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ƴNew Election Night Results reporting process

ƴMore accurate and efficient way to report results

ƴInvolves working more closely with the NYPD to make changes to the way 

results are transported from the poll sites when polls close

ƴChanges mostly effect the Scanner Results Tapes and PMDs

ïScanners will print 3 copies of the Results Report Tapes

ïNYPD will take results in two rounds

ïFirst, NYPD take PMDs (in Large Scanner Voting Records Bag)

ïSecond NYPD will take the rest of the results (Return of Canvass, Return 

Envelope, Ballot Bin Liner Case, etc.)

Voting Process Overview - Whatôs New
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Badge with Notice to 

Work

Voting Process Overview - The Time Sheet and Badge

Make sure to correctly and completely fill out the Time Sheet and wear your Badge
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Voting Process Overview - Equipment ïBMD

The BMD is the accessible voting device. Voters mark their ballots with the BMD 

and insert them into the Scanner to be counted.

Any voter can request to use the BMD.

BMD Laminated CardSide Card (Address 

Card)
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Voting Process Overview - Equipment ïPrivacy Booth

LED Light (should be attached to the Privacy 

Booth, if it isnôt check in the plastic sleeves)

Plastic Sleeve to place instructions on how to mark a ballot 

(Marigold Flyer) on the center panel

Tether for Pen

Tether for Magnifying Sheet

Voters mark their paper Ballots in privacy in the Privacy Booths

Tether = stretchable, rubber cord

State Flyer
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Voting Process Overview - Equipment ïScanner

LCD Screen

Emergency Ballot Box 

Compartment

Ballot Box Compartment

(Back) Power Cord 

Compartment at the 

back of the Scanner

The Optical Scanner enables voters to mark their Ballots with a pen and then insert 

the marked Ballot into the Scanner to be counted 

Address label on 

top of Scanner on 

the outside

Voter card envelope at the 

back of the Scanner

Scanner Letter

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
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ƴVoter Sensitivity ïpage 10

ƴThe Election Day Team ïpage 14

ƴYour Legal Duty to Impartially Administer the Election ïpage 20

ƴEmergency Evacuation Procedures ïpage 24

ƴCandidates and Poll Watchers ïpage 26

ƴWho Else is in my Poll Site? ïpage 28

ƴDisability Awareness ïpage 30

ƴPoll Site Setup & Signage ïpage 36

Voting Process Overview - Additional Topics 

Review of Election Day Procedures, Roles & Policies (will be found in your Poll 

Workerôs Manual)
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Voting Process Overview - A Word on Voter Privacy

ƴThe voter has a right to vote privately

ƴYou, as a member of the Election Day Team, safeguard and protect that right

ƴImportant steps you can take to ensure voter privacy include:

ïMaking sure you set up the BMD and Privacy Booths properly so the 

voter's back is to the wall

ïSetting up the Scanners with the privacy screens & the óWait Here for 

Scannerô sign 5 feet in front of the Scanners

ïGiving a privacy sleeve to every voter

ïNever handling the voterôs ballot unless he or she asks for assistance
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ED/AD Inspector Procedures
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ED/AD Inspector ïSummary Procedures

Opening

Serving the Voter

Closing
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ED Supply Cart Keys

ED Supply Cart Police Envelope

Police Poll Site Envelope

Opening ïWhatôs in the ED Supply Cart Police Envelope 

1 Red Plastic Numbered Seal

ED Supply Cart Key Envelope

Special Instructions
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Opening ïED Supply Cart Seal and Keys

Keep the keys secured in 

the ED Supply Cart

Write down the seal # 

(in the Forms Booklet 

on Work Sheet A)
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Opening ïChecking the Ballots and Completing Paperwork

Election Day Ballots Ballot Transmittal Sheet Worksheet B (in Forms Booklet)

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

Grey Transport Bag

Blue Table Display

Unused Ballot Return Bag

(in ED Supply Cart at Lowest 

ED of the Lowest AD)

Election Day   

Scannable Ballots  

(in stubbed books)

Ballot 

Face Cards
Court Order 

Certificate Pad

Election District 

(Pre-Numbered) Sign

ED Supply Cart

Affidavit 

Ballots 

Opening ïRemoving supplies from the ED Supply Cart
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Opening ïUnderstanding Ballot Types

Election Day (Scannable) Ballots Affidavit Ballots

ÁWrapped in clear plastic with blue pattern ( image 

of the State of New York)

ÁStubbed

ÁUsed on the Scanner for regular voting

ÁUsed for Emergency situations

ÁUsed as BMD Affidavit Ballot (more on this later)

ÁHas a Ballot Transmittal Sheet

ÁWrapped in clear plastic with red 

sticker

ÁNot stubbed 

ÁWider than the Election Day Ballots

ÁUsed for Affidavit voters (who are not 

voting on the BMD)
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Opening ïSetup of the ED/AD table

Take out only 1 book of ballots at a time      Leave the rest in the ED Supply Cart

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

Primary
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Opening ïSupplies for the Coordinator (in lowest ED/AD Supply Cart)

Coordinator/Poll Site 

Supply Bag 

ED Supply Cart

(lowest ED/AD)

Voted By BMD Affidavit Stamp
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Serving the Voter ïVoter Registration List

Voterôs name, 

address, description

VSN ï

Voter Serial Number

Party Enrollment:

DEM ïDemocrat

REP ïRepublican

CON ïConservative

WOR ïWorking 

Families

GRN ïGreen

IND ïIndependence

BLA ïBlank

VOI ïVoid

MIS - Missing

Bar Code for 

scanning voter 

records

Voter signs here on 

Election Day
Date of Election Name Index
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The voter number and stub number are not the same

Serving the Voter ïVoter number and stub number

Voter number

Stub number

Stub number

Sample Voter Registration List

Sample Ballot Stub
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Serving the Voter ïThe voter card

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

Fill in on Voter 

Card:

ÁED/AD 

ÁElection Date

ÁVoterôs name

ÁVoter number

ÁStub number
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Serving the Voter ïVoter privacy

Privacy sleeves should be given to every voter

Put Ballot in Privacy 

Sleeve before giving 

to Voter

Give Privacy Sleeve 

to Voter with Ballot 

inside
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Serving the Voter ïPrimary Election vs. General Election

Primary Election General Election

ÁVoter cards are color-coded for every party

ÁGreen = Democratic

ÁCherry = Republican

ÁGrey = Conservative

ÁTan = Working Families Party

ÁPeach = Green Party

ÁYellow = Independence

ÁVoter must be enrolled in the party holding 

the Primary

ÁPart of Ballot is color-coded for every party 

ÁVoter cards are white

ÁVoter does not need to be 

enrolled in a party to vote

ÁBallots are white

Republican Democrat
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Serving the Voter ïSpecial Situations ïNew Affidavit Envelope

The Affidavit Ballot Envelope has changed. 

On the front is the Voter Registration Form. On the back is the Affidavit Oath. 

BackFront
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Serving the Voter ïSpecial Situations ïAffidavit ïOverview 

When does a voter need to vote by Affidavit? 

1. The voterôs name is not on the Voter Registration List or the voter has moved 

within New York City

2. The voterôs 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 ñID Required,ò but the voter does not have or will 

not show ID

What do you need to give the voter?

Voter Rights Flyer
Notice to Voterôs 

Flyer

Affidavit Ballot Affidavit Ballot 

Envelope
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Serving the Voter ïSpecial Situations ïAffidavit ïFilling in Remarks

Voterôs Signature is Missing

Voter Questions Party Enrollment

Voterôs record has the words ñID Required,ò but the voter does not have or will not show ID

P

P

P
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Serving the Voter ïSpecial Situations ïAffidavit 

Does an Affidavit voter get a voter card? 

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

Does an Affidavit voter sign the voter registration list?

No. An Affidavit voter never signs the voter registration list, even if the voterôs name 

appears on the list. 

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 slides)

As a reminder you will need to complete the voter reg. list for the following situations:

If the voterôs signature is missing or the record has the wrong signature

If the voter questions party enrollment in a primary

If the voterôs record has the words ñID Required,ò but the voter does not have or will not show IDé
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Serving the Voter ïSpecial Situations ïAffidavit Ballot Envelope 

After the voter has voted, make sure the voter has correctly completed all 

entries and sealed the Affidavit Ballot Envelope

Then complete the entries on the envelope in the section ñINSPECTOR USE 

ONLYò

Do not fill 

out this 

section

Amy Redda

3 Hangar Square 1C

02/15/47

P

9 14 2010 Amy Redda
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Serving the Voter ïSpecial Situations ïAffidavit ïChallenge Report 

Complete Section VI Challenge Report, including the appropriate Remarks

Put the small Affidavit 

Ballot Envelope in the 

Large ñAò Envelope
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Serving the Voter ïSpecial Situations ïAffidavit  ïCourt Order

What if the voter does not 

want to vote by Affidavit?

ÁYou can offer the voter a 

Certificate to Obtain a Court 

Order

ÁYou must fill out the 

Certificate for the voter and 

direct them to the borough 

office

What if the voter refuses the 

Court Order?

ÁA voter can either vote by 

Affidavit or by a Court Order; 

there is no other option
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If an Affidavit voter obtains a Court Order make sure to complete voter reg. list 

and the Challenge Report Section VI

Serving the Voter ïSpecial Situations ïAffidavit ïCourt Order 

122

55

Claims correct

Party enrollment

P
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What if the Affidavit voter wants to vote on the BMD?

ÁVoters can vote by Affidavit using the BMD using the following steps:

VThe voter must use the Election Day ballot instead of the Affidavit ballot

VStamp the ballot with the 

ñVoted by BMD Affidavitò 

stamp (get it from the 

Coordinator/Chairperson)

Serving the Voter ïSpecial Situations ïAffidavit ïBMD Voter 

VCheck ñBMD Affidavitò on 

the ballot stub

Remind the voter to return to your ED/AD table after voting. The voter does not 

go to the Scanner!                          

VComplete 

the voter 

registration listP
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ÁWrite the new stub number on the voter card and in the voterôs record (in the voter 

reg. list)

Serving the Voter ïSpecial Situations ïVoid Ballots

To void a ballot

ÁWrite ñvoidò on the ballot

ÁCheck ñVOIDò on the void ballotôs stub

ÁGive the voter the new ballot 

ÁPut the voided ballot in the Void Ballot Envelope

A voter is only allowed up to 3 ballots

P
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Serving the Voter ïSpecial Situations ïOther situations

ÁAbandoned ballots 

ÁEmergency ballots

ÁVoter is assisted

ÁVoter is challenged

ÁWrite-in Votes
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Closing ïSupplies needed for closing

Forms Booklet Void Envelope/Void Ballots
Large Affidavit 

Envelope/Affidavit Ballots

Used Stub 

Envelope

Excess Ballot 

Envelope

Emergency 

Ballot Envelope

Return of Canvass & 

Results Report Tapes

Unused Ballots

Used Voter Card 

Envelope/Voter 

Cards

Return Envelope


