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POLL OFFICIAL TRAINING – CHIEF INSPECTOR & INSPECTORS



BEFORE ELECTION DAY!!! – Chief Inspectors

◦ Open your Red Tote and make sure all supplies are correct – Voter Lists are at the correct precinct 
BEFORE ELECTION DAY!!!

◦ Look at the covers of the books, but check inside as well on the top right-hand corner for your precinct name

◦ Call all of your workers and let them know what position they will be working and what time to be at the 
precinct

◦ Make sure all supplies are correct and nothing is missing in the Gray Security Cart
◦ Read through you Chief Inspector Notebook

Prep tabulators and ExpressVote
◦ Same codes as before 
◦ Make sure you take the ZERO tape and place in Envelope # 5 before you do anything else

Polling Oath of Office
◦ Read, recite, and sign.
◦ Poll Watcher(s) must also do the Oath of Office 
◦ 1 per candidate for a Primary Election



June 5 – ELECTION DAY!
Montgomery County has changed two (2) polling locations:
◦ Commission District 2 – Precinct 206:  Fire Station 14 is now Macedonia Miracle and 

Kingdom Worship Center located at 3070 Selma Hwy.

◦ Commission District 5 – Precinct 501:  Landmark Church of Christ is now Taylor Road 
Baptist Church located at 1685 Taylor Road

This is a Primary Election – you will have at least two (2) regular ballot styles plus the 
ExpressVote ballots and the voter must declare which party they will be voting in.  (See 
“Cross-Over Voting” tab in Polling Official Guide.)

Voters must show valid photo identification (See “Photo Voter Identification” tab in 
Polling Official Guide.)  *Add pistol permit with photo that is NOT EXPIRED *



ELECTION MORNING
 Polls are open from 7 AM – 7PM

 You need your workers to be at your precinct no 
later than 6:30 a.m.

 You need to be there at 6:00 a.m.
 Call us if your precinct is not unlocked

 Payroll!
 Sign BELOW the name
 CHECK ADDRESS!!!

 If checks need to be mailed somewhere else, 
be sure to write the address out to the side 
legibly

 If workers are absent – mark it clearly on Payroll
 Wait at least a week to call our office about checks

 Dress Appropriately
 Do not wear any campaign / party paraphernalia
 No rips or tears in clothing
 No house shoes or sweatpants
 No spaghetti straps or short shorts

•CELL PHONES
• Make sure they are on and you can hear them ring!

• Clerks should have them vibrate or mute

• Clerks CAN NOT have any Bluetooth devices or 
headsets into the polling location

• Make sure clerks phones are put away any time 
voters are inside the polling location

• Clerk needs to make a call?  Designate an area where 
they can go to make a call, but remind them to keep it 
brief.

•Lunches & Breaks
• Plan ahead for breaks and lunches (when and how 

long) and make sure you stagger your clerks times 
• Leave for lunch?  Remind clerks to be back in an hour 

or less – everyone else needs a break and food too!
• Make sure all tables are stocked and one of the 

management team must be there while at all times



* No one can campaign within 30 feet of the 
main entrance of the polling place

* No candidates should be stopping by or 
visiting – they can only be there if they are 
voting

* No photography within precinct (no voters 
taking selfies, etc.)

* Golden Ticket still being used
* Political apparel and paraphernalia is allowed 

on, or with a voter – anything left behind must 
be removed by polling officials

* No write-ins during a Primary or Primary Run-
Off Election

 For the Run-Off Election in July, a voter can 
only vote for the party they voted in the 
Primary.  (Ex:  I vote Green in June, I can only 
get a Green ballot in July.  I can’t change from 
Green in June to Purple in July.)  -- See the 

diagram on the “Cross-Over” tab in Polling 
Official Guide

* Poll Watchers – 1 per candidate
* Can look at all materials (not touch) as long 

as it does not disrupt clerks job duties
* Cannot write down ANY information regarding 

voters;  they can write down number totals 
only and general information on job duties 
(answers to questions they may have had)

* NO VISITING with voters
* Should be located somewhere out of the 

way and where they can view the precinct –
please do not have them close to the Help 
Desk, as they may overhear confidential 
information when you have to call in 
regarding a voter

* All of your supplies are in the Grey Security 
Cart or the Chief Inspectors Red Tote

Reminders



GRAY SECURITY CART -
UNPACK

Poll Books / Voter List

Chief Inspector 
Notebook
Provisional instructions
Ballot Accounting 

Certificate
Alpha-divided Table 

Signage
Precinct Map(s)
Large Closing Checklist

Blue Zip Bag # 1 –
Apple iPad

Blue Zip Bag # 2
ADA buttons
Fingertip moisteners
Calculator
Tabulator Keys
Voter ID slips (Democrat 

& Republican)

Record of Election 
Box
“Before the Polls Open” 

Envelope
 This is where the 

Voter/Clerks poll books are 
located

“After the Polls Close” 
Envelope
 This is where all the 

envelopes are that tapes go 
in

Ballots (Regular & 
ExpressVote)

Provisional Supply 
Box

Table Sign Holders

Electioneering cone 
(30’ from entrance)

Extension Cords

Outdoor voting 
signage

Extra:  pens,            “I 
Voted” stickers, etc.

Duct Tape & Masking 
Tape

Red-Wheeled Tote - Unpack

SUPPLIES



LABELS!!!!

•In your Record of Election box there are labels provided (as 
shown) 
•LABELS ARE PROVIDED FOR THE ENVELOPES THAT 
ARE TURNED IN AT THE END OF THE NIGHT!!!!
•These labels are NOT for using on the Voter’s Poll Book or 
Clerk’s Poll Book
•ONLY use labels for envelopes – do not use for any other 
purpose

STATEWIDE PRIMARY ELECTION
JUNE 5, 2018
MONTGOMERY COUNTY   ALABAMA
PRECINCT 101
101 DRUM THEATER / HUNTINGDON



CLERKS DUTIES AND 
TABLE LAYOUT(S)

Registration Clerk

Ballot Clerk

Poll List Clerk



Registration Clerk
 Requests photo identification (list in front of Poll 

Book and on Voter Photo Identification Tab)

 Locates voter in the Poll Book (draw a single line 
through the name with a ballpoint pen, marking 
the voter off the list)

 Tabs – “Active” / “Inactive” (yellow sheets)

 Ask which primary they will be voting in 
(Democratic or Republican)

 To the right of the voter’s name – you will need to 
LEGIBLY WRITE “DEM” or “REP” to notate 
which primary election they are voting in.

 If there is an “ABS” next to a voter’s name, the 
voter needs to update information, or if they are 
on the Inactive List – send them to the Help Desk

 Verify Ballot Style and number then direct voter to 
the Ballot Clerk (make sure the Ballot Clerk 
knows which ballot to give the voter before you 
move on to the next person in line).

ABS

DEM

REP



ABS

DEM

REP



When to use the “Update Form”
Voter’s Registration Record Needs Updating - if a voter needs to update his/her information (name, phone 
number, etc.) the voter will need to complete an Update / Reidentification Form and can vote a regular ballot.  
◦ If the voter’s address changes the voter’s polling place, the voter will need to go to the new, correct 

polling place and vote Provisionally.

Inactive Voters - Go to the Help Desk to complete a voter update / reidentification form and can vote a regular 
ballot.  
◦ If a change of address changes the voter’s polling place, the voter will need to go to the new, correct 

polling place and vote Provisionally.

Update – filled out by the voter (Front) Verification – filled out by election official (Back)

Presenter
Presentation Notes
Record needs updating with no new address – fill out update and give regular ballot (make sure to mark them off not only your book but the check-in table book as well)
New address – before filling out update, find out where they will need to vote and give golden ticket; if it stays the same precinct, they will vote provisionally for the Board of Registrars to update and their vote will count
Inactive voters – fill out update no matter what; if they have moved though, they will need to go to the correct precinct and vote provisionally



Identifying a Qualified Elector without Photo ID
Two (2) Polling Officials can verify a voter’s identification without having photo 
identification -IF- they know the voter.
There is a separate Affidavit From that the polling officials will sign affirming the 
identity of the voter.
◦ The affidavits should be placed at each Check-In table with extras available at the Help Desk



Ballot Clerk

 Verify the Ballot Style with the 
Registration Clerk

 Correct Party style requested
 Correct Ballot style 
 Some polling locations will have up to eight (8) 

ballot styles!!!

 Issue next ballot in sequence from 
correct ballot booklet

 Pull ballot gently from pad as not to tear

 Offer a Secrecy Folder and a pen to 
mark the ballot

 Direct voter to the Poll List Clerk



Ballot Clerk (cont.)

ExpressVote Ballots
 Verify the Ballot Style with the Registration 

Clerk
 Correct Party style requested
 Correct Ballot style 
 All polling locations will have a minimum of three (3) ballot 

styles!!!    #1-Democrat, 2-Republican, and 3-ExpressVote

 Issue next ballot in making sure to tear off the 
stub – gently, we don’t want to tear the ballot

 Give Voter the ExpressVote Ballot AND a Voter 
Identification Slip with the Ballot Style on it and 
your initials

 Direct voter to the Poll List Clerk



Poll List Clerk
 Make sure you use the CORRECT BOOK; White for 

Democratic Party / Blue for Republican Party

 Voter signs name on next available line in the booklet 
(Voters Poll List)

 If a person is assisting the voter – they must sign the book as well

 Clerk prints name (last name first) on corresponding line 
number in the booklet (Clerk’s Poll List)
 If the voter uses 3 lines to sign, strike through 2 corresponding 

lines in the Clerk’s List and print the name on the third line

 Do not let the voter leave until he / she has made all stops

 RETURN IDENTIFICATION and direct voter to the voting 
table; if Express Vote, direct to Poll Worker

 Count signatures when you turn the page and record the 
number in the upper right-hand corner of each page

 When a book is used completely – record the book’s TOTAL 
number of signatures on the Front Cover



Registration Clerk

Ballot Table

Poll List Clerk

Check In Table

Ballot Clerk(s)

22 out of the 49 precincts will be set-up in a similar fashion.  All of these precincts have 4 or more ballot 
styles.  These precincts are:  101 – Huntingdon, 102 – Vaughn Park Church, 103 – MMFA,  202 – Beulah 
Baptist, 203 – Hayneville Rd. Comm. Ctr., 204 – Fresh Anointing Hs. Of Wrshp., 205 – Southlawn Elem., 301 
– Dalraida Church, 302 – Flowers Elem., 303 – Eastmont Baptist, 306 – Eastdale Baptist, 401 – St. James 
Baptist, 402 – McIntyre Comm. Ctr., 403 – Cleveland Ave. YMCA, 404 – ASU/Acadome, 405 – Houston Hills 
Comm. Ctr., 407 – King Hill Comm. Ctr., 413 – Wares Ferry, 501 – Taylor Road Baptist, 505 – Fitzpatrick 
Elem., 509 – Woodland UMC, and 510 Georgia Washington Middle School.

Presenter
Presentation Notes
*These precincts will use small "Voters Identification" slips.  Once the Registration Clerk signs the voter in, he/she will initial and give voter the Voter I.D. slip to take over to the Ballot Table to receive their ballot – after they sign the Voters Poll List.

*In June, the ballot style will be written on the slips as well.  It is essential that you get used to doing this – most precincts have 4 or more ballot styles in June.  (301 – you have 8 ballot styles in your precinct; 4 REP and 4 DEM.  - All of this will be discussed more thoroughly  at the next training session for the Primary Elections.



Registration Clerk

Ballot Clerk

Poll List Clerk

In this type of set-up, the registration clerks’ duty is SLIGHTLY different in 
that they will  take the Voter ’s Identif ication sl ip and write down the ballot  
style,  init ial  i t ,  give to voter,  and tel l  the voter that once they have f inished 
signing and print ing the appropriate book, that they wil l  take the sl ip and 
give it  to the ballot  clerk to receive their  ballot .
The ballot  Clerk wil l  TAKE the sl ip,  draw a l ine through the information, and 
give the voter the correct ballot  style



ExpressVotes
with multiple 
ballot styles

If a voter wants to vote an 
ExpressVote ballot in this 
election – a CLERK will need 
to take the Voter Identification 
card and the voter to one of 
the available ExpressVote 
machines 

The VOTER should insert the 
ballot.  

This  screen should appear…

Leave the top part empty and 
push the ”Search” button



ExpressVotes
with multiple 
ballot styles

Now, choose the precinct part 
using the “Cheat Sheet” to 
get the correct Dem / Rep 
ballot style on the Voter 
Identification Slip

Now, you will pick from the 
“Results” page to get the 
accurate ballot



ExpressVotes
with multiple 
ballot styles

Lastly, pick either Democrat 
or Republican ballot style for 
your voter.

Now, you should be able to 
walk away to give the voter 
some privacy – just not too 
far in the event that he/she 
may need additional help.

Once all selections are made, 
the voter will print the ballot 
and insert in the tabulator.



Other Clerks…
•Chief Inspector

• Management of the precinct and personnel
• Point of contact with the Election Center on Election Day – will need to call the Election Center every two (2) 

hours with voter totals

• Inspector
• Assistant to Chief Inspector and able to fill-in, if needed
• Oversees Provisional Voting

•Chief Clerk 
• Check-In Table Management – makes sure all the check-in tables have necessary supplies
• Makes sure that the clerks know their job duties and help guide them if needed
• Helps Chief Inspector and Inspector with opening and closing the polls and the Ballot Accounting Certificate
• May need to fill-in at the Check-In Table

•Other Clerks
• Greeter / Floater
• ExpressVote / Tabulator Clerk

•Please do not crowd voters, but be close enough to handle any issues that may arise
•Make sure no worker takes a ballot from a voter and inserts into machine unless the voter requests 
them to put ballot in Tabulator.



The Help Desk is the base of operations for the Chief Inspector,                     
Inspector, and Chief Clerk; only those clerks should be there.

The Help Desk is not an additional check-in table.

Someone must be at the Help Desk AT ALL TIMES!!!

Used for problems such as:
Registration Verification
People who have the “Golden Ticket” (those who have already been to another 

precinct and waited in line).
Voters with “ABS” notation next to their name
Spoiled ballots
Provisional Voting
Solving any and all issues within the precinct

The HELP DESK



OPENING THE POLLS
THE DS200 TABULATOR & EXPRESSVOTE



Tabulator preparation
Make sure it’s plugged in and the silver bar is in the down position in the back 
of the machine
Break the outer seal, unlock with the silver key, and open lid
Lift screen to turn the tabulator on
Wait for the screen that asks for the Election Code
◦ Enter the Election Code and press the “Accept” button

Press the Green “Open Poll” button on the screen
◦ It will start printing reports; do not cancel

After the reports print, press the Green “Go to Voting Mode” button on the 
screen
Remove the Zero Tape and place it in Envelope 5 of your closing 
envelopes
It is now ready to accept ballots



ExpressVote preparation
Make sure it’s plugged in 
Open the Left Side Door, using the barrel key
◦Make sure the “Mode” switch is in the “Voter” position

Move the Power button to the “ON” position
Close and lock the side door
Do not touch the screen until the “Enter Election Code” Screen Appears
◦Enter the Election Code using the touch screen and press the Green
“ACCEPT” button

Verify the precinct number and election name at the top of the screen is 
correct 
◦Touch the “OK” button to proceed to Voting Mode

It is now ready to accept ballots



Ballot Accounting Certificate
• Must be completed at the end 

of the night

• Once completed – place in 
Envelope 5

• Turn in the Certificate located 
in the Chief Inspectors 
Notebook

• You may receive two (2) blank 
certificates within the Record 
of Election box – these are for 
you to use as worksheets 
(scratchpads, if you will)

• If no blank ones, just find 
some scrap paper and go 
from there for adding and 
subtracting numbers to get 
the correct numbers to turn 
in



Ballot Accounting Certificate – How do you fill it out???

1. Take the number of voters from all Voter Poll Lists (verify the number with how many votes are on the tabulators – they should match).  Enter 
that number.

2. Count the number of Spoiled Ballots in the Spoiled Ballots Envelope.  Enter that number.
3. Count the number of voters from the Provisional Roster.  Enter that number.
4. Count all of your unused ballots (regular and ExpressVote).  One way that you can figure how many ballots are unused is to take the ending 

sequence number from each book and look to see what sequence number the first unused ballot is in the same book and subtract; then add 1 
to that number to get the correct amount.

a) Now add all of the unused ballots together and put in the section at the end of the row.
5. Add lines 1, 2, 3, and 4.  The total number should match the “Grand Total” number of Ballots Received.

D-16 R-01



Provisional 
Voting
IF POLLING OFFICIALS ARE UNABLE TO 
VERIFY A VOTER’S ELIGIBILITY AND 
REGISTRATION STATUS, THEN THE 
VOTER MUST CAST A PROVISIONAL 
BALLOT.



Reasons to Cast a Provisional 
Ballot
The name of the voter does not appear on the Poll Book.
The voter’s registration status cannot be determined by polling officials.
The voter disputes the determination that he/she is not eligible to vote
The voter does not have valid photo identification (and cannot be properly identified by two 
polling officials).
The Poll Book indicates the voter requested an Absentee Ballot (“ABS”) notation beside the 
voter’s name.
The Chief Inspector has knowledge that the voter is not entitled to vote at that precinct and 
challenges the voter.
Other… NEVER TURN AWAY A VOTER – Provisional Voting 

is ALWAYS an option.  The Board of Registrars 
will determine whether or not the vote counts 
prior to Canvassing Day.



Guide for Provisional Voting 
Online at www.montgomeryelectioncener.org - Polling Officials – Training Materials.

Written instructions are in your new guide from the Sec. of State (Provisional Ballot 
Officer), as well as, the Chief Inspector Notebook.

The voter signs in on the
appropriate Provisional Roster
and the PB3 Form is completed.
The Update Form at the bottom
of the PB3 Form must also be
completed. DO NOT TEAR OFF

All completed PB3 Forms are 
placed in the PB4 Envelope

The voter is issued a ballot (with 
Orange Provisional Sticker on the 
Side).  Once the ballot is completed, 
the voter seals the ballot in the PB1 
Envelope.

PB1 Envelope (with voted ballot) is 
sealed inside the PB2 Envelope.  The 
voter’s name and the line number of 
the Provisional Roster that the voter 
signed is printed on the PB2 Envelope.

The PB2 Envelope is placed in the 
Provisional Ballot Box.

http://www.montgomeryelectioncener.org/


CLOSING THE POLLS
THE DS200 TABULATOR & EXPRESSVOTE



Closing the Tabulator
Open the door to the left of where the ballots are inserted, using the barrel key.
Hold down the “Close Polls” button for two seconds
On the display screen, press the RED “CLOSE POLLS” button
The tabulator will automatically print multiple copies of the Results tape, WAIT for all copies to print and 
then sign each copy (along with other indicated officials)
Once all tapes have printed, press the RED “Finished – Turn Off” button on the display screen.
DO NOT PULL THE CARD OUT UNTIL THE RED LIGHT GOES OFF ON THE POWER BUTTON!!!!
Once the light goes off on the “Power” button, you may remove the media stick.  
Place one copy of the results tapes and the media stick from each machine and place them in Envelope 
10 to give to the deputy.
Using the silver key, open the front bottom door and remove the voted ballots.  Make sure you put the 
brown box back in the tabulator once you remove the ballots.
Fold down the display screen, close the tabulator, and lock the top with the silver key.



Closing the ExpressVote
Open the door on the left of side 
of the device using the barrel key
Push Power switch to the “OFF” 
position
Close and lock the side door.
◦Make sure the cord to the 
keypad is in the cutout slot to 
secure it properly.



Break-down the Precinct
o YOU may ask workers to:
o Remove the “voted ballots” from the ballot compartments, 

using the gray key, and pack into the converted Voted 
Ballot Boxes (tape and seal/label boxes)

o Remove all precinct and hanging signage
o Prepack all supplies neatly and place in original container
o Assist the Leadership Team in Assembling returns materials 

(“Closing” envelopes / “Ballot Accounting Certificate”)
o Extra tapes after all are in the envelopes will be posted on 

the wall of the precinct (required by law)

Make sure you have enough people to stay and 
help; no one should leave without your consent.

USE THIS LIST

June 5, 2018



PLEASE…
 Be on time – should be there by 6:00 a.m.
 Have your workers check their address on Payroll and sign below their name
 Be respectful to every voter – no matter how difficult the situation or voter may 

be
 Be courteous to your fellow polling officials – we are all in this together

 Only use the areas designated by the Chief Inspector for:
 Breaks & Meals
 Phone calls and other cell phone usage

 If workers leave the premises for lunch – PLEASE ask them to return in a timely 
manner so that everyone else can go as well

 Vote by Absentee if you are substituting outside of your precinct 
 Thursday, May 31 LAST DAY TO VOTE ABSENTEE



Two (2) precinct changes in Montgomery County
◦ County Commission District 2 – 206 Macedonia Ministries
◦ County Commission District 5 – 501 Taylor Road Baptist Church

Voter Identification
◦ Must have a valid form of Photo ID from the list of approved forms of ID

Ballot Styles
◦ Democrat AND Republican (Don’t forget the ExpressVote ballots as well)
◦ Write “DEM” or “REP” next to the voters name!

Golden Ticket
◦ Go directly to the Help Desk to vote

Poll Watchers
◦ One per candidate in the Primary and Run-Off
◦ Must present a letter from the candidate appointing them as a poll watcher
◦ Must sign the Oath of Office
◦ Report any unauthorized persons immediately to the Election Center
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