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[bookmark: _Toc19223780]INTRODUCTION
This Manual is a companion guide to the Moderator’s Handbook located on the SOTS website.  Please forward any recommended additions and changes to BURRDAR@COX.NET
[bookmark: _Toc382492402]
[bookmark: _Toc7793927][bookmark: _Toc19223781]VOTER’S BILL OF RIGHTS (VBR)
CT state statute 9-236b
Every registered voter in this state has the right to:
1) Inspect a sample ballot before voting;
2) Receive instructions concerning how to operate voting equipment, on sample voting equipment before voting; 
3) Cast a ballot if the voter is in line when the polls are closing;
4) Ask for and receive assistance in voting, including assistance in languages other than English where required by federal or state law;
5) Vote free from coercion or intimidation by election officials or any other person;
6) Cast a ballot using voting equipment that accurately counts all votes;
7) Vote by provisional ballot if the individual had registered to vote and the individual’s name is not on the voter list; 
8) Be informed of the process for restoring the individual’s right to vote if the individual was incarcerated for a felony conviction; and
9) Vote independently and in privacy at a polling place, regardless of physical disability.
[bookmark: _Toc19223782]TERMS USED IN THIS MANUAL:

Poll Workers is being used in place of election officials, polling place officials and pollworkers.  All of these terms are used interchangeably within state statutes and regulations relating to officials who work at the polls.  Per §9-258 “election officials” of a polling place are, moderator, official checkers, assistant registrars of voters, ballot clerks, tabulator tenders, challengers (optional) and demonstrators (optional).    

Official Voter Check List is being used in place of both “Official Check List” and “Official Voter List” which are used in both state statutes and regulations describing the list of voters used at the polls to mark voters off as having voted.  (Official Check List is used in §9-23g(d)(4), 9-242a-17, 9-314, reg.9-242a and “Official Voter List” is used in §19j(e)(2), 9-261)              

Supplemental List is a list of electors added to the official voter check list after it was printed for use at an election, primary, etc. (Example: restored, reinstated, transferred within town, etc.) Anyone who votes at the polling place or by absentee ballot who is not on the official voter check list.

  ₮ₒ₡
[bookmark: _Toc7793928][bookmark: _Toc19223783]PRINCIPLES OF ELECTION OFFICIALS
We subscribe to these Principles:

Freedom is an inherent human right, but it is also fragile and can be lost through neglect or misuse.
· Freedom requires responsibility.
· Freedom can best be maintained and nurtured through the democratic process.  The success of the democratic process requires fair and open elections which accurately reflect the intent of the electorate.
· Therefore, it is our unique role as election officials to serve as gatekeepers of Democracy.

It is our sacred honor to protect and promote public trust and confidence by our conduct of accurate and fair elections.

As the public’s guardians of freedom within a democratic society, we are responsible for the integrity of the process.  Our role demands that these principles must be placed above personal or partisan gain.

Nurturing and protecting Democracy is a team effort.   Our task requires wisdom, courage and the desire to remain focused on our vision of free and impartial elections despite changes in our society and its laws.

By dedicated adherence to these Principles and Standards of Conduct, we demonstrate loyalty to freedom and a commitment to the excellence of the democratic process.


Discrimination
It is illegal under U.S. federal law to discriminate against an employee (poll worker), either intentionally or through a disparate impact, on account of their race, color, religion, sex (including pregnancy), national origin, age, disability or genetic information. CT law also includes credit, ancestry, color, learning disability, marital status, mental retardation, national origin, physical disability, mental disability, race, religious creed, sex, gender identity or expression and sexual orientation. 
This also applies to treatment of voters.  Any discrimination of voters should be immediately reported to the Moderator or Registrar and if not resolved to SOTS.  


[bookmark: _Toc7793929][bookmark: _Toc19223784][bookmark: _Hlk800030]CHAPTER 1
[bookmark: _Toc7793930][bookmark: _Toc19223785]GENERAL INSTRUCTIONS FOR POLL WORKERS

[bookmark: _Hlk808844]It is critical that every poll worker know his or her job and understand how they fit into the big picture.  Just as important is that every poll worker understands the roles of their fellow workers.  This will ensure a smooth and organized election.  

ALL POLL WORKERS MUST BE NON-PARTISAN
Always act in a non-partisan manner, with dignity and respect to co-workers and the rights of all electors.

No election official (full or part-time) shall perform services for any party or candidate on Election Day nor appear at any political party headquarters prior to eight o’clock p.m. on Election Day.9-258(c)

BEFORE THE ELECTION
· Attend poll worker training
· Dress comfortably and professionally. Political symbols are not allowed in the polling place.  
· Discuss food at discretion of registrar.
· Arrival time - Full day and first shift workers report to the polling place by 5:15 A.M. (BE PROMPT)
· Second shift workers report at least 15 minutes before the start of your shift.
· Park in designated areas as determined by registrars.
· Remember that there is no smoking in public buildings.
· Take the oath before working and Sign certificate
· Ensure you have all the supplies needed and prepare your workstation.
· Review the Emergency Plan!  Each poll worker must know their role. 
[bookmark: _Hlk800964]
DURING THE ELECTION:
· The Moderator will coordinate breaks (no more than 30 minutes. per§9-235a).  If you need to take a break, inform the Moderator.  Please do not leave the polling place without the Moderator’s knowledge.  
· Avoid visiting and chatting at the polls.  Do not engage in any conversations of a political nature or discuss any item on the ballot.  Use of cell phones and reading materials are at the discretion of the moderator.
· Please do not answer any questions pertaining to the candidates, political parties, or questions to be voted on.  Anything you say could be construed as indicating a preference and thereby influencing the voter.
· Any violation of polling place rules by voters, poll workers or unofficial checkers should be immediately reported to the Moderator.
· The designated phone is for official use only. 
· When in doubt, call the MODERATOR who is the chief election official. 
· PERCEPTION!    PERCEPTION!    PERCEPTION! 
· Seal all depository envelopes with non-reusable tape. (reg.9-242a-27)
· Control access to the area containing the voting booths. Only electors with ballots and persons legally entitled to accompany them shall be allowed into the voting booth area. Electors shall only be admitted to this area when a booth is available. (reg.9-242a-15)
AFTER THE POLLS CLOSE:

· Complete and sign paperwork
· Return supplies
· Do not leave the polling place until Moderator has excused you
ASSISTING VOTERS WITH DISABILITIES
[bookmark: _Hlk801020]From the Office of Protection and Advocacy of People with Disabilities

· Offer assistance to people with disabilities, but do not require a person to accept assistance. Offer individuals with disabilities the same opportunity to vote privately and independently as other voters. 

· Use People First language. People First language emphasizes personhood rather than disability. For example, use “person with a disability” rather than “disabled (or handicapped) person”. Avoid comments like: “That person votes on the handicapped machine” or “A wheelchair is coming in to vote!” These comments are derogatory and could discourage the use of the accessible voting machine! 

· Avoid petting or otherwise distracting service animals. Yes, they are often irresistible, but they are working. Distractions could potentially endanger the safety of the individual with a disability, the service animal or both. 

· Treat all voters as adults and with respect. Poll workers may not question a person’s right to vote based on their perception of an individual’s competence or ability to vote. 

· Address people with disabilities directly rather than deferring to their friends or companions. If you need to get the attention of a person with a visual or hearing disability, a gentle tap on his or her shoulder will enable the interaction. 

· Allow a person of the voter’s choice to assist them, when requested due to disability, or limited English proficiency. 

· Finally, remember that this is about voter choice. All voters including voters with disabilities, have the right to choose whether they will vote by ballot marking device or an alternate method. 




   ₮ₒ₡
[bookmark: _Toc7793931][bookmark: _Toc19223786]CHAPTER 2
[bookmark: _Toc382492403][bookmark: _Toc7793932][bookmark: _Toc19223787]DEMONSTRATION DISPLAY AREA (Required) 

Located before Checker’s station 
[bookmark: _Hlk3820311]
DEMONSTRATOR or OTHER POLL WORKER shall offer instruction to electors entering the polling place. (Reg.9-242a-13)

0 – 2 Demonstrators - The Position of Demonstrator is optional, but the rights of the voters must be met.
DVD PLAYER (Optional)

At the Demonstration Area:
· Protect Voters’ Right to:
· Inspect a sample ballot before voting; §9-236b(c)
· Ask for and receive instructions on voting equipment § 9-236b 
· Post - Sample Ballot (Reg.9-242a-13&§9-255), Tabulator Instructions, & Explanatory Text for any questions on Ballot, Voter’s Bill of Rights & Provisional Ballot poster (If federal election/primary) 
· Observe & alert other poll workers to provide needed assistance
· If elector has mobility issues: offer a chair or wheelchair (if available)
· If elector has limited English proficiency direct to official who can help (if required in your town) or notify Moderator to make note of external person assisting
· If Curbside Voting is requested alert moderator or asst. registrars
· Stop anyone from entering with visible candidate literature, clothing, jewelry, etc. 
· Advise removal or cover-up
· Call Moderator if necessary
· Offer instruction to electors entering the polling place. (Reg.9-242a-13)
· May use demonstration ballots (not sample ballot) which indicate "name of party", "name of candidate", "office" and "question-statement of question-yes-no" or DVD player may be used.
· In no event should the demonstration ballot contain the names of current candidates.
· Advise the elector that the demonstration ballot does/may not represent the actual form of the official ballot. 
· Direct the elector's attention to the sample ballot posted nearby.
· DO NOT POINT to any candidate or party name 


· Provide  additional instruction if requested see sample Verbal Instructions below:
· “Read all directions on ballot carefully.”
· “If ballot allows ONE vote for candidate or question, fill in up to one oval or leave blank.”
·  “If the ballot allows MULTIPLE votes for race, fill in UP TO the maximum number of ovals allowed or leave blank.”  
· ONLY use the pen provided to mark ballot.
· COMPLETELY fill in the oval of the candidate or issue of your choice. As shown on poster in privacy booth. 
· “Review your ballot carefully.”
·  “If you have questions, ask an election official for assistance.” 
· “If you make a mistake, ask an official to issue you a new one.”
· “When completed marking your choices, carry it to the tabulator.”
· “Feed ballot into tabulator. This will cast your vote.”
· WRITE-IN CANDIDATE, HOW TO
· List of write-in candidates are ONLY shown to those who request to see it 
· Moderator will have list of qualified write-in candidates. 
· Example Verbal Instructions for electors who ask about write in candidates  
· “To write-in a candidate find the line provided for write-in votes at bottom of ballot.”
· “Fill in the oval corresponding to the office sought by the candidate.”
· “Write the name of the eligible candidate on the blank space.”
· “BE CAREFUL, not to write on the dashes on the edge of your ballot.”
· Direct Elector to Checker’s Table



  ₮ₒ₡
[bookmark: _Toc7793933][bookmark: _Toc19223788]CHAPTER 3
[bookmark: _Toc7793934][bookmark: _Toc19223789] (
 
)OFFICIAL CHECKERS’ DUTIES
· [bookmark: _Toc368746435]Supplies: 
· Voter Identification sign (Municipal or State/Federal)      	
· Official Voter Check List & Supplemental List 	
· Check-off utensil (pen, highlighter, etc., must withstand time & storage)
· Straight edge (ruler)
· Scrap Paper (for notes)
· Calculator, Pencil, & Eraser (for close of polls counting)
1.	Elector announces street, house # & name
· Checker shall not repeat elector’s info 
2. Ensure Elector’s Name is on Official Voter Check List or supplemental list, suppressed address list. 
· Direct those not on the list to Asst. Registrars
· Direct anyone with markings, except *, before their name to Asst. Registrars (see chart below)
3. Ask for “ID” (do not ask for any specific form)
4. Verify ID
a. A social security card (OR) 
b. Any preprinted form of ID that shows the voter’s: name & address or name & signature, or name & photograph (OR) 
c. a signed “Signature of Elector Who Did Not Present Identification” form.  
i. NOTE: A driver’s license with the letters “DO” indicates that it may NOT be used as ID. 
d. EXCEPTION: If a FEDERAL office is on the ballot and there is an asterisk “*” by voter’s name ID requirement is: 
i. a current & valid photo ID that shows voter’s name and address, (OR) 
ii. a copy of a current (within 30 days) utility bill, bank statement, government check, paycheck or government document that shows voter’s name & address; (OR) 
iii. voter may cast a provisional ballot. 
e. If no ID direct voter to Asst. Registrars.
5. Mark Voter “as Voting” on official voter list in a manner that does not obscure voter’s name. 
· If voter’s name is already checked off as voting & 
1. If Checker doesn’t know what happened
· CALL MODERATOR – who will assist the erroneously checked off voter 
2. If Checker catches the error while making it write “ERR” in front of the wrong name and mark off the correct name.
· If elector comes in to vote cross out the “ERR” 
· If elector does not come in to vote the “ERR” will indicate DO NOT count as having voted. 
 (
Sample markings made on the Official Voter 
Check 
List:
  
__ 
= 
I
n Person at Polls
, 
Voted
 (or use highlighter)
A 
= 
Absentee Ballot
, Voted
CB
= 
Challenged Ballot
, Voted 
by (in red per 
§9-232e)
OFF   
=  Removals
 & voted EDR in a different location. C
ross through the elector's name & mark "off" next to name. 
Per §19j(e)(2)
PF 
= 
Presidential 
Ballot Voting - 
Former 
Resident 
9-158j
PB
= 
Provisional Ballot
*
    =   If Federal Office on Ballot Voter must Show ID with 
Proof of Name & Address! 
ERR  =
    Marked Off in Error
    
)    

6. Direct Voter to Ballot Clerk
· NOTE: CALL MODERATOR IF ANYONE OTHER THAN THE VOTER ATTEMPTS TO PASS BY CHECKERS STATION unless child 15 and under with parent or guardian. 
· NOTE: A Proxy or Power of Attorney DOES NOT give someone the right to vote for someone else

AFTER THE POLLS CLOSE
· Add up all the electors checked off as voting in person including supplemental list(s). 
· Add the number of electors on the supplemental list(s) to the number of eligible voters. (restored, reinstated, transferred, etc.)
· Subtract number of electors who were removed “OFF” from the list from the number of eligible voters 
· Add up all the electors checked off as voting Absentee (if counted at polls)
· Complete and sign the Official Checkers Cert. with Asst. Registrars (Mod. Return)
· Sign the last page of the Official Voter List
· Remain at Polls During the Canvass of Votes (Only Second Shift if Two Shifts)

₮ₒ₡
[bookmark: _Toc7793935][bookmark: _Toc19223790]CHAPTER 4
[bookmark: _Toc368746436][bookmark: _Toc7793936][bookmark: _Toc19223791]BALLOT CLERK
· At least 1 Ballot Clerk
· Supplies needed:
· Ballots for your district 
· Marker, permanent
· Depository envelopes for Spoiled & Abandoned Ballots
· Ballot Log Worksheet (Mod. Return)(Reg.9-242a-26)
· Privacy folders
· “Ballot Clerk” sign (optional) 
· Magnifying sheets (optional)

BALLOT CLERK’S DUTIES:(Reg.9-242a-10)
· Keep record of ballots using worksheet
· # of Ballot pkgs received at opening of the polls. This is the total number of ballots received at this polling place. 
· # of ballot pkgs received after the opening of the polls. This is a delivery of additional ballots to the polling place after opening. 
· # of Spoiled ballots
· # of Abandoned ballots
· # of remaining ballot packages and loose ballots at close of polls 
· Verify that you have proper ballots for your district prior to opening each package. 
· Open one package at a time keeping track of the number of ballot packages opened throughout the day.   Alert the Moderator when running short.
· Fan out a few ballots to eliminate the possibility of handing out more than one ballot at a time.  
· Check ballots for defects such as:  printing problems, misalignment, or coding marks, blotches, etc.  If any are found, inform the Moderator, and place in the designated envelope.
· Issue one ballot to each elector after they have been checked in by the Checker.  
· Offer a privacy folder with the ballot. Elector is not required to take one.  (§9-261B)
· DO NOT insert ballot into privacy folder. 
· Direct elector to privacy booths or ballot marking system (AVS\IVS).
· Complete and sign the Ballot Log Worksheet, after the polls close.
· Give completed worksheet and extra ballots to Moderator.
· Please Note: If instructing a voter, never point to the name of a candidate or in the case of a Referendum, to the “YES” or “NO” on a question.  Do not engage in political discussions or explanations.



Spoiling a ballot (reg 9-242-20)
 (
 
   
)Any voter may request a new ballot at any time PRIOR to their ballot being accepted by the Tabulator.  No reason needs to be given. 

Replacement ballot is exchanged for mismarked or damaged ballot
· Avoid looking at the markings.  
· Write the word “SPOILED” on the old ballot, use a black marker to draw a line through the timing marks across and down the edge of the ballot. 
· Place it in the designated depository envelope.
· Issue replacement ballot only after spoiling ballot.
· Direct elector to privacy booth or AVS. 
· Keep Track of the number of spoiled ballots.  
· Record total number of spoiled ballots on the Ballot Log Worksheet.   Label the Spoiled Ballot Envelope. 
· Store depository envelope according to registrar’s instruction. It may be delivered to the registrars at the close of polls or added to the ballot transfer case. 

Abandoned Ballot Handling
· When chain of custody has been lost: 
· Example: ballot abandoned in a privacy booth, privacy folder, etc.  Ballot Not Cast by Elector
Step 1: Report situation to Moderator
· Notation made in the Moderator’s Diary. 
Step 2: Ballot is to be marked “Abandoned found ______” and moderator records in diary. Record time recommended
Step 3: Put ballot in depository envelope labeled “Abandoned Ballots.”  
Step 4: Keep track of the number of abandoned ballots.  At the close of polls record the number onto the ballot log worksheet.
· This number will be needed at the close of polls when balancing the number of electors checked off as voting versus the number of ballots cast.

AFTER THE POLLS, CLOSE:
· Count loose unused ballots (and unopened packages). Ballots in unopened packs do not need to be hand-counted individually.
· Count the ballots inside the spoiled and abandoned envelope and record that number.  
· Record all necessary information on the “Ballot Log Worksheet” section of the Moderators Return. 
· Sign the work sheet.
· Seal spoiled and abandoned depository envelopes.
· Store depository envelopes according to registrar’s instruction. It may be delivered to the registrars at the close of polls or added to the ballot transfer case. 
[bookmark: _Toc339281809]
 ₮ₒ₡
[bookmark: _Toc7793937][bookmark: _Toc19223792]CHAPTER 5
[bookmark: _Toc339281810][bookmark: _Toc7793938][bookmark: _Toc19223793]TABULATOR TENDER
[bookmark: _Toc339281811][bookmark: _Toc289080572]
· Supplies needed:
· Privacy Folder
· “I Voted Today” stickers (optional)

TABULATOR TENDER’S DUTIES (Reg. 9-242a-16)
· 1 to 2 Tabulator Tenders per tabulator in use
· Positioned no closer than 3 to 4 feet away from the tabulator

The tabulator must be under the supervision of tabulator tender at all times
- Serve as guardian of the tabulator & witness ballots being cast:
· Never leave tabulator unattended
· Ensure against tampering.
· Control access to the tabulator.  
· Ensure voting privacy
· Maintain a privacy zone around tabulator 3 to 4 feet. 
· Control the flow of voters by allowing only one voter at a time to insert their ballot.  
· WITNESS  / OBSERVE electors casting their ballots (chain of custody)
· Ensure that ballots are fed properly & accepted by tabulator before voter leaves polling place.
· Observe that each elector has a ballot and witness them cast their ballot or question the absence of a ballot.  
· If elector has no ballot, they may have left it at the privacy booth, or it is still in the privacy envelope.
· Question the elector on where their ballot is
THE FLEEING VOTER
	Voter walks away from tabulator without re-inserting their rejected ballot:

	· If Election Official witnesses the voter insert their ballot into the tabulator and walk away
· Ballot is to be counted
· Insert ballot into auxiliary compartment

	· If Election Official DOES NOT witness the voter insert their ballot into the tabulator and walk away
· Ballot is not counted
· Call over the Moderator
· Moderator will handle as an Abandoned ballot



· Ensure that no voter leaves the polling place with a ballot.
· Assist moderator with ballot jams
· Be aware that the ballot box makes a noise when reading a ballot
· Assist electors with tabulator rejected ballots



IF TABULATOR REJECTS A BALLOT:
· Ask voter to please reinsert the ballot.

IF TABULATOR REJECTS BALLOT AGAIN: 
· Cover the ballot with a privacy folder.
· Read the LCD error message
· Instruct elector on what to do.
· (The message will display for 15 seconds and will reappear if ballot is reinserted.)
IF LCD READS:
  BALLOT NOT READ – PLEASE RE-INSERT  
Instruct voter to flip ballot and re-insert 

IF THE LCD READS:
  OVER VOTE (Reg. 9-242a-18)
Explain that the tabulator reads too many ovals filled in, on at least one contest.
Instruct voter to either 
1) bring their ballot to the Ballot Clerk to spoil it and get a new one or 
2) insert the ballot into the auxiliary bin.  Inform voter that it will be hand counted later and the overvoted contest may not be counted.
 
IF LCD READS:
 BLANK VOTED BALLOT (Reg. 9-242a-19) 
Explain to the voter that the tabulator reads NO ovals filled in on their ballot.
Instruct voter to either 
1) take their ballot to the privacy booth & make sure ovals are filled in according to instructions, or
2) bring their ballot to the Ballot Clerk to spoil it and get a new one, or 
3) Insert the ballot into the auxiliary bin and ballot will be hand counted later. 

IF A BALLOT BECOMES JAMMED IN THE TABULATOR
   
Call the Moderator over to handle the problem
Inform voters in line that they may place their ballot in the auxiliary bin and assure them that their ballot will be processed later.

Optional: Make “I Voted” stickers available for voters.  Do not put stickers on voters’ clothing.

· Direct electors to exit the Polls 



TABULATOR LCD MESSAGES
	MESSAGE
	ISSUE - PROBLEM
	INSTRUCT - OPTIONS

	BALLOT NOT READ - PLEASE REINSERT
	


	Flip ballot & reinsert

	
OVERVOTE
	Tabulator reads too many ovals filled in on at least one contest

	Spoil ballot & get a new one
(OR) Put ballot into auxiliary bin

	BLANK VOTED BALLOT
	Tabulator reads NO ovals filled in on ballot
	Review ballot in privacy booth & mark ballot per instructions 
(OR) Spoil ballot & get a new one 
(OR) Put ballot into auxiliary bin

	INVALID BALLOT - SEE OFFICIAL RACE 
	Wrong ballots for this district
	Call Moderator over immediately

	COUNTED BALLOT - JAMMED IN READER 
	Tabulator has counted ballot. It is jammed & needs a little help to drop into ballot box

	Call Moderator over
Moderator will pull tabulator forward & pull ballot through back & let it drop into ballot box.

	RETURNED BALLOT - JAMMED IN READER
	Tabulator has NOT counted ballot. It is jammed & needs to be pulled out from rear of tabulator & reinserted into tabulator  




	Call Moderator over
Moderator will pull tabulator forward, pull ballot out from rear & give ballot to elector to reinsert into tabulator

	POWER FAIL

	Tabulator is running off its battery power and no power is coming in through the cord.  

	1st Make sure power cord is properly plugged in
2nd Call Moderator over



 ₮ₒ₡
[bookmark: _Toc7793939][bookmark: _Toc19223794]CHAPTER 6
[bookmark: _Toc7793940][bookmark: _Toc19223795]BALLOT MARKING SYSTEM TENDER’S DUTIES

Read Inspire Ballot Marking System Election Day Manual

BEFORE POLLS OPEN ELECTION MORNING (follow pages 4 – 7)
1) Ensure printer and computer are plugged in to power outlet.
2) Ensure USB cable is plugged in from computer to printer.
3) Ensure keypad and headphone are plugged into computer.
4) Ensure paper tray is open, extended & tray sleeve installed.
5) Load plain paper onto the paper tray
6) Turn “On” Printer and Computer
7) Press “Print” on computer screen. A startup report will print.
a. Keep report for audit trail
8) Press “No” on computer screen
WHEN POLLS ARE OPEN AND A VOTER IS READY TO USE THE SYSTEM (follow pages 8 - 11):
1) Press “Authorize Voting”
2) Type in 4-digit password (“9630”)
3) Click “Enter” 
4) If you have multiple districts do the following:
a. Select “District # ____” and Click “Next”
b. Click “Yes” if correct district is showing
5) Load ballot into paper tray, FRONT page UP & LEFT (or TOP) edge first 
6) Select one of two options – Touch Screen or Audio Ballot
7) Click “Next” on screen
8) Select “English” or “Spanish” if applicable
9a)	If Touch Screen selected 
· Tell Elector to follow instructions on the screen
· Give computer to elector
· Printing will start once elector selects “Yes” to print ballot
9b)	If Audio selected 
· Put covers onto headset
· Tell Elector they will hear audio instructions to operate keypad
· Give Head Set and Keypad to elector
· Tell elector to press any key to start on the small keypad.
· Voter must press ## to print the markings on the ballot
10)   Stand where you cannot see voter’s markings on the ballot
11)   Elector is to put ballot into tabulator (You may help them with this if help is needed)


₮ₒ₡
[bookmark: _Toc7793941][bookmark: _Toc19223796]CHAPTER 7
[bookmark: _Toc7793942][bookmark: _Toc19223797]ASSISTANT REGISTRARS

2 Assistant Registrars from different political parties at an election (or Registrars)
1 or 2 from opposing factions at a primary §9-258
REMINDERS:
□ Be sworn in by Moderator
□ Set up workstation and appropriate signage
SUPPLIES
□ Pens & Highlighters to fill out paperwork
□ Note paper
FORMS:
· □ Voter Registration Application
· □ Signature of Elector Who Did Not Present Identification (No ID)
· □ Elector name erroneously marked as voting on checklist (9-232a) (Signed by Moderator)	
· □ Challenged Ballot 	
· □ Provisional Ballot Pkgs (if Federal) with overseas ballot
□ Sheet to keep track of removals of names on Official Voter Check List. (optional) (Sample: Keep record of name & address of voters removed and why including polling place, poll or EDR Workers Name.)
□ Clip board for curbside voting (To attach No ID Form 3) (optional)
□ Chart of who may/may not be in the polls during voting hours (optional)
□ Alpha List of Active Electors
□ Inactive list of Electors
When Applicable:
For Referendum
□ Grand List
□ Property owners’ affidavit & sign in log
For Federal/State Elections  
□ List of *Asterisk voters (optional) 
□ HAVA-ID requirement sign (optional) 

ASSISTANT REGISTRARS’ DUTIES
· Carry out the duties of the Registrar of Voters at the polls
· Assist the Moderator in the completion of her/his duties
· Assist with the Opening and Closing procedures of the tabulator
· Add names to supplemental list(s) §9-42, reg. 9-42-1(c)
· If appointed the tasks:
· Periodically examine the voting booths to resupply marking devices, remove campaign literature, look for abandoned ballots and repair defaced or damaged booths. (reg.9-242a-15)
· Oversee the demonstration area. 
Assist Electors in resolving issues.
1. Elector’s name is not on the official voter check list but on the Inactive list
a) Have the voter complete a voter registration application.  
b) Add name and address to the supplemental list  
· elector does not need to provide proof of residence
c) Direct voter to the check-in process used at your polling place

2. Elector’s name is not on the official voter check list but
previously resided in another voting district within municipality & failed to change address. 
a) Call Elector’s former polling place to Ensure their name appears on that checklist and has not been marked off as having voted.
· Former polling place is to remove elector from the check list by crossing through the elector's name & marking "off" next to name
b) Have the voter complete a voter registration application.  
d) Add name and address to the supplemental list 
· elector does not need to provide proof of residence
e) Direct voter to the check-in process used at your polling place

3. Elector’s name is not on the official voter check list nor the inactive list but 
I. Has official receipt of voter registration from DMV, Dept. of Social Services, public library, agency providing services to the disabled, CT Registrar or CT Municipal Clerk. 
a) Have the voter complete a voter registration application
b) Take the receipt & attach to application
c) Add name and address to the Supplemental List
d) Direct voter to the check-in process used at your polling place
II. If No Receipt
a) At an Election
· Send to Election Day Registration (EDR)
b) At Non-Federal Primary
· Person may not vote
· If they insist that they should be on the active list, contact the Registrars of Voters.
c) At Federal Primary
· Person may vote via Provisional Ballot



4. Elector Who Lacks Proper I.D.
I. Non-Federal Election or Primary * asterisk has no meaning.  Asterisk is to be ignored.
a) Elector to complete and sign the form “Signature of Elector Who Did Not Present Identification” 
b) Elector brings completed affidavit to Checker for use as ID
· Keep form
II. Federal Election or Primary IF an *ASTERISK is by elector’s name
a) Elector may vote by Provisional Ballot
b) Elector may not vote regular ballot unless they choose to go and come back with proper ID

5. EDR Information Request
When EDR officials or Registrar call polling place asking, “Did elector vote?”
·   Look on Official Voter Check List
· If YES - Call back immediately
· If NO – Cross through the elector's name & mark "off" next to name. Per §19j(e)(2) Call back when convenient. 
· Qualifying for EDR:
· Not already a voter (or)
· Wants to change registration due to out of town address change

6. Erroneously Checked Off Official Voter List 
Voter’s name is already checked off as voting and Checker doesn’t know why or what happened.
a) Moderator asks Voter to fill out an affidavit form “Remedy when elector’s Name is Erroneously Checked Off List”
b) Elector is given a ballot after completion of affidavit
c) Moderator records issue in diary 
· This will affect voter count at end of night because one name is checked off and two ballots cast.
7. Assistance Requested
Elector Asks for Assistance Filling Out Their Ballot
· Moderator is called over
· Moderator asks elector who they would like to have assist them.
· Elector may choose someone other than 
1) their employer or agent of employer,
2) union rep., or 
3) a candidate unless immediate family member 
· Or moderator appoints two officials of opposite parties may assist
· Do not challenge reason for request of assistance.  
· Moderator records in diary elector’s name and who provided assistance
REMEMBER:
· Voter’s Bill of Rights - Elector has the RIGHT to ask for and receive assistance
· Elector has the RIGHT to vote free from coercion (persuading someone to do something by using force or threats) or intimidation (frighten in order to make them do what one wants)
 
Curbside Voting Requested (DO NOT ASK WHY)
· If an elector is outside the polling place unable to gain access due to temporary physical incapacity
· No proof of incapacity needs be shown.
· Requests that a ballot be brought them in their car.  
· BOTH Assistant Registrars (or two poll workers of opposing parties or factions) will go out to the car to perform the curbside voting process:
1. Inspect voter’s ID – if no ID have voter sign Form ED 681 (Form 3)
2. Confirm voter is on the official list 
· Assist elector with restoration or transfer if applicable
3. Ask the official checker to mark voter off as voting  
4. Deliver a ballot, marking pen and privacy folder to the elector
· Allow voter to fill out ballot privately in their car
· Completed ballot to be put into privacy folder
5. Cast ballot, without looking at it, by inserting it into the tabulator or auxiliary bin.
· Moderator records assistance in Moderator’s diary.



₮ₒ₡
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[bookmark: _Toc7793944][bookmark: _Toc19223799]ABSENTEE BALLOT COUNTERS’ DUTIES
Supplies 
· Depository envelopes
· Tally sheets
· Worksheets for hand counting ballots
· Moderators Record of Hand count Absentees form
· Scissors or letter openers
· Pens, pencils, paper clips, ruler, note pad, calculator, etc.
· Non re-usable tape for sealing envelopes 
· Absentee ballot counting procedure manual
· Copy of official voter list (if central counting)
· List of Write-In candidates (if applicable).

· Absentee ballots may be counted at:
· Polls - stationed in view of everyone in polling place 
· Out of the mainstream of electors
· No public observation allowed
· Central location 
· Public observation permitted
· Work in Teams of Two
· As Many Counters as Needed
· Secrecy of Absentee Ballot Results MUST Be Preserved Until The Close of the Polls @ 8 PM

BALLOT TYPES 
· Regular Absentee Ballot 
· Looks like polling place ballots usually different color
· Emergency Absentee Ballot (sick within 6 days)
· Election Day Registration Ballot (EDR)
· Presidential Ballot (Pres. Only) (ED-31) (PF – Former Resident)
· Overseas Ballot (Federal offices only) (ED-71) 

· Official Blank Absentee Ballot (ED-81a) 
· 90-Day Military Contingency - armed forces members, spouses, dependents living where stationed, state that request is “due to military contingencies” 
· 45-Day - Elector traveling or temporarily living outside U.S.A. 

· Ballots not counted by absentee counters
· Provisional Ballot (Fed. offices only) 
· Challenged Ballot (full regular ballot)
· Polling Place Ballots 



Absentee Ballot Counting Procedures
· REJECTION, REASONS
· Elector's name is not on Official Voter Check List.  Except if overseas, EDR, or Presidential ballots
· Outer envelope is not properly endorsed by clerk    
· Date, time & clerk’s signature required    
· Inner Envelope missing from outer envelope
· No elector’s signature on Inner envelope (or signature from person assisting elector)     
· More than one inner envelope in outer envelope
· Reject those that can’t be matched with the name on outer envelope
· Ballot not in inner envelope   
· Even if ballot is just under the flap of inner envelope 
· More than one ballot in inner envelope 
· Unable to determine voter intent

· REJECT IF NOT RECEIVED BY 8PM:
· Ballots issued on faxed application waiting for original signature (ED-3, ED-70 or FPCA)
· Reject if not received by 8 p.m. Election Day
· See appendix A in AB Manual for special instructions

· FEDERAL ELECTIONS & PRIMARY (Provisional Ballot or Count?)
· if asterisk * is next to name on official voter check list or note on outer envelope indicates proper ID is required before counting.  Except ignore if absentee ballot is from a convalescent or rehabilitation facility.
· Open outer envelope, and inner envelope if necessary, for ID
·  If proper I.D. found, 
· Mark outer envelope “I.D. Provided” 
· Process like other absentee ballots
· Give I.D. to Assistant Registrars or place in designated depository envelope if one is provided
· If no ID provided 
· Mark outer envelope “Rejected as an Absentee Ballot” “and place all materials back into the outer envelope
· Process as a Provisional Ballot  
The “PROCEDURE MANUAL FOR COUNTING ABSENTEE BALLOTS” deals with each ballot at every step

STEP BY STEP COUNTING PROCEDURE SUMMARY

· Keep notes as you go along
· Keep track of ballots by district & precinct (central counting)
· Forms signed should be one for each district
· Only one ballot may be inside one signed inner envelope which must be inside one outer envelope that is properly endorsed and numbered 

Step 1	Count the number of absentee ballots received (9-150a(c)
· Record # onto “Certificate of Absentee Ballot Count"
Step 2	Verify name is on checklist
· Reject if not on list. 
· Write “Rejected” and reason for rejection on envelope, put into depository envelope.
· Mark or verify that “A” is marked by elector’s name on official voter check list.  9-140c (i) 
Step 3	Inspect outer envelopes for proper endorsements 
· Date, time & clerk’s signature required
· [bookmark: _Hlk10046435]Reject if not properly endorsed. 
· Write “Rejected” and reason for rejection right on envelope
Step 4	Reject if outer envelope is missing. 
· Write “Rejected” and reason for rejection
· Place into depository envelope labeled “Rejected Absentee Ballots”
Step 5	One by one – Open Outer Envelope - Remove inner envelope.
· Inspect inner envelopes for elector’s signature. 
· Inner envelope does not need to be sealed or dated
· REJECT if:
· not signed--put back in outer envelope, write “Rejected” and reason for rejection.
· no inner envelope, write “Rejected” and reason for rejection
· more than one inner envelope, REJECT the one that does not match outer envelope 
· Ballot MUST be inside inner envelope, REJECT if not inside envelope
Step 6	 Make a pile of inner envelopes (signed) & a pile of empty outer envelopes. 
· Count both piles
· If equal put outside envelopes into depository envelope
Step 7	One by one - Open Inner Envelopes- Remove ballot from inner envelope (leaving ballot folded)
· Reject if more than one ballot in inner envelope
· Make a pile of inner envelopes and a pile of ballots
Step 8	Count both piles, if equal put inner envelopes into depository envelope
NOTE:  If ballot is REJECTED due to HAVA I.D. requirements, place rejected ballot in the Provisional Ballot Depository Envelope for consideration by the ROV after polls are closed.
Step 9	Shuffle folded ballots, then unfold them 
· Flatten the folds for insertion into tabulator	
· Put weight on them if possible
Step 10	 Look at each ballot 
· Make a pile of ballots with correctly filled in ovals to be processed in tabulator
· Make a pile of ballots to be hand counted 
· Ballot with defects or marking errors may cause the tabulator to incorrectly read the ballot
· Official blank ballots and overseas ballots
· Ballots with candidate name circled
· Name written in the write-in line, but oval is not filled in
· “Stickered Races”- only that office is hand counted before processing in tabulator 
· Ballots issued to the wrong district must be completely hand counted
Step 11	Insert properly marked ballots into the tabulator & record number of tabulator counted (wholly or in part) onto the Certificate of Absentee Ballot Count form
· OVERVOTE - If rejected by tabulator as an overvote
· Determine whether or not it is a TRUE/GENUINE over-vote. Look at the number of names selected, NOT the # of ovals.  The tabulator counts oval markings which may FALSELY cause an OVERVOTE determination.  
A. TRUE overvote is when the ballot clearly shows that voter attempted to cast votes for more CANDIDATES than allowed. (No votes counted in TRUE overvoted contest)
· A TRUE overvoted ballot may be hand counted or tabulator processed feeding ballot into tabulator while pressing & holding the “YES” button.  This overrides the overvoted contest and counts all the other races. 
B. NOT TRUE overvoted ballot is when elector votes for the allowable # of candidates, regardless of the # of ovals filled in.  If multiple ovals are marked for a candidate ONLY ONE vote is to be counted for that candidate.  Voter intent is clear.
Must be handcounted. (DO NOT OVERRIDE)














· If rejected by tabulator as BLANK VOTED BALLOT
· If there are no markings on the ballot you may:
· Feed ballot into tabulator while pressing & holding “YES” button
· This counts zero votes but will account for the additional ballot 
· (OR) Hand count entire ballot
· If there are improper markings showing voter’s intent
· Hand count
· Party designation is to be ignored 
· Hand count all other ballots rejected by tabulator




Step 12	Take absentee ballots from the Write-In bin
· Examine ballots on Write-In line ONLY.  
· Record qualified votes onto Moderator’s Return (tally sheet)
□ Hand count write-in votes cast for:
·  Registered write-in candidates & 
· Candidates printed on the ballot in that contest 
-If not already selected & counted by tabulator
-No more than one vote per candidate per contest. 

Step 13	Hand Counting Absentee Ballots that were not run through the tabulator
· Miss marked ballots
· Presidential ballots
· Overseas ballots 
· Official Blank Absentee ballots
· Overvoted ballots
· Mutilated ballots
· Rule is:  THE INTENT OF THE VOTER GOVERNS
· When in doubt THE MODERATOR WILL DECIDE, record the problem and decision on the back of the ballot, sign & date it and return the ballot to the counters.
· Determine voter intent following examples in the Absentee Ballot Manual pg 13-21
· Interpreting Ballot Markings
 (
Invalid & Written Correction
 
Hand Count
C
ount Vote for Eisenhower
 
) (
Party Designation is Disregarded/Ignored.   NO Votes Counted
 
(NOTE: There is one exception - Party Designation is considered on Official BLANK Absentee Ballots)
)
Step 14	Depending on method used for counting, central location vs polls, the running of tabulator tapes will vary from town to town. Registrars will decide.
· Store one tabulator tape in depository envelope with ballots
· First tape with zero tape to be attached to Moderator’s Return.
Step 15	Record on the Tally Sheet under “ABSENTEE BALLOTS”: 
· Tabulator counted votes, 
· Write-in counted votes
· Hand counted votes. 
Step 16	Place copy of tally sheet into Hand Counted AB envelope
· Along with:
· Record of Hand Absentee Ballot Count 
· Completed and Signed
· Counters notes and Worksheets
· Attach original to Moderators Return
Step 17	Place ballots into appropriate depository envelopes
· Labeled with what’s in them: # ballots, district, date, counter’s signature, etc.
·  “Write-In Absentee Ballots” or
· “Tabulator Counted Absentee Ballots or
· “Hand Counted Absentee Ballots”
Step 18	Cert. of Absentee Ballot Count
· Provide information needed for certificate
· Attach original to the Moderator’s Return.
Step 19	All absentee ballot materials are to be given to Moderator for secure handling/storing per instructions from Registrars of Voters
.
Step 20	Ensure That All Envelopes Are Labeled, Signed, and Sealed Properly
· Prior to sealing envelopes: 
· Ensure that appropriate materials are inserted. 
· If interpretation of intent was made by the Moderator to read a ballot, ensure those decisions are written on the ballot and signed by the Moderator.
· Keep the rejected ballots Separate from Other Ballots.

Special Handling Procedures  
Some ballots require special handling.  The Town Clerk will identify which ballots and which special handling process applies such as “Faxed Application”.

These special procedures are outlined in Appendix B, C & D at the end of the Absentee Ballot Manual.

In Federal Elections, Overseas Ballot Returned in Serially-Numbered Envelope, ED-74 (Appendix B), 
In Federal Elections, Special Procedure for Counting Federal Write-in Absentee Ballot (FWAB) (Appendix C), 
Special Procedure for Handling Provisional Ballots(Appendix D) and Procedure for Electronic Ballots (Appendix E)



EDR Ballot Counting Procedures

· EDR ballots are to be handled and counted as closely to Absentee Ballots as possible
· Affidavit of Delivery & Receipt of EDR Ballots to be signed by EDR Officials and completed by counting officials
· EDR Ballot & Envelope is to be completed & sealed by voter
· Check names on EDR list
· Ensure that “Certificate for EDR Ballots” TOP section is completed by EDR Officials













· Total # of EDR ballots cast MUST be recorded on the Head Moderator’s Return
· Tally Sheet -
· Record # of votes counted onto Tally Sheet
· Under the EDR section of tally sheet
· Copy of Tally Sheet to be sealed in depository envelope with ballots.
· Original attached to Moderators Return
· Keep track of results by district (if central counting)
· Certificate of Absentee Ballot Count” form 
· Record total # of EDR ballots received
· If Central Counting, the Form is Completed by Moderator
· If EDR Ballots are Counted at the Polling Place 
· Form is filled out by Counters and signed by Moderator
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Moderator is the chief election official at polling place

Review  “Moderator’s Handbook for Elections and Primaries”
“Absentee Ballot Counting Manual”
“Inspire Ballot Marking System – Election Day Manual”

Supervisor, Boss
· Know every election official’s job
· Oversee that officials are performing their duties according to law
· Temporary absences up to 30 minutes allowed
· Reassign poll workers as needed or contact registrar & request replacement

Know your emergency plan and each poll worker’s part in the plan
· What happens if … 
· Who does what …
· Where do we go if …
· Emergency Contingency Model Plan for Elections  https://portal.ct.gov/-/media/SOTS/ElectionServices/Misc/Regs-Subtitle-9-174a_Emergency-Contingency-Model-Plan-For-Elections.pdf?la=en
 
Need - One Moderator per polling place (1 or 2 at double primary)
· Alternate Moderators (must be certified) §9-229
· One for 1 to 3 districts, Two for 4 to 8 districts, etc.
· Serves as back-up or substitute 
· To have a set of keys to election equipment

Pickup supplies by 8 p.m. day before election from Registrars (unless already at polls) §9-259 
Ensure that you have supplies needed to open the polls at 6 a.m. whether or not delivery of ballots & tabulator is late. Prior to Election Day registrars shall have voting booths, ballot box and necessary furniture & appliances delivered to the polling place. (Reg.9-242a-7) Dedicated telephone for official use only. 
Sample supply list: 
· Keys to ballot box, tabulator, and storage facility (if applicable)
· Moderator’s Return	• Sample Ballots
· Moderator’s Diary	• Non-reusable Tape
· Voter’s Bill of Rights Poster	• All other Required posters
· In same language(s) used on ballots §9-236b(b)
· Emergency Plan	• Depository Envelopes
· Official Voter List	• Moderator’s Handbook	
· Inactive Voter List	• Blank paper
· Challenged Ballot Pkgs	• Tabulator Instructions
· Provisional Ballot Pkgs (if Federal) with overseas ballots
· Contact Information	• Poll worker name tags or badges


ELECTION DAY – PRIOR TO OPENING POLLS

Arrive by:
· 5:15 a.m. if prior to Election Day ballots and tabulators were delivered to polls, locked and secured.
· 4:30 a.m. if delivery on Election Day (Reg.9-242a-5,8)
· By two election officials or one police officer
· Officials delivering are to sign certificate
· [bookmark: _Hlk10900740]Record tabulator carrying case seal # and # of ballot pkgs received onto certificate
[bookmark: _Hlk10900880]Administer oath and have poll workers sign certificate.
Direct poll workers to make sure their stations are set up and ready for 6 a.m. opening.
Check the physical set-up of Room (Reg.9-242a-11)
· Set up polling place (if not already done)
· [bookmark: _Hlk10901008]Entire polling place must be in plain view of all poll workers and electors waiting to vote. §9-257
· Privacy booths set up – 1/250 Eligible Voters (1/500 Primary)(Reg.9-242a-2)
· One must be accessible
· Equip with Black felt marker, Ballot marking instructions and magnifier (recommended) 
Ensure required posters and signage are displayed §9-236b(e) 75-ft Restricted Area Signs posted from the building’s exterior doors that are used to access the polls by 5:40a.m. §9-236(b)(3)
· Accessible Entrance Sign (If different from main entrance)
· Voter ID Requirements (1 on each checker’s table) §9-236b(f) shall be prominently posted where the official checkers are located in each polling location so that such display is visible to each elector whose name is being checked on the official checklist.
· HAVA ID Requirements poster (If federal election/primary)
· U.S. Flag
· For Federal Elections & Primaries:
1) Instructions on how to cast a provisional ballot,
2) instructions for mail-in registrants and first-time voters who register to vote by mail on or after January 1, 2003, 
3) general information concerning voting rights under federal and Connecticut laws, including information on the right of an individual to cast a provisional ballot and instructions on how to contact the appropriate officials if these rights are alleged to have been violated, and 
4) general information on federal and state laws concerning prohibitions on acts of fraud and misrepresentation. §9-236b(e)

 (
Deflector in the proper position
)EQUIPMENT SET-UP
TABULATOR SET UP & OPENING PROCEDURES(Reg.9-242a-9)

Supplies: Certificate for opening the Polls, pens and scotch tape, clippers, official ballot, and Pre-Election Tabulator and Memory Card Report

This is done by Moderator and both Asst. Registrars
· Open the top of the ballot box and ensure that no ballots are in the box. Then close and lock the compartment.  Ensure no ballots are in the 3 compartments as static can cause ballots to stick
· Deflector is in proper position 
· Ensure that all other ballot box compartments are locked and secure. 
· If back-up battery (UPS) is used it should already be plugged in and powered on.










	MATCH UP ALL NUMBERS ON THE “REPORT FOR PRE-ELECTION…TESTING” 
If numbers do not match or seals are broken contact the Registrars of Voters directly. 
· Tabulator serial # - Inspect label on tabulator transfer case to ensure the serial # ______matches pre-election report.  Also, ensure that the voting district _______& town ______information is correct.  
· Tabulator carrying case seal # - Check the seal on the tabulator carrying case.  Record seal #_____ on the “Cert. for Opening Polls” if not already recorded at time of delivery.  Remove the seal.
· Memory card seal # - Remove tabulator from carrying case and inspect tabulator. Check the seal on the tabulator carrying case.  Record seal #_____ on the “Cert. for Opening Polls” if not already recorded at time of delivery.  
· Tabulator port 1 & 2 seals and side seal



· Using the plastic capped key, remove the security plate from the back of the ballot box; place it in its storage slot.  Be sure to leave ballot slot lock in open position.
· Using the plastic capped key, open the front panel access door (aka retainer door) where the tabulator is placed.  
· Slide the tabulator half-way onto the ballot box and feed the power cord through the tube from the back of the ballot box and plug it into the tabulator and then into the power supply or surge protector.
· Using the bare key, remove the printer cover to the tabulator.
· 
Turn the tabulator on with the red switch located on the back of the tabulator.  
· The tabulator will automatically print the 1st zero report. Detach it and check to ensure that the Town, State, Date and Voting District are correct on the report.  Also inspect this report to ensure that all Offices, Candidates’ Names, Number of Questions, Write-In Lines match against the official ballot. 
· [bookmark: _Hlk7948911]The Moderator and both Assistant Registrars sign the bottom of this 1st zero report.  Place this 1st zero report in the Ballot Transfer Case. 
· When the tabulator asks, “Need another copy?” press YES for a 2nd zero report. Detach this report.  The Moderator and Assistant Registrars sign the bottom of this 2nd report.  Post it in the polling place for public inspection.
· When the tabulator asks again “Need another copy?” press YES for a 3rd zero report. LEAVE IT ATTACHED and sign this 3rd zero report.  Fold it so it will fit under the printer cover. 
· When the tabulator asks, “Need another copy?” press NO.
· Slide tabulator back until it stops in place. (Make sure it connects with three prongs)
· Using the bare key, lock the printer cover.  Using the plastic capped key, close and lock the front panel access door (aka retainer door).  The tabulator should now display the voting district number and show a ballot count of zero.  If the tabulator does not display this information, contact the Registrars of Voters immediately.
· Using the capped key, open the top slot of the auxiliary compartment located on the upper left side of the ballot box and leave it open for the day.  The tabulator is now ready to accept ballots.
· NO ballots until after 6 a.m.    
· Tabulator to be tended at all times by poll worker
· Complete the Certificate for the Opening of the Polls



BALLOT MARKING SYSTEM 

Assisted Voting System (AVS) 
· Remove tablet from case.
· Check to be sure all (color coded) cables are connected properly. 
· Printer & computer plugged into power outlet.
· USB cable plugged in from computer to printer.
· Key pad and headphone plugged into computer.
· Check to be sure the printer and tablet are turned “on”.  
· Ensure paper tray is open, extended & tray sleeve installed.
· Load 1 plain piece of paper onto paper tray
· Turn “On” Printer and Computer
· Press “Print” on computer screen. 
· A startup report will print. 
· Press “No” on computer screen
· Check to be sure Instructions for voting are on the AVS table.
Instructions are on pgs. 5-6 of the Election Day Manual

ELECTION DAY PROMPTLY AT 6 A.M. POLLS ARE TO BE OPENED

Announce at the polling place entrance, “The polls are officially open.” 
Base decisions on impartial judgment
Be in Control of the polling place 
· Ensure a smooth election process
· Non Stop Voting from 6 a.m. to 8 p.m. (Reg.9-242a12)
· Ballots may be cast into auxiliary bin
· Keep order
· Prevent interference with the smooth flow of voting
· Prevent electioneering
· Avoid long lines - regulate the flow of electors from the checkers table through to exiting the polling room. (Reg.9-242a-11)
Protect the Voters’ Rights 
· Know the Voter’s Bill of Rights and make sure electors’ rights are fulfilled
Ensure coverage for each task that is required
· Instruction - who will provide instruction when elector requests it? (If no demonstrator or DVD instructions) Per state regulation 9-242a-13 demonstrator or other election official shall offer instruction to electors entering the polling place.
· Assistance - who will provide assistance when requested? (Including curbside voting if asst. ROV can’t)
· Curbside voting - Who will answer the telephone for assistant registrars if they’re performing curbside voting? 
· AVS - who will monitor the Ballot Marking System? (If assistant registrars can’t)
· Privacy booths - who will monitor privacy booths?(Reg.9-242a-15) (If asst registrars can’t)
· Resupply marker, remove campaign literature, look for abandoned ballots & repair defaced or damaged booths
· Spoil ballots - who will spoil ballots (if only one ballot clerk & they are handing out ballots)
· 75-ft restricted area – who will monitor 75-ft area for compliance? 
· Breaks – who will fill in for officials while on break
Maintain Moderator’s Diary by recording important information of significant & unusual events:
· Abandoned ballots, # needed for final count of ballots 
· Erroneously checked off, # is needed for final count of electors who voted  
· Disruptive person
· Tabulator issues (jams & resolutions)
· Equipment missing or malfunctioning & resolution
· Voter assistance
· Challenges
· Media, SOTS observers, etc.
Deal With Voters Erroneously Checked Off Official Voter List 
Voter’s name is already checked off as voting and Checker doesn’t know why
a. Moderator asks Voter to fill out an affidavit    
i. Form “Remedy when elector’s Name is Erroneously Checked Off List”    
ii. Elector is given a ballot after completion of affidavit
b. Moderator records issue in diary 
i. This will affect voter count at end of night because one name is checked off as voting and two ballots cast.


Handle Abandoned Ballots 
· When chain of custody has been lost: 
· Example: ballot abandoned in a privacy booth, privacy folder, etc.  Ballot Not Cast by Elector
Step 1: Report situation to Moderator. 
Step 2: Ballot is to be marked “Abandoned found ______” and moderator records in diary. Record time recommended
Step 3: Put ballot in depository envelope labeled “Abandoned Ballots.”  
Step 4: Keep track of the number of abandoned ballots.  At the close of polls record the number onto the ballot log worksheet.
· This number will be needed at the close of polls when balancing the number of electors checked off as voting versus the number of ballots cast.
Help when Assistance is Requested
Elector Asks for Assistance Filling Out Their Ballot
· Moderator is called over
· Moderator asks elector who they would like to have assist them.
· Elector may choose someone other than 
1) their employer or agent of employer,
2) union rep., or 
3) a candidate unless immediate family member 
· Or moderator appoints two officials of opposite parties may assist
· Do not challenge reason for request of assistance.  
· Moderator records in diary elector’s name and who provided assistance
	WHO MAY BE PRESENT
1. Election Officials / Poll Workers
2. Electors (Voters) (only to cast their ballot)
3. Persons Assisting Electors
4. Children Accompanying an elector (15 years of age or younger)
5. Designees of the Secretary of State
a. Record name in diary 
b. May NOT interfere with voters’ privacy  
6. Unofficial Checkers if approved by ROV (May not interfere with the voting process)
7. Runners (relay info. from Unofficial Checkers)
8. News Media
a. Record name in diary 
b. May NOT interfere with voters’ privacy 
c. May NOT ask elector how they voted within 75’) 
9. Student Observers - with teacher or guardian supervision (limit 4)
10. PTO Bake Sales in Schools (Registrar’s approval required)
11. Non-Partisan Activities (Registrar’s approval required)
12. Police, Fire, EMS, Facilities/Equipment Maintenance
a. May enter polls to Perform their duties
b. Make note in diary
13. Translators (if required)
14. Security Officer (optional)
	WHO MAY NOT BE PRESENT

1. Candidates
0. Except to cast their own ballot or assist immediate family member
1. Elector Who Has Already Voted
1. Person with Political Clothing, Jewelry, Stickers, ETC.
1. Electors in the Wrong Polling Place
1. Anyone Disrupting, Delaying, or Interfering with The Orderly Process of Voting


Other people who need to access other parts of the building containing the polling place may pass through the 75-foot restricted area and the corridors leading to the polling place but cannot enter the room designated as the polling place.  They may not display any Candidate Info


 REMEMBER: Voter’s Bill of Rights - Elector has the RIGHT to ask for and receive assistance.  Also, elector has the RIGHT to vote free from coercion (persuading someone to do something by using force or threats) or intimidation (frighten in order to make them do what one wants)
Know who may and may not be present at the polls

PROVISIONAL BALLOTS 
Reasons for Provisional Ballot Issue
Used ONLY in Federal Elections and Primaries
· Name is ON official voter check list with “*” asterisk by their name & elector does not have the required HAVA  I.D.
· Name is ON official voter check list but elector’s right to vote has been Challenged & Moderator approves challenge
· Name is NOT on the official checker’s list nor the inactive list and person insists they should be on list and refuses EDR
 Provisional Ballot Procedure:
· Elector is given a Provisional Ballot application/envelope
· Moderator assigns a serial numbered to it
· Elector completes application/envelope
· Completed application is given to Moderator.
· Elector is given a provisional ballot (overseas ballot) 
· Elector marks ballot in the presence of the official
· Elector puts ballot into application/envelope
· Elector gives them to Moderator
· Mod. gives elector a “Provisional Ballot Receipt”
· Record on “Provisional Ballot Inventory Form” Elector’s Name, Address, Date of birth and envelope’s serial #  
· Write “PB” by elector’s name on the official voter check list
· If elector’s name is NOT on the official voter check list DO NOT add name to supplemental list
· Put Provisional Ballot & application into Depository Envelope 
· At the close of polls record number of ballots and seal depository envelope.
· Deliver to Registrars
· Mod. executes “Affidavit of Delivery & Receipt of Provisional Ballots”
Absentee Provisional Ballot Procedure 
1) If NO proper I.D. provided mark outer envelope “Rejected as An Absentee Ballot”
2) On “Provisional Ballot Inventory Form” record electors name, address, date of birth and PB serial # 
3) Place absentee ballot and envelopes in Provisional ballot application envelope
4) Put in “Provisional Ballot Depository Envelope” 
5) Deliver Provisional Ballots to Registrars of Voters 
6) IMPORTANT: DO NOT put with other absentee ballot material
 
Manage CHALLENGE BALLOTS
Challenge Requirements
· Name of challenged must be on official voter check list
· Challenger must state grounds for challenge under oath
· Elector is not who they say they are; Doesn’t live where they say they do; Disfranchised for conviction of a felony 
· Burden of proof is on challenger.  
· Proof includes, but is not limited to: documents, records, affidavits of other witnesses with personal knowledge and other such similar evidence
· Challenged elector may prove identity or residence by:
· Testimony of another elector, under oath; Documentary evidence; Moderator has discretion to determine proof needed
· If Moderator decides elector doesn’t have the right to vote
· Challenged may request a Challenged Ballot
Casting a Challenged Ballot
If challenged elector requests a challenged ballot
a) Ensure that challenged person’s name is on the check list. If not on the list there is not to be a challenge.
b) Elector must complete application and give it to the Moderator
c) Moderator escorts elector to Checker’s table
d) Elector announces address & name to Checker
e) Checker writes “CB” by elector’s name
f) Moderator gives elector a ballot from that district (Reg. 9-242a-21)
g) Elector marks ballot in Moderator’s presence
h) Elector folds the ballot and inserts it into serially numbered envelope.
i) Moderator puts envelope and ballot into a depository envelope labeled “CHALLENGED BALLOTS”
j) Moderator to complete Memorandum Re:Challenge
NOTE: In a Federal election or primary challenged elector can vote provisional ballot also.

	Moderator’s Return to be completed, signed and delivered
· Certificate of Administration of Oath & Poll Worker Training
· Completed & signed by Registrars, Head Moderator, Moderator and all poll workers
· Report for Pre-Election Tabulator & Memory Card Testing
· Completed and signed by Registrars & witnesses
· Certificate for The Opening of The Polls
· Completed & signed by Asst. Registrars & Moderator
· Signed by officials or police if they delivered ballots & tabulator election morning
· Official Checkers Certificate
· Completed by Checkers & Asst. Registrars
· Ballot Log Worksheet
· Completed & signed by Ballot Clerk
· Certificate of Absentee Ballot Count
· Completed & signed by Moderator (Central Counting)
· Completed by Absentee Ballot Counters & signed by Moderator (at polls) 
· Certificate for The Closing of The Polls
· Completed by Asst. Registrars & Moderator
· Tally Sheet
· Completed by Officials 
· Tabulator Tapes
· Attach Tape (unbroken) with Both Zero and Final Results


 PROMPLY AT 8 P.M. POLLS ARE TO BE CLOSED
· Announce, at the polling place entrance, “The polls are officially closed.”
· All electors in line at 8 p.m. may still vote §9-236b(e)
· Official to stand behind last elector in line.  No one else is to enter the line.
· Observing public admitted after last vote cast
· Tabulator tape results announced at polls
CLOSING-UP AFTER 8 P.M.
CLOSING PROCEDURES (Supplies: Certificate for the Closing of the Polls, pens, scotch tape, seals, and depository envelopes)
TABULATOR
· Using the bare key, unlock and remove printer door of the tabulator.
· Using the plastic capped key, unlock the front panel access door (aka retainer door) to expose control panel with YES/NO buttons.   Check the Memory card seal on the front of the tabulator and ensure that it is not broken (reg.9-242a-22). Record the seal number (#______________) on the CERTIFICATE FOR THE CLOSING OF THE POLLS.
· Using the plastic capped key, open the auxiliary compartment. Examine each ballot and sort ballots making a stack of properly marked ballots and a 2nd stack of mismarked ballots.  Run the properly marked ballots thru the tabulator.
· Mismarked ballots should be held aside for hand counting as closely to absentee ballots as possible. (Follow hand counting instructions three pages down) 
· Any properly marked ballots that are continually rejected should be sorted into two stacks.
1. Ballots that are marked correctly but contain a TRUE over-vote and blank voted ballots. 
2. Hand count stack- Ballots that are mismarked and ballots that are not TRUE over-votes.  FOLLOW detailed steps on next page.  (IT IS IMPORTANT TO KNOW THE DIFFERENCE BETWEEN A TRUE OVER-VOTE AND A NOT TRUE OVER-VOTE (Follow Auxiliary Bin – Detailed Steps four pages down).
· Process the #1 stack of ballots that are marked correctly but contain a TRUE over-vote plus blank voted ballots by pressing and holding the YES button while inserting the ballots into the tabulator. Override function used at Registrars’ discretion. 
· Process the #2 stack of ballots that are mismarked and must be hand counted.  The number of ballots from the auxiliary bin that can’t be processed through the tabulator should be recorded and counted by hand.  The votes shall be recorded on the tally sheet. 
· Process any absentee ballots and EDR ballots that have not been counted yet. (If applicable)
· Moderator & Asst. Registrars record # of ballots counted from public counter on the “Certificate for closing the Polls” 
· Obtain the ENDER card and insert it into the tabulator WHILE pressing BOTH the YES and NO buttons at the same time.  This will end election and automatically print the 1st Election Results Report tape which is attached to the zero report. 
· Detach this 1st tape with attached zero report from the tabulator.  The Moderator and both Assistant Registrars must sign the bottom of this report/tape. Attach it to the “Tabulator Tapes” page of the Moderator’s Return.
· The Moderator shall read aloud the tabulator results for each Candidate and Question as shown on the Elections Results Report tape
· Officials enter the results on the Tally Sheets. 
· Explain these are partial results only and final results to be read after all votes have been tallied by Head Moderator.

· When the tabulator asks, “Need another copy?’ press YES and do this for each additional copy of the report/tape.  The Moderator and Assistant Registrars must sign the bottom of these reports. 
· Post one in the polling place for public inspection.
· Place one in the ballot transfer case. 
· Additional copies may be requested by the Registrars. 
· When the tabulator asks, “Need another copy?” press NO.  
· Using the bare key, close and lock the printer cover. Turn the tabulator off with the red switch located in the back of the tabulator.  Put the tabulator, along with the power cord, into the tabulator carrying case.  Be sure the power switch is toward the carrying case handle.
· Using the plastic capped key, unlock the compartment holding tabulator voted ballots.  Remove Ender Card & put into the tabulator bag. 
· Seal the tabulator carrying case and record the seal number (#_________) on the CERTIFICATE FOR CLOSING OF THE POLLS (reg.9-242a-27).  
· Remove and count the number of ballots from the write-in bin and record this number here (#_______).  Hand count the write-in line only. (Follow Write-in Bin detailed instructions four pages down)
· Lift ballot box cover and ensure it is empty
· Replace the security plate, then close and lock all compartments.
· Record results of all hand counted ballots onto the tally sheet. 
	Ballot Transfer Case:    
· Remove fully voted ballots from the ballot box and place them in Ballot Transfer Case with copy of tabulator election results report tape, copy of tabulator zero tape, depository envelopes with auxiliary bin ballots and write-in ballots. (reg.9-242a-27)
· DO NOT lock up Provisional Ballots.  Give to Registrar of Voters for possible counting 
· Absentee ballots counted at the polls are to be placed in a designated depository envelope.  EDR ballots are also to be placed in a separate depository envelope. If Clerk agrees, they may be securely stored with the regular polling palce ballots.
· Absentee ballots counted at Central Counting location, secure in separate depository envelopes for each voting district with a copy of “Certificate of Absentee Ballot Count”  
· Seal ballot transfer case. Record seal # on the “Certificate for Closing Polls”.  



· Total all tabulator & hand counted votes on Tally Sheet (see sample on next page)
· Compare # of ballots cast against the # of electors checked off as voting. They should match.  The # of tabulator counted ballots, plus # of hand counted ballots plus # of abandoned ballots (should equal) # of electors checked off as voting plus # of erroneously checked off voters.
· Ensure that Moderator’s Return is completed and signed by all the appropriate poll workers
· Deliver tabulator and ballots (locked & sealed) to Registrars or designated location by 2 election officials from different parties
· Report to Head Moderator (if multi district municipality)


	Tally Sheets
   The Moderator and the Assistant Registrars record the election result totals from the tabulator on the tally sheets provided by the registrars.
Record the following totals on the Tally Sheet:
1. Tabulator tape results for polling place ballots
2. Tabulator tape results for absentee ballots
3. Tabulator tape results for Election Day Registration ballots
4. Write-in results for polling place ballots from the write-in bin
5. Write-in results for absentee ballots from the write-in bin
6. Write-in results for Election Day Registration ballots from the write-in bin
7. Hand counted polling place ballots from auxiliary bin and others
8. Hand counted absentee ballots from auxiliary bin and others
9. Hand counted Election Day Registration ballots from auxiliary bin and others
10. Total each row










Keep a separate tally sheet for each district.
Tally sheets from each district are to be turned in to the Head Moderator who will enter the results in EMS.



	Cross Endorsed Candidates
Connecticut Statutes permit a candidate who is nominated by a major or minor party for any office to appear on the ballot more than once for the same office. (CGS 9-453T).  Voters may vote for such a candidate under more than one party designation.  The tabulators will not see these votes as over votes and will accept the ballot recording only one vote for the candidate without assigning a party designation for that vote.

These votes shall now be given the designation “unassigned” rather than “unknown.”  The head moderator, using a formula provided by the statute 9-242b shall attribute the vote to the proper endorsing party.

The Head Moderator Section of the Election Management System provides an entry which calculates the correct party allocation of unassigned votes.  This allows all votes to be assigned a party designation on the Head Moderator return 








	Hand Counting Ballots 
Auxiliary Bin Hand Counts
· The designated officials shall hand count and tally any mismarked ballots from the Auxiliary Bin on the Tally Sheet pages of the Moderator’s Return.  
· Seal these ballots in labeled depository envelope and place them in the Ballot Transfer Case. 
Write-In Bin Hand Counts
· The designated officials shall count by hand the write-in votes cast for registered write-in candidates ONLY or candidates listed on the ballot and record any votes on the Tally Sheet pages of the Moderator’s Return.
· Seal these ballots in labeled depository envelope and place them in the Ballot Transfer Case. 
· Seal the Ballot Transfer Case and record the seal number (#______________) on THE CERTIFICATE FOR THE CLOSING OF THE POLLS.
· The Moderator shall total all tabulator and hand counted votes and publicly declare the total votes cast for each candidate and question. 





AUXILIARY BIN – DETAILED STEPS (reg.9-242a-22)
Inspect each ballot in the Auxiliary Bin Compartment
· Follow absentee ballot procedures as closely as possible.  Voter Intent Governs
· Make a pile of ballots with correctly filled in ovals.        
· Make a pile of questionable ballots to be hand counted.   
· Ballots with defects or marking errors which might cause the tabulator to incorrectly read the ballot.
· Insert ONLY properly marked ballots into tabulator.
· If rejected by tabulator as OVERVOTE
· Determine if it’s a TRUE/GENUINE over-vote. 
· Meaning voter truly attempted to vote for more CANDIDATES than allowed 
· The tabulator counts oval markings which may FALSELY cause an OVERVOTE determination.  
· Count the number of names selected, NOT the # of ovals.  
· If multiple ovals are marked for a candidate ONLY ONE vote is to be counted for that candidate. 
· The extra ovals for that one candidate do not cause a true overvote. 
· If a True/genuine overvote and ovals have been properly filled in. - Override function can be used at Registrars’ discretion.
· Feed ballot into tabulator while pressing & holding “YES” button 
· This overrides the over-voted contest and counts all the others 
· (OR) Hand count entire ballot 
 
· If NOT a true overvote
· Meaning - voted for the allowable # of candidates, regardless of the # of ovals selected
· Voter intent is clear
· Put aside for Hand Counting
· 












· If rejected by tabulator as BLANK VOTED BALLOT
· If there are no markings on the ballot
· Feed ballot into tabulator while pressing & holding “YES” button
· This counts zero votes but will account for the additional ballot 
· If there are improper markings showing voter’s intent
· Hand count
· Party designation is to be ignored 
· Hand count all other ballots rejected by tabulator
· The number of auxiliary bin ballots that can’t be processed through the tabulator should be recorded and counted by hand.  The votes shall be recorded on the tally sheet.
· Put hand counted Auxiliary Bin Ballots Into a depository envelope. 
· Label “Hand Counted Auxiliary Bin Ballots” 
· Indicate district, # of ballots, date and sign.
· Place in the ballot transfer case  
WRITE-IN BIN (Reg.9-242-23)
Examine ballots on Write-In line ONLY.  Record qualified votes onto Moderator’s Return (tally sheet)
· Hand count write-in votes cast for:
· Registered write-in candidates & 
· Candidates printed on the ballot for that office.
·  If not already selected & counted by tabulator
· No more than one vote per candidate per contest















· Voter intent governs. Follow absentee ballot instructions as close a possible. 
· [bookmark: _Toc19223802]Seal ballots into labeled depository envelope
HEAD MODERATOR
· Review Moderators’ Records
· Accept & combine results from all districts within the municipality
· Declare results for whole municipality - Read aloud whole tally for each district.
· Complete Head Moderator’s Return
· Submit Official Voter list to Clerk within 48 hrs.
· Electronically transmit results to SOTS:                              (Presidential.Preference.Primary is different)
· Preliminary list of vote totals by midnight 
· Full list of vote totals & turnout statistics to SOTS within 48 hrs.
File Hard Copy of Head Moderator’s Return
· [bookmark: _Hlk4249847]Print, sign and mail hard copy of Head Moderator’s Return with wet signature to SOTS within 3 Days.
· Print, sign and deliver 2nd hard copy of Head Moderator’s Return with wet signature to Town Clerk within 48 hrs

HEAD MODERATOR/DATA ENTRY ROLE
ROV’s maintain Head Moderator/Data Entry user Name and Password
(Password expires in 90 days)
Head Moderator or Data Entry Login
1) Verify password before election day 
· Do not sign into the system before election day, the Head Moderator button starts the election
2) Enter the URL address and click enter to access Login Screen
· ONE Browser session only …per computer
· Do not share User I.D
3) Select role “Head Moderator” or “Data Entry” from drop down menu
4) Enter username and password
5) Click the “Login” button, Head Moderator’s Return screen will be displayed
6) Turn off pop-up blocker
7) To change password, click on “Change Password” tab (Cannot use any of your last 3 passwords)
Head Moderator Return (Candidates results are entered here) 

1) Click on Head Moderator’s Return Tab
2) Select the election/primary and click “Search”
3) If “No Data Found” is displayed, click “New Head Moderator Return” button
4) Begin process 
· [bookmark: _Hlk4409869]Click GREEN button to “Begin process” (Green = Go) This will lock the system to prevent other users from entering data
· Either the Moderator or Data Entry user inputs vote totals in the appropriate columns for each category.  System will populate total votes.  
Tabulator totals MUST be submitted by 12pm-midnight on election day.
Stats page not due on election night – have 24 hours to submit
· 
ALWAYS SAVE data as you enter it
· Unknown votes for cross-endorsed candidates appear in red on the far right,
Click “Calculate” for system to allocate the unknown votes
Click “Preview” to see the calculation and allocation of unknown votes
5) End Process
· Click RED button to “End Process”– (Red = Stop) This will unlock the system to allow other users to enter data
· System MUST be unlocked for the HM to be able to submit/certify results to SOTS. (Data Entry does not have submit button, only Head Moderator can submit)
6) Submit and Certify Head Moderator’s Return
· After all results are entered, click “Submit All Districts to State” button, the Head Moderator’s Return screen will be displayed
· Check the box “I hereby electronically sign and certify the Head Moderator’s Return”.
· Click the “Certify and submit to State” button
· Click OK (the system returns to the Head Moderator’s Return screen and displays a summary row).
· Click ’Generate Report” under the “Actions” column to generate report
· Return can be amended as often as necessary within 48 hours
7) Request an Amendment/Recanvass after 48 hours
· Click on “Request for Amendment” in the “Actions” column 
· When State Admin unlocks the Return, “Request Granted” will display in the “Original/Amendment” column
· Click “Amend” in the “Actions” column
· Click “Begin Process” to lock the system 
· “Enter” changes to the return.
· Click “Save” 
· Click “End Process” to unlock system
· Check “Recanvass” box
· Click “Submit All Districts to State” button; for Recanvass check recanvass box
· “Certify” amended Head Moderator’s Return
Enter/View Stats
1) Click on “Enter/View Stats” tab on the menu Bar 
· To enter new Stats Select election -click “Enter Stats”
· Click OK to display the Data Entry screen
· To view previously entered stats Select election and click “Search”
2) Enter stats into each category
· Names on the Official Voter Check List (Active List, Names restored, EDR , Overseas, Presidential)
· Number checked as voting at the polls (In-person official ballots counted by tabulator) 
· [bookmark: _Hlk4410852]Absentee Ballots – Total received for counting from Town Clerk, total rejected
· Military ballots (both 45 & 90 days) - Total received for counting from Town Clerk, total rejected
· Overseas ballots - Total received for counting from Town Clerk, total rejected
· EDR – Total received for counting, total rejected
· Presidential ballots – Total received for counting from Town Clerk, total rejected
· Provisional ballots Total issued ( will need to request amendment to record total counted or rejected)
3) 
Submit and Certify Stats
· Click “All Districts to State”
· Check the box “I hereby electronically sign and certify the Stats
· Click the “Certify and submit to State” button
· Click OK (the system returns to the Enter/Vie Stats screen. and displays a Head Moderator’s Stats summary row).
· Generate Report
· If amendment is needed after 48 hours request State Admin to unlock the Stats Return
Enter/View Questions Results
1) Click on Enter/View Question Results tab on the menu bar
· Select election -click “Search”- 
· Click Begin process -enter Question Results on Data Entry grid
· Click SAVE
· Click End Process
· To view previously entered stats Select election and click “Search”
2) Submit and Certify Question Results
· Click submit “All Districts to State”
· Check the box “I hereby electronically sign and certify the Question results
· Click the “Certify and submit to State” button
· Click OK (the system returns to the Questions Results screen. and display a summary row).
· If amendment is needed after 48 hours request State Admin to unlock the Question Results
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ED-701 (Rev. 7/13) —Secretary of the State

VOTER REGISTRATION APPLICATION

T T e e T T T
——
(Check Boxes that Apply: [ st iemierioscs e sartowy ] ame Change [ &
[Are you a US. citizen? [Will you be 18 on or before election day? | | - I you checked “NO” to either of these
LIvES[ JNo [T YES [TNO [ ehone; oo o cormpie o trm
[Name of Appicant [ ast Nare TG Viidls Nams or il o
Moo M
- v
e T Drvars Dioares Namber Aadress Were You L
Month  Day Yo [RERY (" none, lent 4 digis of Soc. - 5] No. Street, Apt. #
[/ Town zp State Gonnectiout
if Different, Address Where You Get Your Mail 0. 8ax, etc) [ Telephone Number fpsionsl) Gender
( ) [ mate [ ] Fomatel
Do you wish to enroll In a political party? 'NAME or ADDRESS CHANGE. Previous Voting Address (i nane; write “NONE”)
[[] Yes. Name of party: _Republican _Democratic Other. P——
[INO. 160 not wish o enol ina party at his time, Town Carsy
Note: Decuing a party st you o vol it pry' sy aecton, which i open | Namo Undir Which Registared (1 diferent from above)

oy fo party members. You ray later choose 10 switch envoliment to or from a poltical party
Tswoar or affirm that:

Earep———
Ry .
| live at the address shown in box 5 above the Polls on Election Dey’
1 e ke o

« | have not been convicted of a disfranchising felony, or I 50, | have been released from confinement and, if applicable, parole. [Jyes

iba e e oondn ol i

—— ke __cie_3 [no

'NOTE: The particular social service office al which you register 1o vole,
or whether you deciine 1o register, remains confidential

and will be used only for voter registration purposes.

"THIS SECTION COMPLETED ONLY BY AGENCY.

(OR SPECIAL ASSISTANT REGISTRAR OR TOWN CLERK)  [Gv receves v e

(Dato Rocelvod by Agency)

WARNING: If you sign this stalsment even though you Know 1tis
untrue, you can be convicted and imprisoned for p 1o five years and
fined up to $5,000.

o e am:;ﬁw:a:i::: ) e enamen

e TR BECTE T SRR AT
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SIGNATURE OF ELECTOR WHO DID NOT PRESENT IDENTIFICATION
FIRMA DEL ELECTOR QUE NO PRESENTA IDENTIFICACION

SIN NINGUNO DE LOS SIGUIENTES

NOT PRESENT ANY OF THE FOLLOWIN(
DID NOT PRESE] OF THE FOLLOWING- DOCUMENTOS DE IDENTIFICACION:

FORMS OF IDENTIFICATION:

. Su Targeta del Seguro Social, o
R. Una forma de identificacién imprimida

ue contenga:

2) el nombre y la direccion del elector, o (b) el
ombre y firma del elector, o

c) el nombre y fotografia del elector.

1. His/her Social Security card, or

2. Pre-printed form of ID which shows:
(2) his/her name and address, or
(b) his/her name and signature, or

() his/her name and photograph.
x X
Yo confirme bajo pena de falso testimonios que soy
la persona cuyo nombre aparece en el registro ofi-
cial electoral en la localidad de votacién y fecha an-
teriormente especificadas:

I state under penalties of false statement that T
am the person whose name appearson the offi-
cial check list at the polling place indicated on

the date specified: Firma

Signature of Applicant/Elector Making Statement
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ED-701 (Rev. 7/13) ~Secretary of the State

FORM 4

AFFIRMATION THAT ELECTOR’S NAME WAS
ERRONEOUSLY MARKED AS VOTING ON CHECKLIST

To the Moderator of (ofthe
(Poling Place) (Party)
1, of
Name) (Street Address)
of the of

(City) (Town) (Borough)

do hereby state, under penalties of false statement, that (1) 1 am an elector in said municipality, (2) T

am qualified to vote in the election or primary of said party being held in said municipality on this
date, and (3) T have not prior to this time offered myself to vote or voted in person or by absentee
ballot at said election or primary.

Dated at. , Connecticut, this___day of . 20.

L (AM)(PM)(exacttime of day)

(Signature)

(Address)

Received at (AM.) (PM.) on this day of 20,

by, , Moderator of_
(Signature) (Polling Place)

*=(applicable only in a primary)

Moderator’s Handbook — July, 2013 Forms—4
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(ED-415M) Handbook, Absentee Ballots Proc. Man. G\handbookicounters\201 3mrksAB doc)--Rev. 07/13

PROCEDURE MANUAL

FOR COUNTING ABSENTEE BALLOTS

(Optical Scan Voting Tabulators)
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STATE OF CONNECTICUT + ESTADO DE CONNECTICUT
OFFICIAL OVERSEAS BALLOT « PAPELETA OFICIAL PARA VOTO A DIsTANCIA Congressional

ED-71 Rev 7108 o
District No. m»
TOWNORCITYOF TYPE OF ELECTION DATE OF ELECTION
PUEBLO O CIUDAD DE TIPO DE ELECCION FECHA DE ELECGION
. Connecticut| STATE ELECTION November 4, 2008

«Be sure to read instructions on reverse side before marking this ballot.
_* Asegurese de leer las instrucciones en el otro lado antes de marcar esta papeleta.

WRITE-IN VOTES i 2
Do, bR e
VOTOS POR
ESCRITO
—~— OFFICE] 1 3
o oAG0  ZEmeA, oy
PARTY — |
— ELECTORES REPRESENTANTE
PARTIDO "~  PRESIDENCIALES PARA EN EL CONGRESO
Republican McCain and Palin Sean Sullivan
O1A O2A
D | Obama and Biden Joe Courtney
] d1B O2B
Nader and Gonzalez
Independent ’
e | o1c 20
Green | G. Scott Deshefy
[mR o] 020
Joe Courtn:
Working Families | - °eﬁ g ey
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Official Federal Write-in Absentee Ballot

Vote by writing the name andior party affiation o the candidate for whom you wish to vote. Some States allow the
Federal Wite-In Absentee Balot to be used by miltary and overseas voters in slections offer than general electons or
for offces other than Federal offices. Consul the Voting Assistance Guide fo determine your State's policy.

PresidentVice President:| ]

U.S. Representative Delegate"" Resident Commissioner'; [~

* Legal residents of the District of Columbia may vote only for PresidentVice President and Delegate.

U, Senator

* Legal residents of American Samoa, Guam, Puerto Rico and the U.S. Virgin Islands may vote only for Delegate]
or Resident Commissioner to the Congress.

Addendum

7you are elgile 1 use this ballt to vote for ofices other than those listed above or for ballol nfialives, lease indicate

in the spaces provided below, the ofice for which you wish to vote (for example: Govemor, Atiomey General, Mayor,
State Senator, etc). You may also indicate the ballot infitive and your vote fo the niiative.

Office / Ballot Initiative Candidate Name, Party Affiliation,
or Initiative Vote

Istandard Fom 186 (Rev 08.2013)
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True Overvote
May override on tabulator or hand count

_ OFFICE 1 2 3 4 5
PARTY "~ Board of Finance
l N Vote for Any Four
.1A OZA .3A ‘.AA 0 5A
FREPLELICAR Babe | Jim Pete | Jacke | Bob
1 | Ruh Thorpe | Maravich | Robinson | Jon
| . B | . 28 3B 48 0 s
DEMOCRATIC Calvin | JohnF. Jimr
— | Coolidge | Kennedy | | Wall
1c ¢ | 3¢ ac 5C
SAVE AMERICA
Now ‘
To * 2F F aF 0 o
WRITE:IN VOTES 0 0 0 0
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TABULATOR READS AS OVERVOTE

This is NOT a true over vote and must be hand counted
A vote is to be given to the four candidates circled

"Not =h Oveivote *

Board of Finance
Vote for Any Four

Voter Intent Governs

iREPUBLICAN

DEMOCRATIC

SAVE AMERICA ) [
Now

y oF 0% TOJF'ObF

Hand Count - Do Not Override
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TABULATOR READS AS OVERVOTE
This is NOT a true overvote - Hand Count 4 Votes

OFFICE

|REPUBLICAN

DEMOCRATIC

TR R ST |
9 Not an Overvote 12

Planning and Zoning Commission
Vote for Any Four

SAVE AMERICA
NOwW

Franklin
.9F '.1oF ]‘.nr .us
Ben

B Clara ‘Eew

Hand Count

_ DO NOT Override
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FROM AUXILIARY BIN

TABULATOR READS AS BLANK VOTED BALLOT
ARE THERE ANY VOTES TO BE COUNTED? Yes

N RS D OITL A L i ST et T
OFFICE | 1 2 3 4
PARTY Board of Finance

Party designation is ignored.
Maravich & Robinson get a vote
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No Write-In Vote - Because Voter Intent is Not Clear
? Franklin Pierce or Benjamin Franklin ?

OFFICE 9 10 1 12
Planning and Zoning Commission
PAlRW Vote for Any Four
0 (@™ [om [gm=
REPUBLICAN George Clara Arthur | Franklin
[ Washington| Barton Ash Pierce |
RS 108 1B 128
DEMOCRATIC p—_
Franklin
0 10C 1c 12¢
SAVE AMERICA
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Franklin
() 10D 1D 120
PETITIONING
CANDIDATE
(3 10E E 12E
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listric
Use (1) form per district. . DR Ball
Date: Voting District:

Town:

Certificate for EDR Ballots

 hercby certify that this report along with the tabulator tape o EDR ballms are cortect and

thatthe following mumbers are true and accurate.

EDR Ballots

EDR Ballot Applications

EDR Applications Dened Duc To 1D

EDR Applications Denied Due To Residency

EDR Applications & Ballots Denied e To Frevious votng
Attest:.

‘EDR Location Official

Total EDR Ballots to Be Counted

‘Total EDR Ballots Counted By Machine
Total DR Ballots Counted By Hand
Total EDR Ballots Counted

‘Total EDR Ballots Rejected

Atest: —
EDR Counting Official (Moderator)
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Election Date:_ R

o)
Election Day Registration Depository Envelope
INSTRUCTIONS:
Plaase road and sign the Afimation below. I you do not nderstand any of the
tatomonts set forth blow piease ask for assistance. Onco you have completed
tho Afirmation, you must secrelly mark your balot in he presenco of the
Flgistars o Votersor theirdesignoes, place your ballo nthis Election Day
Fogistraion Dopository Envelope, seai his envelope and daposit this envelope
n the socuro Elacton Day Registation Ballot Dopostory Receptacie povided at
the Electon Day Regisiraton location

'AFFIRMATION: |, the undersigned, do hereby state, under penalty of faso.
statoment, (periuy)tha:
am the person admitied here as an elector i the town indicated.
1 am elighl 1o vote i the alocion indcated for oday i thefown indcated.
“The information on my voler rogiiration card i correct and complete.
I reside at the address tha | have given o the regisirars of volers.
W proviousy regitered at another locaton | have provided such address 0 te
regstrars of volers and hergby roques cancelaion ofsuch prio egisraon.
1 have not voted n person or by absentoe ballot and il notvote otherwise:
than by i ballt at this electon.
7. 1 complted an applicaton for an Electon Day registation ballot and received
an Elocton Day registration ballot.

Signed: Date:
Printod Name:
Address:
Sveet o and Name
o1
o ZoCose

WARNING: Ifyou sign this st
can be convicted and imprisoned up 1o one year and fined up 10 $2,000.
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AFFIDAVIT OF DELIVERY AND RECEIPT OF
EDR BALLOTS

We, _ & . the undersigned
EDR Officils of the Town of ,being duly swom, depose and say that
we counted and delivered to__ _ (Modersor), _____EDR bullot.
Sigred Sigred. .
wt EDR Offcil i EDR Offcal
Subscribed and swon t before me at , Connesticutthis___day of
2, N
il and Signature of Person
Administring Oath
L, __, the undersigned EDR Counting Offical (Moderator) being duly
v, depose ad ey thaeceived fon, &
EDR Offcals ofthe Tov o EDR ballots.

TIDR Counting Offical (Moderator)
‘Subscrbed and sworn o before e at Connecticut this___day of

J— R

Tl and Signatur of Person
Administering Oath
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MODERATOR'S RETURN - 11/4/2015 ELECTION - YOUR TOWN, CT DISTRICT 1

PO DT A AR A
POLLING PLACE BALLOTS |  ABSENTEE ALLOTS  MBLECTION DAY REG. B
lJim Smith PN 2
[Jim Smith YLW ‘ 2
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Jane Jones om | 2
Fred Gates LY 2
|
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CERTIFICATE FOR THE OPENING
OF THE POLLS
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MODER,

2014 ELE

N, CT DISTRICT 1

CERTIFICATE FOR THE OPENING
OF THE POLLS

liwe certify that, before the polls opened, the pallot packages and tabulator(s) listed above were received from the

Registrars of Voters and delivered to the polling place or secure storage area, and bore labels for the voting district
and town referenced above

Ofal’s Sigrakna Oficials Name 117414 430am
‘GFFICIAL 17POLICE SIGNATURE PRIVTED NAME AT e 2
Offinl's Signokoa Officials Name 11/4114  430am

OFFICIAL 2 SGNATURE. "PRINTED NAME DATE THE
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MODERATOR'S RETURN - 1/05/2020 ELECTION - YOUR TOWN, CT DISTRICT 1

CERTIFICATE FOR THE OPENING
OF THE POLLS

We, the shove signed Elscion Offiilecertfy that the Modsrator sppesred st the offcs of the Regisrar of Voters
st lster thas B p.m. of the day befoe theclection orprimary snd received s copy ofthe Reportfor Pre Elsction

Tablator & Memory Card Testing” snd other supplies necessary to condct the slection o primary that ware not
previously dek
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LHS Associates Inc.
1-888-LHS-VOTH

YOUR TOWN, C
DISTRICT
1

SERIAL NO.
4567
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MODERA'

REPORT FOR PRE-ELECTION
TABULATOR & MEMORY CARD TESTING

'S RETURN - 1/05/2020 ELECTION - YOUR TOWN, CT DIST:

We, the undersigned Ragistrars of Vorars and other persons presen, cartify that pre-alection testing was
condicted on the following voring tabulators 2t the following dte and time, and that sach tabulator was
ost vorad with sarpla ballows and found o ba working proparly. Wa furthar cartfy that tha candidare,
quostion, and public coumnars wars sat back o zaro afer such pre-slection wsting.

123 4567 8901 23456 789012, 34567
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ED-250 Provisional Ballot Envelope ‘Serial Number of Provision Ballot Envelope Issued:
‘Application Envelope for Provisional Ballo for Federal Office - Issued at Polls

Nameof — TastName  First  Middle Jr, Sr, Dr_Date of Bith (mm/ad/year) Paling Place
|Applicant:
[BonaFide No.  Steel  Apl Town Zip(CT) Previous Voling Address in Town Name Under Which
[Residence (i different from above) Registered (if different|
|Address from above)
AFFIRMATION: 1, the undersigned, do hereby tate, under  votes a this polling place;
Penaltes offalsestatement that; (5) T have not voted and will not vote other than this ballot

(1) 1am a egistered elctor i the town indicated aboves  in person or by absentee bllotat said elction or primary

(2) 1am eligible to vote in the election (or primary of the  (6) I apply for a Provisional Ballot for Federal office
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PROVISIONAL BALLOT RECEIPT FORM
You have submitted a provisional ballot at the (date) election/primary.

The Registrars of Voters will review your application and decide if your ballot can
be counted.

To find out if your provisional ballot was counted, please call your local Registrars
at (phone #).

Please refer to Provisional Ballot serial number when making your
inquiry.
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ED-701 (Rev. 7/13) ~Secretary of the State

PROVISIONAL BALLOT INVENTORY FORM

NOTE:_Provisional ballots are issued ONLY for elections and primaries for federal office and.
are required pursuant to HAVA.

DATE OF PRIMARY/ELECTION TOWN.
PARTY. POLLING PLACENOTING DISTRICT.
[ NAWE ADDRESS DATE OF BIRTH [PROVISIONAL BALTOT |
[SERIAL NUMBER
T
z
El
1/we the undersigned Moderator(s) say that I/we have distributed provisional ballots.

‘Moderator (Print Name) Moderator's Signature Date
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MODERATOR'S RETURN - 1/04/2014 ELECTION - YOUR TOWN, CT D

CERTIFICATE OF ADMINISTRATION OF
THE OATH AND POLLWORKER TRAINING

1171-4pm. MM 5:45an] 10pm
1111-4pm | Fellusonkeds Signatuse [5-45am 10pm

11/1-45m | Fellumonkods Signatuse 452 10P™
[1/1-46m | Foltumentior's Signatue |5-45am 10pm
/149 | Fellimerkers Sianature [5:45am 10pm

Registiars Sgnatue  Head Moderators Signature Moderaters Signature

Registuars Signature - Election Date
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ED-701 (Rev. 7/13) ~Secretary of the State.
DELIVERY AND RECEIPT FOR PROVISIONAL BALLOT

‘The Moderator must execute this form at the time of delivery of provisional ballots to the.
Registrar(s) of Voters.

Town:
Polling Place/Voting District Time:
1, the undersigned Moderator, say that I delivered to
(Registrars of Voters)

Date:

and , Provisional ballots.
(number)

(Registrar of Voters)

Moderator's

Print Name Date

TO BE FILLED OUT AND SIGNED BY THE REGISTRAR OF VOTERS WHEN
PROVISIONAL BALLOTS ARE RECEIVED

1/We, the undersigned Registrar(s) of Voters, say that I/We have received
provisional ballots.

(number)
(Registrar of Voters) Print Name Date
(Registrar of Voters) Print Name.

Date
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ED-701 (Rev. 7/13) ~Secretary of the State

APPLICATION FOR A CHALLENGED BALLOT

Section 9-232
STATE OF CONNECTICUT}
}ss: at  this day of 20,

COUNTY OF } Voting Dist. No.

| of

(print name) (street address)

city
of  Town of . being duly swor, depose and say that:

Borough

Iam the person on whose name | offer to vote, | am a bona fide resident of such municipality at
the above address, my electoral rights are not forfeited, | possess all the qualifications for voting and | am
entitled to vote in the above municipality at the election/primary today. My name appears on the offcial
check list. | have been challenged on the basis of:

(@)  identty;

(b)  disfranchisement; or

() lack of bona fde residence in municipality and political subivision holding the election
or primary.

Ihave been given an opportunity to submit the required testimony or other evidence and the Mod-
erator has decided that | do not have the right to vote. | therefore apply for a challenged ballot.

Iunderstand that challenged ballots are placed in a depository envelope for 180 days and are
only counted ifthe election is contested in court and the court orders that it be counted.

(Signature of Challenged Elector)

Subscribed and swom to before me this day of .20

(Signature of Moderator)
‘Sec. 9-232e. *Any person requesting a challenged ballot and entied thereto shall announce his or her name o the.
official checkers. The registrars of voters or the assistant registrar of voters, as the case may be, shall writ, in red
ink, before the elector's name on the registry lst the nitals “CB". The challenged ballot shall be a regular ballot After
the voter has so announced his or her name, the moderator shall deliver to such voter a regular ballt together with a
serially-numbered envelope marked “Challenged Balof”. The challenged voer shall forthwith mark the balot in the:
presence of the moderator in such manner that the moderator shall ot know how the ballt is marked. The chal-
lenged voter shall then fold the ballot i the presence of the moderator so as to conceal the markings and deposit and
seal itin the serially-numbered envelope. The challenged voter shallthen deliver such envelope o the moderator.
The moderator shall retain al such envelopes in an envelope provided by the regisirars of voters that shall be sealed
immeciately following the close of the poll. Such envelope shallbe delivered to the head moderator who shall file the
envelope with the municipal clrk. The municipal clerk shallretain such envelope unii the time when such envelope
may be destroved.”
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ED-701 (Rev. 7/13) —Secretary of the State

MODERATOR’S MEMORANDUM RE: CHALLENGE

Moderator's Memorandum re. Challenge on,
(Date)
Voting District No.
Challenges shall not be made indiscriminately and may only be made if the challenger knows, suspects
or reasonably believes such a person not to be qualified and entitled to vote. Any challenge by an elector
and the statement of the person challenged shall be under oath, administered by the Moderator. (Sec. 9-
232(b))
1. Name of the challenged voter:
2. Address of challenged voter as shown on official check list:

3. Reason for the challenge (identiy, disfranchisement, lack o bona fde residence in municpaliy):

4. Name and address of challenger:

5. Pertinent facts concerning the challenge:

6. Moderator's decision:

7. (To be filed out only if all of the following has occurred:
(a) voter's name appears on official check list,
(b) voter challenged,
(c) after challenged voter has opportunity to submit required testimony or other
evidence, Moderator decides that challenged voter does not have the right to vote,
and
(d) voter applies in affidavit form to Moderator for challenged ballot; see Form VIll,
*Application for a Challenged Ballot.")
Serial number of "Challenged Ballot™ Envelope:

(Signature of Challenged Voter)

(Signature of Moderator)
* Challenged ballots are placed in a sealed depository envelope for 180 days and are only counted
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MODERATOR'S RETURN

11/04/2014 ELECTION - YOUR TOWN, CT DISTRICT 1

TABULATOR TAPES

Please fold and attach the first results

printed from the tabulator to this page.

Tt should be connected (unbroken) to the

port that was signed before
the opening of the polls, and then signed
again following those results.

Please also be sure to include one signed
2ero tape and one signed results tape in the
ballot transfer case before sealingit at the
end of the day.
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MODERATOR'S RETURN - 1V/4/2015 ELECTION - YOUR TOWN, CT DISTRICT 1

POLLING PLACE WITH ABSENTEES TALLY SHEET

Jim Smith

jim Smith

Jim Smith

Jane Jones

Fred Gates





