
ELECTION DAY PAPERWORK

April 2010 Election Official Training:



GENERAL REMINDERS

Refrain from making 

comments about the voters.

The votes on absentee 

ballots are confidential and 

should not be associated 

with a voter’s name.

Service animals are allowed 

in the polling place.



ZERO TAPE

Sign the zero tape 

for every ward, 

even the wards 

with no voters.

Document the 

tabulator door 

seal number on 

the tabulator tape.



PAPERWORK TO COMPLETE

Complete all 

documents 

found before 

the first tab in 

your Election 

Day binder, 

even for wards 

with no voters.



INSPECTORS’ STATEMENT

Inspectors’ 

Statement is now 

printed on two 

pages, in 14-point 

font.

Each highlighted 

item must be 

completed.



VOTING EQUIPMENT CHAIN OF CUSTODY

City Clerk’s Office provides tabulator serial number, 

prom pack seal number, and tabulator door seal 

number.

Chief Inspector verifies tabulator door seal number 

election morning, and initials Inspectors’ Statement.

Municipal Clerk provides the following: Tabulator Door Seal 116979

Tabulator Serial Number 839271  Prom Pack Seal 3829753

Voting Equipment Chain-of-Custody to be completed by chief inspector:

The Prom Pack for this polling location was locked in the Tabulator, the door of which was sealed by the 

Clerk’s Office at the public test of election equipment with seal 116979.  

Verified: Pre-election verification  JTS    (initial).  



VOTER STATISTICS

Record the number of voter slips given out for each ward.

Record the number of ballots counted by the tabulator for each ward.

The number of voter slips issues should match the number of ballots 

counted.

 VOTER STATISTICS TO BE COMPLETED BY ELECTION INSPECTORS, VERIFIED BY CHIEF INSPECTOR:

 Total number of voters, absentee and in-person.  Do not include Provisional voters.

 Number of last voter slip given out. Should equal number of ballots counted.



 Ward 79 142   Ward 80  284    

 

 Number optical scan ballots counted by tabulator (# on results tape) 

 Number on results tape.  Should equal number of voters!



 Ward 79 142   Ward 80  284    

 



BALLOT COUNT STATISTICS

Record the number of ballots counted by hand.

Record the number of Provisional ballots issued.

If number of ballots does not match the number of voter slips, 

explain what happened.

 

 Ballots hand counted, if applicable N/A   # Provisional ballots 0

 

  More voter slips were given out than ballots were counted.  

 Number of excess slips given: _________  Explain discrepancy in Incident Log.

  More ballots were counted than voter slips were given out.  

 Number of excess ballots: _________  Explain discrepancy in Incident Log.

 



ABSENTEE STATISTICS

Indicate number of absentee ballots 

counted and the number rejected.

Number of absentee ballots counted:

Ward 79  12 Ward 80 38 

Continued on Next Page

Number of Rejected (not counted) Absentees 2

Indicate the number rejected for each reason below: 

No Voter Signature 1 No Witness Signature  1   

Already Voted  ________ Not Registered at Current Address ________

Unsealed Envelope  ________ No Original Request ________



SEAL DOCUMENTATION AND VERIFICATION

Verify and initial that the tabulator door remained 

sealed all day.

Document the seal numbers used on the ballot 

bag(s).

VOTING EQUIPMENT/BALLOT CONTAINER CHAIN-OF-CUSTODY RECORD

The Prom Pack for this polling location was locked in the Tabulator, the door of which was sealed with 116979.  

Post-election verification JTS   (initial).

Seal on Tabulator door was intact throughout Election Day. 

Yes     No (Explain on Inspector’s Statement)

After the closing of the polls, the AutoMark Memory Card was removed from the AutoMark and Prom Pack was 

removed from the Tabulator.  Both were sealed in the Prom Pack bag with seal number 3612779 and hand-

delivered to the City Clerk’s Office.  (Do not remove the seal from the Prom Pack itself).

Ballots were sealed in ballot bag(s) with the following tamper-evident seal numbers: Seal number for each 

ballot bag: 8297380, ____________, ____________. 



SIGNATURES

Election Officials and Chief Inspector sign the Inspectors’ Statement at the 

end of the night.  Before you leave the polling place, ask if you need to 

sign the Inspectors’ Statement, results tapes, tally sheets, certificate 

envelopes, or poll books.

Signatures of Election Inspectors Time Worked

Bertha Henry  FULL DAY  A.M. SHIFT  P.M. SHIFT

Eleanor Dallmann  FULL DAY  A.M. SHIFT  P.M. SHIFT

Esther Wileman  FULL DAY  A.M. SHIFT  P.M. SHIFT

CERTIFICATION OF CHIEF INSPECTOR:  I CERTIFY THAT: I HAVE COMPLETED THE REQUIRED TRAINING

ADMINISTERED BY THE GOVERNMENT ACCOUNTABILITY BOARD, AND HAVE BEEN DULY CERTIFIED AS A CHIEF

INSPECTOR.  I SERVED AS THE CHIEF INSPECTOR FOR THE ELECTION DESCRIBED ABOVE FOR THE TIME PERIOD

INDICATED BELOW.

NORA STRICKER WORKED  FULL DAY

(Signature of Chief Inspector) OR  FROM _____ A.M./P.M. TO _____ A.M./P.M.

________________________________ WORKED _____ A.M./P.M. TO _____ A.M./P.M.

(Additional Chief Inspector, if applicable)



ELECTION OFFICIAL STATISTICS

Statistics from last election:

510 individuals worked at the polls.

488 were paid by the Clerk’s Office (96%)

16 were paid by their employer (3%)

6 were volunteers who received no pay (1%).

4 Election Officials ages 18-25 (0.8%)

41 Election Officials ages 26-40 (8%)

124 Election Officials ages 41-60 (24%)

166 Election Officials ages 61-70 (33%)

175 Election Officials ages 71 or older (34%)

5 of Hispanic or Latino ethnicity (1%)

2 Asian (0.4%)

19 African-American (4%)  

For comparison, 6.5% of City of Madison residents are 

of Hispanic or Latino ethnicity, 7.5% are Asian, and 5.9% 

are African-American. 



INCIDENT LOG

The Incident Log is your 

Election Day diary.  Document 

every out of the ordinary 

event, and any additional 

information that would be 

helpful in certifying the 

election results or completing 

a recount.

Document checking that your 

voter numbers matched, and 

that your poll books matched 

each other.



WRITE-IN TALLY SHEETS

“Mickey Mouse” or “Harry Potter” write-in
Record write-in on the write-in tally sheet.

Write-in for candidate already on the ballot 
Record write-in on the write-in tally sheet.  Vote will be added to the official 

tally by the Board of Canvassers.

Sign the tally sheets for 

all wards, even the 

wards with no voters.



DEFECTIVE WRITE-INS

Write-in for “None of the Above”

On ballot, mark “Defective (or Bad) Ballot #1 – voter wrote a 

statement.”  (Defective Ballots are numbered sequentially.  You 

may have already remade some absentee ballots, in which 

case this would not be #1.)  

The rest of the ballot has already been counted.  On Incident 

Log, indicate “Defective (or Bad) Ballot #1,” reason ballot was 

defective, and that the ballot was not remade.



BLANK WRITE-INS

Write-in arrow is connected, but write-in is blank.  

On ballot, mark “Defective (or Bad) Ballot #2 –write-in is 

blank.”

The rest of the ballot has already been counted.  

On the Incident Log, write “Defective (or Bad) Ballot #2,” 

reason the ballot was defective, and that the ballot was not 

remade.



RESULTS TAPE

Sign the results 

tape for every 

ward, even the 

wards with no 

voters.



BALLOT BAG

An odd number of 

Election Officials 

must sign the 

ballot bag 

certificate. 

Record the seal 

number on the 

Inspectors’ 

Statement!



ABSENTEE CERTIFICATE ENVELOPE

Three Election 

Officials must sign 

the Used 

Certificate 

Envelope of 

Absentee Electors.



REJECTED ABSENTEE CERTIFICATE ENVELOPE

An odd number of 

Election Officials 

must sign the 

Certificate of 

Rejected Absentee 

Ballots.



PROVISIONAL BALLOT CERTIFICATE ENVELOPE

Provisional Envelope 

only needs to be 

completed if you had 

provisional voters.

Envelope is signed by 

an odd number of 

Election Officials.



POLL BOOK CERTIFICATION FORM

An odd number of 

Election Officials must 

sign the last page of each 

poll list, even the poll lists 

with no voters.

Record the page number 

of the last voter.  If the 

last voter was a new 

registration, write “New 

Registration.”

Indicate the number of 

absentees for that ward.



PAYROLL

Payroll Reminders:

Print name legibly.

Indicate pay source.

Check training.

Indicate a.m. or p.m.

List both start & end times.



VOTER REGISTRATION

Check Voter 

Registration for:

Driver’s License or 

Social Security Number

Voter Name

Date of Birth

Madison Address

Signatures

Proof of Residence



THANK YOU!


