmit ta l  sheet :  

a. Count your ballot booklets and make sure the tally matches 

the transmittal sheet; mark agree or disagree. 

b. Check the sequential numbers of your booklets and make 

sure they match the sheet; mark agree or disagree 

c. All four Inspectors sign the sheet.  

Replace all the supplies until needed. Make sure the booklets are in 

descending order, keeping the first booklet on your table. Only have 

one booklet out at a time. And do not open a new ballot booklet 

until the previous booklet is completed. 

Close of Polls:  

1. On the Transmittal Sheet, record the number of booklets used, that  
includes a partially used book, and their sequential numbers.  

2. Record the unused booklets (booklets still wrapped), and their 

sequential numbers, 

3. All 4 inspectors sign the transmittal sheet. Take the voted ballots 

out of the machine and put in Red Supply Bag. 

 
4. Record the seal for the ballot bag on transmittal  sheet. 

5. Everything that came out of this bag has to be returned to the 

same bag. Your Red Ballot bag supply list will indicate what 

supplies need to be returned in this bag. 

6. Seal the ballot bag with Blue Plastic Seal. 
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Inspector Instructions:  
Check-In Table Inspectors: When the voter comes to you, greet 

them and ask their name. Look them up in the Poll Pad with the 3 and 3 

method. If the voter is not in the Poll Pad call us. 

1. Ask the voter their first and last name to enter into the Poll Pad. 

If they are in the right polling site, continue the check-in process 

within the Poll Pad. Next, direct the voter to receive their ballot. 

2. If you your poll site has more than one district or ward hand the 

voter a baton stating which ballot table to go to. 

3. At the ballot table: CAREFULLY tear off a ballot and place it in 

the Privacy Folder and hand it to the voter. 
 

Inspector: Near the Privacy Booths 

1. Hand the voter a Ballot Marking Marker and direct them to the 

privacy booths. Make sure to get the marker back. 

2. If the voter needs a new ballot, direct them to fold it in half and 

write spoiled on it. Send them back to the Check-In table to 

the Poll Pad they originally signed-In on. THIS IS VERY 

IMPORTNANT! 

3. Make sure that you keep an eye on all voters in this area; that they 

do not abandon a ballot in the booth, leave with one, tear one up, or 

throw one away. Please be very diligent. It is illegal for a voter 

to leave a polling site with a ballot.  

 

 

 Inspector: Near the voting machine(s) 

1. Do not stand right next to machine while people are voting. If a 

voter calls you over, you can read the screen and explain what to do. 
Stand a respectable distance away. 

 

If they need a new ballot; direct them to fold in half, write spoiled on 

it, and send them back to Check-In table to the Poll Pad they 

originally signed-In on. 

 

2. Make sure to get the privacy folder from the voter when they are 

finished. 

3. Make sure that no one leaves, tears or throws away a ballot. 
Please be very diligent. 

                                               -8- 

Chairmen:  
Their duties include: 

1. Responsible for keeping the polling place running smoothly. 

2. Calling us with any problems. 

3. Scheduling inspector assignments, which means you need to make 

sure that everyone rotates duties throughout the day. 

4. Making sure all forms are signed. 

5. Orally proclaiming or posting the results at the end of the night. 

Spoiled Ballot Procedure:  
1. After the voter realizes they need a new ballot have then fold the 

spoiled ballot in half and write "spoiled" on the ballot. Next send 

the voter back to Check-In table; to the Poll Pad they originally 

signed-In on. 

2. There, they will put their ballot in the SPOILED ENVELOPE 

themselves. Keep this envelope in your Black Supply Bag until 

needed. 

3. Follow the Spoiled Ballot process with-in the Poll Pad. 

The Poll Pad will keep track of how many ballots a voter 

has received. 

4. Direct the voter to the ballot table to obtain their new 

ballot.  
Remember; a voter only gets up to 3 ballots, 2 spoiled 1 cast. 

Emergency Ballots:  
1. After you call us to tell us the scanner is not working, you will be 

using Emergency Ballots. These are the same ballots as your regular 

ballots. 

2. Open up the Emergency Ballot Door (located at the front of the 

machine), so just the slot is showing and lock into place. This is where 

the voters will be depositing their ballots after they vote. 

3. Signing a voter in is the same as if they were going to use the scanner;  

4. You will also put a mark in the box that says EMERGENCY on the 

actual ballot stub. Do this for all the stub numbers that are Emergency 

Votes. 

5. Once the machine is fixed, close the Emergency Ballot Door. 

6. At the end of the night, one inspector from each party must feed the 

Emergency Ballots into the scanner. You will have to cast ballots as 

is. If the scanner does not take a ballot, then that ballot is un-scanned, 

put in the Un-scanned Ballot Envelope (Yellow Paper). 
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