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Voting Hours

Polling places are open from 7 a.m. to 8 p.m. statewide.

At 7 a.m., the Chief Inspector makes the following proclamation:

“Hear Ye! Hear Ye! The polls of the election are now open, lv§

and will continue to be open until 8 o’clock this evening!”

Election Official Duties

As an Election Official, you are responsible for facilitating the right to vote. Remember
that your interactions with voters will directly impact their confidence in the integrity of

our elections.

Election Officials should rotate duties throughout the day. Voters are best served by
Election Officials who understand the overall election process, and cross-training
keeps Election Officials accountable to each other. It is not acceptable to refuse to

learn more than one Election Day task.

When in Doubt, Call the Clerk

I f you have any questions, do not atlP@si t at
4220 for clarification. Mostofthe Cl er k'’ s Offi ce ernohEelpyees

Election Officials troubleshoot on Election Day. The City Clerk stays in the office the

entire day, devoting her time to answerin
If you do not get an immediate answer at 266-4220, please leave a voice mail
message. You may call any of the numbers below with Election Day questions:

e Madison City Clerk Election Official Line, 266-4220

e Dane County Clerk, 266-4122

e Wisconsin Government Accountability Board, 266-8005
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Documentation

> Comprehensive documentation is the key to
J

Sy transparent elections.

d

Frequently Asked Questions The Election Officials at each polling place

create a paper trail that can be used in a

O) O1 60 AT AOI AT OAOEI T recount to recreate every incident that took
OEA #EEAZL )1 OPAAOI Oc¢
The Chid Inspector usually records most of

the events on the Incident Log. However, it
Is important that you are aware of what Incident Log, poll books, registration forms,
needs to be recorded on the log, so you can

notify the Chief Inspector whenever
something needs to be documented. absentee ballot certificates, chain of custody

place on Election Day. This documentation

I s recorded on the | nsj

poll list of new registrations, tabulator tape,

The Chief Inspector nay ask any Election forms, write-in tally sheets, and the ballot

Official to document an event on the bag certificates.

Incident Log.

O7TEAO EA xA £ OCAO (

O il AOGEET ¢ 11 %l AAOET Inspectors’ Statement

If you do not document an incident, then The I nspectors’ Statem

there is no proof that it happened. This can

be a big problem in the case of a recot Is the first item found in

where everything about the election is your polling place Election

t_)rought |nto, C]l:leAStlf)n. ‘ - Day binder.

O(1x T ATU %l AAOEIT

ET EOEAI AAAE EOAI 11

Most items will require one set of initials. The lInspectors Statem:
However, there should be two sets of chain-of-custody and an election statistics

initials for every out of the adinary report. The Cligtsédvens Of

incident in which Election Officials touch a

voted ballot. For example, apply two sets of item that must be completed on this form.
initials whenever the ballot box is opened,
ballots from the emergency bin are fed
through the tabulator, or a ballotisremade. | nspect or ' ® ceHily the eteationn t

results for your polling place.

The Board of Canvassers uses the
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Incident Log

The IncidentLogisstapled t o t he back of t hlsethisleggoe ct o1
record any event that is out of the ordinary. For example:

Incident <L - Ume ) [Eleeie
e Description of Incident Incident | Official
Occurred | Initials

Tabulator seal does not match seal listed on

1 | nspector s.’ SeeEB#l?B%esthamla_t(_)r, 6:15 Gm) EJE
but I nspectors St at HNatifedch p.m.
Clerk.

5 Two Election Officials opened compartment of ballot | 9:00 m) SAM
box to clear ballot jam. pm. | LAD

3 Power outage 10:20 EJE

4 Power restored 1025 p:m: EJE

5 Absentee ballots delivered, seal #83729. 1:30 %—% SAM

6 Tabulator jammed, emergency bin in use. 2:00 %mj EJE

- Tabulator replaced, ballots from emergency bin fed 2:15 am. | EJE
into tabulator by two Election Officials. em) LAD
Absentee ballot of Donna Hardy rejected: certificate 3:15 am.

8 S : SAM
missing voter signature. 6m.)
Remade bad ballot #1; voter used ballpoint pen.

9 Note: to protect secrecy ofbal | ot , do no| 430 am | SAM
name for remade ballot. Otherwise, their vote would @ LAD
not be kept secret in the case of a recount.

Ballot bin is full. Two Election Officials emptied bin

10 and secured ballots in ballot bags. Ballot bags 5:15 am. | EJE
guarded by Election Officials at voter registration fm) LAD
table.

Voter Lauren McMahon challenged on age, 6:00 am.

Lt challenge dropped. gm) EJE
Voter left polling place with a ballot, so we have 6:45 am.

12 iIssued one more voter slip than ballots cast. @ =IE

13 Election obser_ver Da_m Smith removed from polling 715 am. | g
place for electioneering. @
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Voter Qualifications

An individual must meet the following requirements in order to be a qualified elector:

United States Citizen.

Age 18 or older as of Election Day.

Resident of the Ward for 28 days before the election.

If convicted of a felony, treason, or bribery, has completed the terms of their

sentence including probation, parole, or extended supervision.

An individual is not eligible to vote if they meet any of the following conditions (See
State Statute 6.03):

Serving a sentence, including probation, parole, or extended supervision, for a
felony, treason, or bribery.

Determined by a court to be incapable of understanding the objective of the
elective process, or under guardianship.

Interested, directly or indirectly, in any bet or wager depending upon the result of
the election.

Temporary Resident or Worker VISA holder—not a United States Citizen.

Permanent Resident Card (Green Card) holder—not a United States Citizen.

Individuals convicted of a
felony can voteonce they
complete the terms of their

sentence, including probation,
parole, and/or extended
supervision.

Ej Voting Hours - 6 ﬂ



University Students

Students living in Madison can choose to register and vote in Madison,
or to register and vote wherever they resided before attending school.

When students register to vote in Madison, their hometown voter

registration is cancelled.

Voters Intending to Return to Madison

Voters who move away from Madison with the intention of returning
may remain registered and continue voting from their Madison
address. This often applies to Madisonians who are attending

college away from Madison, studying abroad, receiving care in a

nursing home, or away on business. These voters cannot establish

residency in their temporary location.

Voters Moving within 28 Days of Election

Voters who move within 28 days of an election are not yet eligible
to vote from their new address. These voters must vote from the
address at which they lived 28 days prior to the election, which

means that they may need to vote in a different municipality.

Voters Permanently Overseas

When a voter moves overseas with no intention of returning, they
maintain the right to vote for federal offices only (President and

Congress) from the address at which they were last registered to

vote. These voters may have moved away from Madison decades
ago, so their address in the poll book may be for a house that has been demolished.

The address may not beppeavoter be reaqil sdr dt

has been verifiedby t he City Clerk’s Office for inc¢
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Voter Photo Identification Requirements

An elector cannot cast a ballot until he or she has met the photo identification

requirements set by Wisconsin state law. Following is a list of acceptable forms of

photo ID. The photo ID does not need to show a current address.

Acceptable forms of Voter ID

-~
~

—_— -

Wi dr i
WI DOT-issued photo ID card*
U.S. passport*

Military ID card*
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*The above documents may not have expired earlier than the date of the last

e e e )

November election.

Certificate of naturalization issued within last 2 years

Unexpired Wi

sconsin

dr i

ver

s |

ID card issued by a federally recognized Indian tribe in Wisconsin

Unexpired ID issued by a Wisconsin accredited university or college—must contain

i cense

iIssuance date, student signature, and expiration date within 2 years of issuance,

along with proof of current enrollment.

Checking Voter Identification

or

If your polling place set-up allows, a greeter will check voter photo identification against

the Voter Listing/Forward Directory (list of all voters on the poll book). Voters who do

not have an acceptable photo ID will be given a clipboard with a provisional voter

envelope.

If you are not using a greeter, voter photo identification will be checked at the poll

book.
E I

ection Officia

| s | ook

up
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When checking a voter ID, you are verifying that the ID meets the criteria of an
acceptable ID, that the name reasonably corresponds to the name of the poll book,
and that the photo reasonably resembles the voter. You are able to use common

sense and discretion in checking the IDs.

College students using a student ID containing a signature, issuance date, and
expiration date within two years of issuance must also provide proof of current
enrollment. This could be a letter from the college/university, tuition bill for the current
semester, a current class schedule, a signed ASM bus pass for the current semester,

or a sticker on the ID card from the SERF or the NAT for the current semester.

The poll book table has blue voter slips for provisional voters. The Provisional Voter
number, ward number, poll book page number, and provisional reason are written on
the provisional voter slip. The voter is sent to the provisional ballot table with the

provisional voter slip and clipboard containing the provisional ballot envelope.

Photo ID Exemptions

Photo ID is not required for the following absentee voters:
e Military voters

e Voters who are permanently overseas

e Confidential Voters

Photo ID Exceptions

Photo ID is not required but is replaced by alternative documentation requirements

(additional language on absentee ballot envelope) for:

¢ Indefinitely confined voters

¢ Nursing home residents and other voters who have ballots delivered by Special
Voting Deputies

e Residents of Care Facilities who are not visited by Special Voting Deputies

Voting Hours - 9



Poll Lists

Every ward has two duplicate poll lists (also known as poll books, voter lists, or

registration lists), one for the City Clerk and one for the County Clerk. Registered

voters are listed in alphabetical order by last name, then by first name. The original,

bound poll lists will contain the names and addresses of all voters in the ward who

registered to vote more than 20 days before the election.

Sample Poll List

Notes Ward/Dist Voter ID Voter #

/Ballot & Barcode
Names beginning with the letter [A]

wWD1 0000123456
13251-001-3269 I I M

MMSD
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81

Names beginning with the letter [C]

WwD1 0000143457
13251-001-3269 I I M

MMSD
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81

Names beginning with the letter [P]

WD1 0071548959
13251-001-3269 [N T e m

MMSD
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81

Names beginning with the letter [S]

wD1 0008374456
13251-001-3675 I (TN TN
MG
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81
WD1 0008374456
13251-001-3675 I (THTINE THAECne

MG
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81

Name and Address

ANTHONY, Susan B
100 Voter Lane
Madison, Wl 53716

CATT, Carrie Chapman
1500 Ballot Way
Madison, WI 53716

PAUL, Alice
501 Automark Road
Madison, Wl 53716

STANTON, Elizabeth Cady
2100 Election Drive
Madison, WI 53716

STANTON, Henry B
2100 Election Drive
Madison, Wl 53716

Voter Signature

Voting Hours - 10




Deciphering the Poll List

To the | eft of each voter's
number, districtcombinat i on code, and
Within the district combination code, 13251 indicates City of

Madison, the next three digits are the ward number, and the
next digits indicate the school district (3269=Madison Metropolitan School District,
3549=Middleton-Cross Plains Schools, 5901=Verona Area Schools, 5656=Sun Prairie
Schools, 1316=DeForest Schools, 6181=Waunakee Schools, 3675= Monona Grove
Schools, and 3381=McFarland Schools).

The Statewide Voter Registration System does not allow us to change the ballot
combo to the actual ballot header code for that voter, but we try to change this code to
something meaningful when ballots are school district specific. The sample poll list on
the previous page is for a ward split between the Madison Metropolitan School District
and the Monona Grove School District. The fine print indicates the Aldermanic,

Congressional, School, and Assembly Districts.

The numbervoterIDcolumni s t he voter’s number in the
System (SVRS). T h e (dde will dcdn she afcdde underneath the voter

number after the election to update the voter history in SVRS. If someone voted in

more than one municipality, SVRSwi | | i denti fy that discrep

will notify the District Attorney.

The notes column on the far left-hand side of the poll list may contain watermarks. An
-Ab s e n twaterniiark indicates that the voter received an absentee ballot from the
City CIl er khesevotork dre atlosved to cast a vote at the polls if you have not
yet processed their absentee ballot. If their absentee ballot has already been
processed, you will need to tell the voter that their vote has already been counted. An
absentee voter can only vote at the polls if they beat their ballot to the tabulator. If they

vote in person, their absentee ballot will need to be rejected.

Voting Hours - 11



A “POR Required” watermark means a first-time Wisconsin voter registered by mail
and failed to provide proof of residence. The voter has been notified that he or she will
need to show proof of residence at the polls. If the voter is unable to provide

acceptable proof of residence, he or she will need to vote a provisional ballot.

The rectangular boxes on the right-hand side of the poll book are for voter signatures.
Only one copy of the poll book needs to be signed by voters, but you will need to

collect all signatures in a single poll book.

Supplemental Poll List

Voters who registered to vote 20 to 7 days before an election will be listed on a
supplemental poll list, usually consisting of two duplicate pieces of paper found next to
the bound poll lists in the supply tote. Your ward may have no late registrations and,

therefore, no supplemental poll list, especially for an election with low turnout.

The supplemental poll list may not look just like the original poll list; it shows a table of
names, addresses, and voter identification numbers, but does not have any bar codes.

Voters will need to sign their names on this list, just as they would sign the poll book.

Voters who registered to vote within a week of the election will be listed on an
additional supplemental poll list, which is delivered with your absentee ballots (most of

these late registrants are absentee voters).

Sample Supplemental Poll List

Voter Name Address District Combo Voter ID

Burns, Lucy 201 Registration Lane 13251-001-3269 0000348951
Minor, Virginia L. 2500 Primary Drive 13251-001-3269 0000465842
Truth, Sojourner 428 Optical Scan Way 0000945132

13251-001-3269

Voting Hours - 12




Poll List for New Registrations/Changes of Address

Voters who register to vote on Election Day are recorded on another supplemental poll
list at the voter registration table. Voters who have registered to vote but did not pull
into any poll list are added to this supplemental poll list by hand after Election Officials

have verified the voter registration with

This supplemental poll list is a carbonless form that can be found in the accordion

folder of materials for the voter registration table. Election Officials complete this poll

list by hand on Election Day. It is important that this list be legible because, in addition

to recording who voted, itisused to helpthe Cl er k' s Of fi ce deci p!

writing on Election Day voter registration forms.

If a voter has moved within a ward or changed his or her name, he or she needs to
complete a new voter registration form, and the Election Officials should record the

voter slip number on the poll list for new registration/change of address.

TheCityCl er k'’ s Of fi ce wi |l | -clieskeahattit propsrly pracéss thel i s

correct number of voter registration forms for your ward.

Sample Poll List for New Registration/Change of Address

Please Print
. Voter .
Last Name First Name Street Address Slip # Voter Signature
1. Katharine Ludington 301 Regjistration Lane 2 Kathy Ludington

Signatures do not need
to be legible.

Voting Hours - 13



Processing Voters

vo I ERS As registered voters enter the polling place, they must

y state their name and address. This requirement even
PLEASE Gwe Electlon applies to your spouse and your neighbors. The only
Oﬂicials Your exception is for confidential voters. Voting is a public

act. Election observers and other voters must be able
l- I-a'-it Name o= to hear the name and address so they can challenge
2. First Name

the voter if necessary. If a voter is unable to speak, an

3,Address El ection Official will annot
address.
Check the poll | i slIfthefvaer is redisteredvabhis errhér surrenta me .

address, ask the voter to sign the poll book.

Voters who are unable to sign the poll book because of a physical disability are exempt
from signing the poll book. Write —exemp:
Remember, not all disabilities are visible. Under the Americans with Disabilities Act,

the voter does not need to tell you the nature of his or her disability.

If a voter declares that he or she is unable to sign the poll book because of a physical
disability but you know that to not be true, you will need to proceed with the challenge
process. If a voter refuses to sign the poll book for any reason other than a physical

disability, you cannot issue that voter a ballot.

Issue a voter slip number once the poll book has been signed. Voter slips are
numbered sequentially within each ward. The first voter of the day gets voter slip #1,
and the second voter of the day gets voter slip #2. The color of the voter slip matches
the color of the poll list, which matches the label on the package(s) of ballots for that
ward. If there is only one ward at your polling place, the voter slips and poll books will
be white.

Voting Hours - 14



Assi st each other by calling out a page

n |

poll list. Use aredpentocarefullyr ecord the voter slip numb

name on the poll list. As you record the voter slip number, repeat the name of the
voter and the voter slip number aloud. This minimizes mistakes on the poll list. Hand

the voter slip to the voter.

Election Officials are required to reconcile the poll lists throughout the day to ensure
that the completed poll lists will be identical at the end of the night. This can be done
as you check-in each voter by counting and comparing the number of voters recorded
on that page of the poll list. Or, you can compare names and voter slips numbers
throughout the day, placing a checkmark after the name of each voter you have

reconciled. This eliminates the need to keep reconciling the same voters all day long.

Sample Poll List

Notes Ward/Dist  Voter ID Voter # Name and Address Voter Signature
/Ballot & Barcode

Names beginning with the letter [A]

wWD1 0000123456 1 ANTHONY, Susan B
13251-001-3269 1 I 100 Voter Lane W
MMSD Madison, WI 53716
ALD:ALD16 CONG: CG02 USCH:US3269 ASSM: AS81
O# Al A1T AAOGEI 1T T AOAOOAMKse b1 1T E OEOI OCE OEA 1t

No, observers may not ever touch the pbbooks. Only the Election Officials can touch the poll
lists because they are the official record of who has voted. If time permits, an Election Officia
can turn the pages of a poll book to allow an election observer to see who has voted, but und
no circumstances may an observer touch any official ElectioDay documentation.
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Voters Not Found on the Poll List

There are sever al

Voter registered late. Vot er s who

regi stered

reasons

a

vpolitlig:r ' s

I n

name ‘

t he (

registration will have a certificate of registration. They may present this certificate to

the Election Officials, but are not required to do so. Record voter slip numbers on

the supplemental poll list. The voter may keep the certificate of registration.

Voter is not registered at current address. If the voter has yet to register to vote

at this address, send him/her to the voter registration table.
t he

accordion

Voter’s name is misspelled. Look up

(voter listing) found in your poll bookt a b | e

v ot eaverse diractby r e s

f ol

der .

misspelled, note the correction on the poll list corrections form found in the front of

your Election Day binder.

Voter is at the wrong polling place. Check the ward specific street directory

foundinyourcheck-i n t abl e accor di

on

f ol sitreetand 0 ma

address are within your ward. If the address is in another ward or municipality, then

direct the voter to the correct polling place.

Voter’s registration was cancelled. The Government Accountability Board mails

postcards to verify voters reside at the address on their registration forms. When

postcards are returned

as

un

del

ver abl e,

associated voter registration. Registrations are automatically cancelled when the

voter registers to vote elsewhere, the voter record matches a felon record, or the

voter record matches a death record.

Registration Verified by Clerk’s Office: If the voter insists that he or she is

with a notationof —S VR S .

Voting Hours - 16
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Election Day Voter Registration
Wisconsin allows voters to register at the polls on Election Day, with an acceptable

form of proof of residence. Registration forms are in a tool box at your polling place.
Spanish and Hmong forms are in the registration table accordion folder. Voters may fill
out the registration form online, print it out, and bring it in to the polling place for the
Election Officials to verify and finish. Clipboards are provided in your blue ballot box so

voters can complete the registration form while standing in line.

The City Cl er k'’ s Ofahdcleekmdrks o tha itdreegistratiomr o ws
form, to help identify the sections that absolutely must be completed for a valid
registration. Voter registration forms need to be legible so the voters are registered at

the correct address, with their names spelled correctly.

—_ Sample —

An arrow —
. - Wisconsin Voter Reglstraﬂon App]lca‘non O pamigw el —|
indicates [mees |
H fﬂ Tt RO YOUT MU 1|ND«= clork, kess dircctod DI.H i
that this
- v mal, you mst also provide 3 oo
SeCtI On nis application your valing fights
must be ’ e
completed. ) - ]A123 4567-8910-10
cow Digits {anly  no Diteer Licenae isa ed‘ x){}( )(x
_[rin“\;,\. name exactly @5 i ApPRATs on the document, the number rw'ﬂw,oupra wiiterl N B 2 (Drbver Liensall Cas cp o s .m...\,c =)
‘ Last Marm |J¢\n1h0m,r First Marme ISuban
3 - -
Didce Mame B Suaffie jag w2 we) || hone # |
- T — |gg.'15,-1320 Emil Adciress
B ;1_ Resideriis Addiess: Slrest Numbat & Nsme| 205 State St o
- et e [4 [ madison [ swame Jwn 53703
|| [ Wstting Acdress: Street Hurter & Narne
) S
At Nurber E_cily [ Stk AP I
Latst hlame Firal Nams
5 S
_ it Mame |:-i|n:'lx py T w
[ 2
= | Address: Strept Rumber & Name | 1234 Fifth Ave
o ——— -
7 & At “"""‘-‘”I iy Milwaukee | Sale & 2P W] 53202
Gutotstale Diwer censa fumber | - -
if appicable) a
Accommodation needad & I.)cil Iocﬂon {6 wihaek
sl
8
[]F am interested in being a poll warksr 1 - A Check
Please anzaar 1 faboaing questions by fillng in “Yes' o "No™ . .
y silizan o ited States of Amari Bvas O He By fillad in Mt #a EITHER of thy
* o i "\'nf:," L%é‘;’m’!"r :,”@'Zﬁ‘ﬁ.é J”J.';“Za,e e q.?;ﬂ.oni qgmfm?n':fm?ﬁ“ r° orm. = indicates
that this
o g
10
k gty fﬂf"’hﬂ"ﬁiﬁiﬂ.'.i"a’;c.”n“ et e section
Ploats s ol to acim nmdg that you ave read and undesstand the sbove
S P must be
| o | ;‘f @3 /f/_f/ 110212010
Eloctor Pl M’V}’j Becsonps vowrs |49 4 com p I EtEd
[ [Carobarator § Amsistant Sigrale ‘cboralor! AssislEnl Address Pl e Uity Bill J by the
12 o N
FREET 12345 Election
It — — — L —
Oifficiala Signatura SROs printed name and SADE -
v (lvatvam Lancobun i Official.
-~ — L e
V[ |ur..| |ue.| |w - | T I - l’ P [—
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— Sample —

Wisconsin Voter Registration Application

Confideniial Elector D% [ SVRSID#
HIRE « Seeuiential 5 O er

iaf Uiss Ot} {Otfia s Qu

O Submitted hy Mail
(Csifcial tsa Grlyt

Instructions for completion are on the back of this form. Return this fornt ta your municipal clerk, unless directed otherwise

» Please use uppercase (CAPITAL} letters only  Fill in circles as appropriate

« If you have not voted in Wi and are submitting this application by mail, you must also provide a copy of your proof of residence (see reverse)
» NOTE: Ifthis is a change of address, then upon completion of this application your veting rights will be cancélled at your previous residence

uogansy]

T ,
Diewwtvotr | Municipality | Bvesee | Madison
1 | £ Name Change - s
LI Address Changa County Dane
Wisconsin Driver License or iD A1 23 4567 89 .i 0 1 0 | hava neither 2 WI
‘ 2 Number (DL # required if issued) - - - DriversLim_zr:ssel D &

nor a Sociat Secun

Soclal Secuily Number - Last Four Digits (only if no Driver License issued) i KXKX-XX- Number

Section 1 is pre-printed for City of Madison and Dane County.

Section2r equires a Wi sconsi n f@any-reg@strdntsvithlai c e n s €
Wi sconsi n Dr i Voens unablelonuowdlingteprovide their Wisconsin

Dr i &lecense number must vote a provisional ballot.

Only voters withouta D r 9 License’may list their Wisconsin State ID card number (if
applicable), or the last four digits of their Social Security Number. Voters with an out-
of-st at e densewould list thé last four digits of their Social Security Number.

Voterswhohaven o Wi s ¢ 0 n s icanse,cho \\Viscensin state ID card, and no

Social Security Number check the box to the right.

HAVA Checks

Dri ver 6s Li erg Ibsad nambend) and Social Security numbers

are verified behind the scenes in an interface between the Statewide Voter
Registration Syste m, the Wisconsin Department of Transportation , and the
Social Security Administration. We refer to these verific at i ons as
Checksdé6 because they are done to compl
(HAVA). When a HAVA check results in onot
follows up with the voter to correct any inaccurate information.
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Print your name exaclly as it appears on the document, the numbder of :Nhich you provided in Box 2 (Oriver License/iD Cardo_rs‘odsl Security Card)
‘ s Last Name Anthony First Name | Suysan
Middle Name |B Suffix ag Jr 1! a) IPhone # 1
“ ] g Bate of Birth (wbrvvyry) |02/1 5/1820 Email Address
g Residence Address: Street Number & Namel 205 State St
o 1 (et e [ |ery  [madison [ seeszip |W1 53703
Mailing Address: Street Number & Name
| [t [T Jow [ sewaze |
Section 3shouldlistt he voter’s name a bstedinseaignpvwe,ands o
must 1 nclude t he. Make sanethe yedraftbeth is hot lsied as h

the current year. Otherwise, the voter would not be old enough to vote!

Section 4 requires a City of Madison residential address in a ward that votes at your
polling place. Some City of Madison addresses near the city limits will have an

address with a Verona or Middleton address and zip code. This is fine as long as the
street address is listed on your ward specific street directory. If this address is not in

your ward, send the voter to the correct polling place.
Section 5 is optional.

Section 6 is for voters whohavechanged t hei r name. The Cit

update their name in the Statewide Voter Registration System.

Section7shoul d | ist the voter’'s previous addr
as heorshecanremember. The Ci ty CIl e rakceltheirOdter negiseationi | |

at the previous address.

B Mailing Address: Street Number & Name |
® Apt Number Eity | State & ZIP
t ast Name First Name
- Middie Name_ | Suffix (sq Ir It etc)
% Address: Street Number & Name | 1234 Fifth Ave
7 @ Apt Number l City Milwaukee State &ZIP | \WI[ 53202
Qutof state Driver License Nurnbsr Expires
{if applicable} {MIDAYYYY)
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Accommodation needed at poll localion (e g wheelchair If you de not have a street number of address use the map to show where you five
access): + Mark crossroads &
8 « ‘X' where you live Bxemie l + I o l l———
- o » Use dots for woodshuck Road o | A
[]1 am inferested in being a polt worker landmarks R [* 1 [

Section 8 has a map for homeless voters to draw a diagram of where they intend to

return at the end of each day. Voters can express an interest in becoming an Election

Official in this section. Section 8 also asks whether voters need an accommodation at

their polling place, although all polling places must be accessible.

Please answer the following questions by filling in “Yes" or "Na™

2 Wilf you be 18 years of age en or before election day?

9 1 Are you a citizen of the United States of America? #'ves) 01 Mo If you filled in“Na™ in response to EITHER of these
E Efye 1 No questions, do not complete this form

Section 9 must be completed. Here, the voter verifies that he or she is a United

States citizen who is at least 18 years old.

| hereby certify, to the best of my knowledge, that | am a qualified elector, a U.S. citizen, at least 18 years old or will be at least 18 years old at the time

of the next election, having resided at the above residential address for at least 28 consecutive days immediately preceding this election, with no

10

State and Federal laws. If completed on Election Day: | further certify that | have not vated in this election
Please sign below to acknowledge that you have read and understand the above.

present intent to move. | am not currently serving a sentence including probation or parole for a felony conviction, and not otherwise disqualified from
voting. | certify that all statements on this form are frue and correct. If | have provided false information | may be subject to fine or imprisonment under

Section 10 is a voter certification that he or she is qualified to vote, has resided within

the ward for at least 28 days prior to the election, and has not already voted in this

election. The voter further certifies that the information on the voter registration form is

true and correct, and that he or she is not ineligible to vote.

‘ 11 | signature or @\ (J—L ## ‘ Today’s Date (MD/vvYyy 10/1/203.0 h
» Eléét'or: i X %&J’M@ . s 72 20’?’2% EESEPBE»DWVVOEF# ?r’

Section 11 must be signed and dated by the voter. If the voter cannot sign his or her

name, they must make their mark on the registration form or have an assistant

complete section 12, —Assi

st anllt

Si

gnatur e

The Election Official lists the voter slip number on the registration form. If a voter

chooses to register but not vote on Election Day, no voter slip number will be listed.

Keep a handful of voter slips (not an entire voter slip pad) at the registration table.
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1 1
Falsification of information on this form is punishable under Wisconsin law as a Class I felony. |0 of Residence type U \

Assistant Signature: Assistant Address:

Proof of Residence #
12 {omeat se oy

12345

Section 12 is used by the Election Officials to list what the voter used as proof of
residence. Thi s i nformation I s needed f grocess the
application. You may use the abbreviations found on the proof of residence reference
card in your registration table accordion folder. The following items are acceptable

forms of proof of residence:

U — Utility Bill, a current (up to 90 days old) gas & electric, cable, phone, or cell phone

statement showing the voter’s name at

W — Wisconsin Driver’s License/Department of Transportation-issued ID Card,
current and valid, s htoevaddresslisteb@athe ot er ' s

registration form.

B —Bank Statement, current statement, showing t

listed on the registration form.

T — Tax Bill forthe currentyearor preceding year ssowiogeth

name at the address listed on the registration form.

R — Residential Leasef or a time frame that i ncludes

name at the address listed on the registration form.
P — Paycheck showing the name at the address listed on the registration form.

G - Any Government Check or Document showing the name at the address listed

on the registration form.

S — Student ID issued by UW-Madison or Edgewood College that includes photo, as
long as the voter is listed on the certified housing list provided by the university or
college for the address listed on the registration form. This option is not available

for students in private housing.
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Unacceptable Forms of Proof of Residence
e Business card

e Magazine subscription

e Expired driver’'s |icense
e Expired state ID card
e Qutof-st ate driver’'s | icense

e Piece of mail addressed to the voter

o Letter from the Clerk, informing voter that they need to provide proof of residence

e Birthday card from Grandma

No Proof of Residence

If an individual registering to vote cannot provide proof of residence, they cannot

register to vote and, therefore, cannot vote.

Election Official Signature

The Election Official must sign the registration form and indicate the ward number.

; SRDs printed name and SRO#

1

Gificial's Signature:

v

St Senats.

v

Cly Sepr

[ TholAge

T
Watd 25 |s:a Dist { ider
H

Issuing Ballots
The voter presents a voter slip to the Election Official issuing

ballots. You may have already marked the ballot with the ward
number and one set of Election Official initials. Do not put the
final set of Election Official initials on the ballot until the voter
hands you a voter slip. Adding the second set of initials only
takesa s | as it takes to

ong say,

ensures that no voter will accidentally receive two valid ballots.
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. Ward1
Bilﬁgteﬁ:y__
VIRB

[Fritiale of Inspectora)

( OFFICIAL FALLOT

Abzent Elector's Ballot
issusd by

(Fnitials of MuAdcipal Glerk or Daplity
Clars)

Tertfication of Elevior Assistance
F cerlify that this bzllot was marked by
- e for an elector who is authari-ed
undei thie law o haws agssisiance, upen
redjuesd. and as dirscted By the clactor

[SOMAtUrE of assistng ndiAdaalns
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The color of the voter slip matches the color of the poll book for that ward, and the

color of the label on the package of ballots for the ward. It is recommended that you

use a highlighter along the side of your stack of ballots as an extra reminder of the
appropriate voter slip color for that ballot. Generally speaking, the largest ward at a

polling place has white voter slips, the next largest ward has green, then cherry, buff,
salmon, gray, and ivory. When a ward has more than one school district and the ballot
includes school districtoffi ces or referenda, the Clerk’s

to indicate which voters live in the smaller school district.

All used voter slips are kept by the Election Officials to be sealed with the ballots at the

end of the night. The voter slips will be examined in the case of a recount.

Voter Instructions _INSTRUCTIONS _
Instruct the voter to complete the broken arrow pointing FOR MARKING BALLOT

- = .
to the candidate or party of his or her choice. Ask the -— {o_vDTE'
voter, —Are you familliar Wi—t—En: 0
_h ‘.-1.1... %

Do not point to any candidate’s name or any party on the ballot. Instead, point to
the broken arrows on the Instructions For Marking Ballot sign to demonstrate how to

make selections on the ballot.

If the voter choosestowrite-i n a ¢ andi ,dhadrshé should eomrmect the arrow

pointing n,oll #twhran ewri te Iin the name of t he
When we have a double-sided ballot, remind the voter that the ballot is double-sided.

Be careful that your instructions cannot be misinterpreted as instructing the voter to
vot e —f or Il Yosaemettabieitonppvide the voters with any information about
candidates on the ballot, even if asked. If a voter asks for interpretation of a

referendum on the ballot, refer him or her to the legal notice posted at the polling place.
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Ballot Security

Several years ago, Election
Officials pre -initialed a stack
of ballots at a polling place

in a neighboring community.

This polling place needed to
be temporarily evacuated
that day because of a fire
alarm. The Election Officials
left the voting materials
behind as they evacuated
the building (not a
recommended practice ).

While the Election Officials
were waiting outside of the
building, several voters
helped themselves to a ballot
and fed the ballot through
the tabulator.

At the end of the night, the
Election Officials discovered
that they had several more
ballots than voters. There
was no way to identify which
ballots should not have been
counted be cause all ballots
were pre -initialed!

After the election, there had

to be adowmaa wof

ballots; the excess number
of ballots was drawn at
random, and the votes on
those ballots were
subtracted from the final
tally.

Hand the voter the initialed ballot and ballot marking pen
without the cap. Ballots marked with other pens may not
be properly counted by the tabulator. A voter may
choose to use a secrecy sleeve to carry the ballot to the
tabulator. The secrecy sleeve should not be fed into the
tabulator, or the tabulator will jam. Once the Election
Official issues a ballot to the voter, the Election Official
should not, under any circumstance, handle the ballot

unless requested to do so by the voter.

Direct the voter to the voting booth. Election Officials
should be no closer than 10 feet away from the tabulator
and voting booths, unless assisting a voter. Never
escort the voter to the booth and/or tabulator unless he

or she asks for assistance.

After marking the ballot, the voter should go directly to
the tabulator. The tabulator is ready to receive the next
ballot as soon as the green light illuminates on the front
panel. The ballot can be inserted in any orientation (top,
bottom, front, or back). The tabulator will pull in the
ballot, count it, and deposit the ballot in one of its locked
compartments. The tabulator will jam if the voter does
not release the ballot when feeding it into the tabulator.
Once the tabulator accepts the ballot, the secrecy sleeve

and marking pen should be left on the tabulator.

¢ Do not stand this close to the
tabulator! Stay approximately 10
feet away to give voters privacy!
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Tabulator Testing

Ballot Returned to the Voter
How do we know that the

The tabulator returns blank or over-voted ballots to the tabulator is counting the
ballots correctly?

voter, providing an opportunity to mark the ballot or

Once the ballots are printed,

obtain a replacement ballot. The voter removes the the City Clerkos

ballot from the tabulator, and the Election Official a public test of the electronic
votin g equipment (tabulators
discreetly reads the tabulator printout message to the and AutoMarks). Election
Officials participate in this
voter. Do not grab the ballot from the voter. If the process and test the

tabulators as part of their

voter insists on casting this ballot, the Election Official -
hands -on tabulator training.

presses t h e thdugh thkeessyall hole in the back of This public test is noticed in
_ _ the newspaper, and at times
the tabulator to override the ballot. The tabulator will members of the public will

) come to obs erve the process.
count what it can.

Each tabulator is tested to

Replacement Ballots read the ballots for its
polling place destination.
If a voter makes a mistake and needs another ballot, do Tabulators are tested for
. . _ each individual candidate,
not assign a new voter slip number. The voter will straight party votes, over -

votes, under -votes, write -in

need to partially tear the spoiled ballot and deposit it in votes, and cross -party votes.

t he envel oped | abeled —di s :
The individual s testing your
the replacement ballot any differently than any other tabulator have documented
] the tabulator serial number,
ball ot you i ssue, but enotes o prom pack seal number, and
section of the pol l book, tabulator door seal number
on your I nspecto
the same procedure if the voter needs a third ballot, and Statement. Itis important
_ _ that you verify these seal
record —third ballotl in t numbers to prove that

nobody has tampered with
the electi on equipment since

other words, three ballots, and the voter is out of its public test.

more than two replacement ballots to a single voter. In

replacement ballots.

Sample Poll List

Notes Ward District Ballot Name and Address Voter # Voter ID
Combo Combo

2nd WD1 13251-001-1 MMSD ANTHONY, SusanB 1 0000123456

ballot 100 Voter Lane

Madison, Wl 53716 (TN T
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Party Preference Vq

For a Fall Partisan Primary, tell the voter to select a party at the

top of the ballot and to vote within that party only. Selecting a \%/
party on the Partisan Primary ballot instructs the tabulator to count the votes within that

party in the case of cross-party voting. Otherwise, voting in more than one party for

this primary would invalidate the ballot, and no votes would be counted.

Assisting Voters

Voters who are unable to mark or read a ballot on their own are not required to use the
AutoMark Voter Assist Terminal. Voters may choose to have someone assist them in
marking the ballot. The voter can choose an Election Official or another individual to
assist him or her, and does not need to justify the need for assistance. The person
assisting the voter does not need to be an eligible voter; an 8-year-old child could
assist in marking the ballot. However, the person providing assistance cannot be a
candidate,t h e v o tpleyer, os an efficer or agent of a labor union that represents

the voter.

When a voter receives assistance in marking the ballot, the name and address of the
individual providing assistance is recorded in the poll book (even if an Election Official

provides assistance). The person assisting the voter must sign his or her name on

ballot under Certification of Elector Assistance.

OFFICIAL BALLOT
MNOMPART] E.:\N OFFICE
APRIL 3, 2067
far
Sample Poll List ' g
Notes Ward Name and Address Voter # _ '
[Friitiafe of Ikspectors) —
Assisted by WD1 STANTON, Elizabeth Cady 12 Abzent Electors Ballol
Lullabelle Bechtol 2100 Election Drive fesued by
2104 Election Dr. Madison, WI W RE= MuﬂiéllpaL:lc:lsrk or Depuf
e
ficalion of Elecior Assiatance
F o v that this bsllot wos marke
A for an elestar who iz authorized
undei the law bo hawe assisiance, upen
reques=d. and as dirscted by the clactor
Lullabelle Bechtol
(Sighature of assisting ndividaaly
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AutoMark Voter Assist Terminal

Any elector may use the AutoMark. This machine is a printer that marks your ballot.

The voter should insert an unmarked ballot into the ballot feed tray. The ballot may be
inserted in any orientation. Voters may make their selection by using the touch screen,
Braille keypad, or their personal Sip-N-Puff device. Headphones are provided for
voters using the Braille keypad and voters wishing to hear the ballot instructions and
prompts. Do not leave the headphones plugged in when not in use, or passersby may

be able to over hear voters sel ections.

The AutoMark will not allow over-votes, and will provide the voter with a summary of
his or her selections before marking the ballot. Voters may vote for write-in candidates
when using the AutoMark. The AutoMark does not record any votes. Ballots marked

by the AutoMark are put through the tabulator to be counted.

Election Officials should be available to answer questions about the AutoMark, but
should not be involved in the vote selection process. Election Officials should not

hover over voters using the AutoMark.

The AutoMark is required by federal law,
and is an important part of making our
polling places completely accessible to
voters. The City of Madison has made
polling place accessibility a high priority.
Election Official commentary about the cost
of the AutoMark or the percentage of voters

who use the AutoMark should not be voiced

at the polls.
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Fostering Accessibility

Accessibility does not stop at the AutoMark Voter Assist
Terminal. Election Officials play a vital role in making the

polling place welcome and accessible to all voters. Here are

|| some guidelines from the National Organization on Disability:

Be aware that federal law allows voters to receive assistance in the voting booth.
Remember, all voters deserve courteous attention in exercising their right to vote.
Be considerate of the extra time it might take for a person with a disability or an
elderly person to mark their ballot.

Give unhurried attention to a person who has difficulty speaking.

Speak directly to the person who has a disability, rather than speaking only to the
companion who may be accompanying him or her.

Speak calmly, slowly, and directly to a person who is hard of hearing. Your facial
expressions, gestures and body movement
or speak in the person’s ear. I f full
Before pushing someone in a wheelchair, ask if you may do so and how you

should proceed.

Greet a person who is visually impaired by letting them know who and where you
are. When offering walking assistance, allow the person to take your arm and tell
him or her if you are approaching steps or inclines, or are turning right or left.

Be aware that animals that assist people with disabilities must be admitted into

all buildings. Such animals are highly trained and need no special care other

than that provided by the owner.

N N A O Y O
Watch City of Madison Election Officials demonstrate many of these
situations in the Government Accountability Board VideaAccess to
Voting z Access to Democracy This video is linked to our website at
www.cityofmadison.com/clerk/election/pollWorker/training.

A A A AT A A A A A A A A A A A A A A A A A A A A A A AYA A A A A =~
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Translators

The City of Madison is fortunate to have many

Election Officials who speak a second language.

When the need for translation is identified in

advance, the Clerk’ s Office wildl assign E
accordingly. Election Officials who speak Spanish are given a badge that reads,

—H a lk$paiol. [MThese Election Officials are not limited to translation; they are trained

on all Election Day tasks.

If a voter is not proficient in English but there is no translator at your polling location,
refer to the front pocket inside your Election Day binder. The City of Madison has
interpreter services available over the phone, just follow the directions on the card

| abel ed, —Need an I nterpreter??l

Wheneverareferendum question appears on the ball
legal explanation for the question translated into Spanish, for posting at each polling

location.

Braille Ballots

Electors may make arrangements in advance
to vote on a Braille absentee ballot in the
Clerk’'s Office, have a Braillle absentee b
sent to them through the mail, or vote on a '
Braille ballot at their polling location. City

employees who are able to read Braille verify

the language on these ballots.

For those of us who cannot read Braille, labels along the right-hand side of the ballot

indicate the name of each candidate.
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Braille ballots requested for your polling place will be found in a large brown envelope
in the blue supply box. A label on the front of the envelope will indicate which voter

requested this ballot.

When the voter checks in, assign a voter slip number. Do not indicate on the poll book

that the voter used a Braille ballot.

Remove the Braille ballot from the envelope, and have two Election Officials initial the
ballot. Give the ballot, envelope, and a red pen to the voter. The voter takes the ballot
to the voting booth, marks the ballot, seals the ballot in the envelope provided, and

hands the envelope to an Election Official.

Two Election Officials place the envelope in the emergency bin in the front of the blue

ballot box (use the blue ballot box key to unlock and relock the emergency bin door).

Note on the Incident Log that the emergency bin was opened to secure a Braille ballot.
Againdo not | ist the voter’s name with this

the right to a secret ballot, just like everyone else.

As time permits, two Election Officials will remove the envelope from the emergency
bin and duplicate the Braille ballot so it can be fed through the tabulator, using the
Good Ballot/Bad Ballot labels in the front of the black binder. Note on the Incident Log

that the emergency bin was opened to remove the Braille ballot for duplication.

Once duplicated, the Braill e b a lbdllastthatihae i n

been duplicated, |l and secured with the re:
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Curbside Voting o

Wy
i

Voters may request to receive their ballot at the curb of the polling t

place if unable to enter the polling place.

An Election Official announcest he voter’s name and the f
to receive a curbside ballot. The appropriate voter slip number is recorded in the poll
book, with a notation, —b al | ot r e c e i Vhe durbside votehdees dobsmgn . |
the poll book. Two Election Officials carry the ballot, ballot marking pen, and a secrecy
sleeve to the voter. Once the voter has finished marking the ballot and places the

ballot in the secrecy sleeve, the Election Officials carry the ballot back into the polling

place.

One of the Election Officials announces , havela ballot offered by (name of voter).

Does anyone object to the reception of this ballot? llIf someone does object, follow the
challenge process. Otherwise, the ballot is immediately fed through the tabulator. The
event is recorded on the Incident Log and initialed by both Election Officials involved in

the process.

Sample Poll List

Notes Ward District Ballot Name and Address Voter # Voter ID and Barcode
Combo Combo

Ballot WD1 13251-001-1 MMSD  STANTON, Henry B 54 0000198765

Received 2100 Election Drive

At DOOI ALD:ALD16 CONG:CG02 USCH:US3269 AssM: Assl Madison, WI 53716 THOECTTEIE T

Frequently Asked Questions:

Can curbside voting be used if the elector also needs to register to vo&s?the elector can
both register and vote at the curb.

Can the Electim Officials take a ballot to someone who lives nearby but cannot make it to
the polls? No. Curbside voting is only available at the curb of the polling place.
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Absentee Ballot Deliveries

Absentee ballots can be processed at any time during the

day. Absentee ballots returned

CITY OF MADISON
ABSENTEE BALLOTS

week before the election can be found in your blue supply

tote, in a sealed carrier envelope. A courier will deliver

additional absentee ballots, if any, to your polling place by 4 p.m. in an absentee ballot

bag sealed with numbered, tamper-evident seal.

is labeled for your polling place, and that the seal number on the bag

matches the seal number indicated on the absentee chain-of-custody

&, presented by the courier. If the seal is broken or the seal numbers do not
match,cal | t he Cl| edoduhent thi3brfyouc lecidenhLdg. Sign the
absentee ballot chain-of-custody and indicate the time of delivery on the form. The
chain-of-custody can be placed in the large white envelope for used absentee

certificate envelopes.

Document the absentee ballot delivery on your Incident Log.

Processing Absentee Ballots

When accepting the absentee ballot delivery, verify that the absentee bag

Check the ward number on each absentee certificate envelope to verify that the
ballots are at the correct polling place. If a ballot was delivered to the wrong polling
place, record this on your IncidentLogand cal |l t he CIl-4220kThs
label on each absentee ballot certificate identifies the ward number abovet h e

name.
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ABSENTEE CERTIFICATE Official Use Only: Affix label here

Voter: Complete the information below and sign the certification in the presence of a witness who must also si gn.
Date of Election (month, day, year) | County
Municipality (check type and list name) | Ward #
Ton £ __Vilage & Ciy /£ o Name & Address Label

Name (Last, First, Middle) including suffix

Street Address & include street number or fire number and name of street, or rural route and box number

City, State, Zip

CERTIFICATION OF VOTER CERTIFICATION OF WITNESS
| certify, subject to the penalties of s.12.60(1)(b), Wis. Stats., for false statements, that | am a resident of the ward ofhe I, the undersigned witness, subject to the penalties of 5.12.60(1)(b), Wis. Stats., for
municipality in the county of the state of Wisconsin indicated above, and am entitled to vote in the ward at the election false statements, certify that | am an adult U.S. Citizen and that the above
indicated above; that | am not voting at any other location in this election; that | am unable or unwilling to appear at the polling statem m not a
place in the ward on election day, or | have changed my residence within the state from one ward to another within 10 days candid: . . umbent
before the election. | certify that | exhibited the enclosed ballot, unmarked, to the witness, that | then in the presence of the municip| S'gnatu re Of W|tness t any
witness and in the presence of no other person marked the ballot and enclosed and sealed the ballot in this envelope in a candid:
manner that no one but myself and any person providing assistance under s.6.87(5), Wis. Stats., if | requested assistance, ot
know how I voted.
I further certify my birth date is Signature of Witness (who is an adult U.S. Citizen
(to be filled in by military and overseas electors) V (0] t er os S | | Add ress Of Wltness
Signature of Voter Address of Witness (include street number or fire number and street, or rural route
and box number, municipality, state and zip code)

EB-122 (Rev. 9/2007) The information on this form is required by Ss.6.22(2)(b), 6.24(7), and 6.87(2), Wis. Stats.

Make sure certificate envelopes are sealed. If an envelope is not sealed, or it is
evident that the envelope had been opened and resealed, the absentee ballot must be
rejected. Do not assign a voter slip number. Do not open the envelope. Set aside the

unsealed/resealed envelope for rejection.

Check for the voter and witness signatures. The voter must sign (or make his or
her mark) on the certificate envelope, and obtain the signature of a witness who
certifies that he or she is an adult U.S. Citizen. If either of these signatures is missing,
the absentee ballot must be rejected. Do not assign a voter slip number. Do not open

the envelope. Set aside the unsigned envelope for rejection.
Alphabetize the absentee certificate envelopes that are not set aside for
rejection. This is not mandatory, but may help speed up the process of finding the

voters on the poll list.

Announce the absentee voter’s name. Observers must be able to hear the names

of the absentee voters, but may not touch any of the ballots or certificate envelopes.
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Find voter on the poll list. The address of the voter on the certificate must match the
address listed for that voter on the poll list (or the supplemental poll list). If you cannot

find the voter on the poll list, check the street directory to determine whether the ballot

has been delivered to the proper polling location, and check the reverse directory to

make sure the voter’s name is spelled cor
the envel ope for document at i o terrégistered totvitee C

i n the Clerk’s Office after the cl ose of |

If the voter crossed out the address on the absentee certificate label and wrote in an
address at which he or she is not registered to vote, or if the ballot is at the correct

polling place butt he Cl er k'’ s Of fice cannot verify t
address, the absentee ballot must be rejected. Do not assign a voter slip number. Do

not open the envelope. Set aside the envelope for rejection.

If the voter has already voted, the absentee ballot must be rejected. Do not assign a

voter slip number. Do not open the envelope. Set aside the envelope for rejection.

Carefully open the envelope. Try to avoid tearing the ballot when opening the
envelope. If the ballot is torn, it will need to be duplicated because torn ballots can jam

in the tabulator.

Remove ballot. Be sure to protect the secrecy of the ballot. Once the ballot is out of
the envel ope, there should be ndthelbkaljot. ifo a

envelope contains more than one ballot, both ballots must be rejected. If you find

oooooooo

. ‘ more than one ballot in an envelope, reseal the
envelope with tape. Do not assign a voter slip
number. Do not open the envelope. Set aside

. the envelope for rejection.
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Assign avoter slip number. I f t he voter’s name i s on tFr
not already voted, assign the absentee voter the next sequential voter slip number for

that ward.

Write voter slip number in the poll book and on a corner of the envelope. When
recording the voter slip number, {Woarite th,

absentee) to indicate that the elector voted absentee.

Names beginning with the letter [C]
wWD1 13251-001-1 MMSD CATT, Carrie Chapman 55 A 0000135791
1500 Ballot Way

ALD:ALD16 CONG: CG02 USCH:US3269 Assm: Assl  Madison, WI 53716 O TEEET TR

Check certificate for witness address. If the witness address is missing, make a
note on the I ncident L o-gabsenteE certificgexnasemgl e, —

witness addres s . |l

Place empty certificate envelope in large white used certificate envelope.

Unfold and examine ballots. Unf ol d a't | east t hree differ

at once, to help protect the secrecy of their individual votes.

Check ballots for initials of Clerk. Without examining which i
candidates the voters selecte' —-B\é.\,é,%.!’;‘é;}ﬁ?& or
under —AbsebBadal IEdtecltsogued by. | nit
[Friitiale of Inspeciors)y

missing, the ballot is still processed. However, make a note in At B B

. - mlw
the Incident Log, suchas, —Absent ee bal |l ot 1 em=avmmisEraows B k
initials..| Yotpaname,or votdr slip reimlders N [reeiy ta o voio wos e ne

_ _ e e s 233 snee, wpen
associated with the ballot. A —
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Watch for absentee ballots marked with ballpoint

pens. The tabulator may not read these ballots
Frequently Asked

Question correctly. If a ballot is marked with a ballpoint pen, set

it aside to be duplicated with Good Ballot/Bad Ballot

Why € anset EEEES

the override key
if the ballot Watch for incorrectly marked ballots. If the voter

obviously circled, underlined, crossed out, or erased marks on
contains an over the ballot, set it aside to be duplicated with Good
vote? Ballot/Bad Ballot stickers.

The tabulator will
pick up any

miniscule mark in
one of the arrows. inserting each ballot. We have found that the tabulator

Feed ballots through tabulator. Wait for the green

light on the front of the tabulator to illuminate before

If the ballot is jams less often when absentee ballots are inserted
overridden, the

tabulator may be
disregarding more
conteststhan you
realize. By unless every single office is an over-vote. If the
duplicating the
ballot, you are
ensuring that the
VAl =i s Ballot/Bad Ballot stickers.

counted by the

tabulator. Security ID does not match! Wrong ballot type for

face-down.

Do not override any over-voted absentee ballots

tabulator spits out an absentee ballot that is over-

voted, the ballot needs to be duplicated with Good

this precinct—This tabulator message indicates that

the voter was given the wrong ballot header code.

You will need to duplicate this ballot with Good

Ballot/Bad Ballot stickers. Do not use the override

key. If the tabulator does not accept the duplicated

ball ot, call thed2®l er k'’ s Of
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Rejected Absentee Ballots

Absentee ballots are rejected for the following reasons:

E No voter signature on certificate envelope.

E No witness signature on certificate envelope.

E Voter is not registered to vote at address listed on certificate envelope.
E Certificate envelope is not sealed, or has been opened and resealed.

E Elector voted at the polls before absentee ballot was processed.

When an absentee ballot iIis rejected, writ:
the absentee certificate envelope. Voter is not assigned a voter slip number. Place
the unopened absentee certificate envelope in the large brown envelope for rejected

absentee ballots. Note the rejected absentee ballot and reason for rejection on the

Incident Log.
Incident L _ Time | Election
Number | D€SCription of Incident Incident | Official

Occurred | Initials
Absentee ballot of Donna Hardy rejected: certificate 315 am. | gap
missing voter signature.

8

Ballots that must be Duplicated

Election Officials will need to duplicate ballots for the following
reasons:

E Ballot is in Braille (the tabulator cannot read Braille).

E An absentee ballot contains an over-vote (votes for more

than one candidate for the same office).

E Absentee voter marked his or her ballot with ballpoint pen.

E An absentee voter marked his or her ballot by circling or underlining his or her
selections.

E An absentee voter crossed out a selection on his or her ballot.

E An absentee voter had been issued the wrong ballot header code for your ward.

E An absentee voter returned a paperballot ( sent from t he -@®a&lpr k'’ s
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Duplicating Ballots

Preserve the original ballot submitted by the voter so it

. : llot#1
can be compared to the duplicated ballot in the case of B?fu?:f._.w

e has hoen dupdcaled

a recount. It is not acceptable to take a ballot

marking pen and mark over the lines a voter had Good Ballot # 1
made using a ballpoint pen. Treat the original ballot * e ATl

.
iy lae oW od

marked by the voter as a legal record.

Bad Ballot # 2
Two Election Officials are involved throughout the ballot By rrebpras WO
duplication process. Duplicated ballots are numbered

sequentially. The first ballot to be duplicated is labeled ' Good Bailgf #2

Kprtis e GO

. !
Abssiioe” Yea L0 NS

Bad Ballot #1 (original ballot), and the corresponding

ballot created by the Election Officials is labeled Good Ballot #1 (remade ballot).

Bad ballot and good ballot labels can be found in the front pocket of your Election Day
binder. Thebadbal | ot | abel wsiitghn It hgeo erse do n—stthoep b a |
read by the tabulator. The corresponding good ballot label with a green star goes on

the remade ballot that can go through the tabulator. Do not use these labels for

discarded ballots (situations where a voter requests a second or third ballot).

Place the bad ballot label on the original ballot. Place the corresponding good ballot

label onthe balloty ou ar e mar king to reflect the vo
such a way that they do not cover the header code barcode, initials on the ballot, or

any of the arrows on the ballot. The good ballot label asks if the original ballot was an

absentee; answer yes or no (absentee ballots are separated at a recount).

If an absentee ballot was marked with ballpoint pen, the Election Officials need
to remake the ballot. Never mark over the marks the vedele on the ballbt
Never erase anythingn t he votero6s ball ot ei tr
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Two Election Officials initial the remade ballotunder —bal |l ot i ssued
ballot clearly contained an over-vote, remake the ballot for every office except the over-
voted office. Election Officials will often need to determine voter intent. The majority of

Election Officials willneedt o agree on the voter’'s intent
intent cannot be determined, remake the ballot for every office but the office for which

voter intent cannot be determined.

The remade ballot is fed through the tabulator. The original ballot is placed in the large
brownenvel ope | abeled, —Original Ball ots th
ballot; fold the ballot in half. Note all remade ballots on your Incident Log. Again, the
voter’s name and voter slip number are not associated with the remade ballot

number. For example:

Time | Election

'Qj;ﬁgg: Description of Incident Incident | Official
Occurred | Initials

34 Remade Ballot #1 — voter intent could not be 5:15 am. | SAM
determined. @ MRB

35 Remade Ballot #2 — remade omitting over-voted 5:20 am. | SAM
office em) MRB

: 525 am. | SAM

36 Remade Ballot #3 — Braille Ballot @ MRB
: : 530 am | SAM

37 Remade Ballot #4 —determined voter intent. @ MRB
- 5:35 am. | SAM

38 Remade Ballot #5 — voter used ballpoint pen. 6m) MRB
39 Remade Ballot #6 — wrong ballot style issued to 5:40 am. | SAM
voter. @ MRB

Remade ballots should never t
associated with a voter name c
voter slip number!
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Provisional Voting

Provisional ballots are issued in three circumstances only. There are NO other

situations where provisional voting is an option.

1. “POR Required” on poll list, but voter has no proof of residence.

A first-time Wisconsin voter who registers to vote by mail must provide proof of
residence. If proof of residence does not accompany the registration form, the poll
listindicates PORRequi r edll i n tnheex tn ottoe st hseeooutha toenr ’
poll list. The voter must provide an acceptable form of proof of residence, other

than a residential lease, at the polls. (If the elector has a residential lease for proof

of residence, he or she will need to complete a new registration form). The Cl er
Office will have sent a notice to the elector, informing him or her of the need to

show proof of residence at the polls. Indicate on the poll list what the voter used as

proof of resAROR&ergqei sedtiheabel can be ren

If this voter does not provide proof of residence, he or she can come back to the
polling place to provide proof of residence and vote before 8 p.m. or vote a
provisional ballot and provide proof of residence to the City Clerk by 4 p.m. the

Friday of election week.

2. New registrant unable to provide WI driver’s license number. Voters

completing the voter registration application form must list their Wiscons i n  dr i Vv ¢
| i cense number 1 f they have a current an
who have a Wi sconsin driver’s | icense bu
number on the registration form can either come back to the polling place with that
number to register and vote by 8 p.m. or vote a provisional ballot and give their

Wi sconsin driver’s | icense number to the

e-mail) no later than 4 p.m. the Friday of election week.
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2. Voter unable to show acceptable photo identification. Voters unable to show
acceptable photo ID can either come back to the polling place with an ID to vote by 8
p.m. or vote a provisional ballot and get their photo ID to the City Clerk no later than 4

p.m. the Friday of election week.

Issuing Provisional Ballots

Provisional voting materials can be found in voter registration accordion folder in your
blue supply tote. All of the provisional materials are blue: instructional handouts for
provisional voters, certificate envelopes for each provisional ballot, and a provisional

ballot carrier envelope.

Do not issue a voter slip number to provisional voters. Instead, issue a provisional
voter number. The first provisional voter receives number PV-1. The second

provisional voter receives number PV-2.

Record PV number on poll list, along with reason ballot is provisional. For

example:

Sample Poll List
iPD WD1 13251-001-1 MMSD PAUL, Alice PV-1 0000124680

501 Automark Road proof of residence

ALD:ALD16 CONG: CG02 USCH:US3269 AssM: Ass1  Madison, WI 53716 ICEOEETOET T TR

Sample Poll List for New Registration/Change of Address

Please Print
Last Name First Name Street Address Vqter Supplem_ental
Slip # Information
1. Katharine Ludington 301 Registration Lan e PV- 2 WI DL

Stamp PV number and “Section 6.97” on back of provisional ballot and on
certificate envelope. Provisional ballots are not counted until the required information

or documentation has been provided to either the Election Official by the close of the
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polls, or to the municipal clerk at 4:00 p.m. the day after the election. Ballots are

marked so they can be identified if inserted in the tabulator in error.

Check the type of required information on the envelope (proof of residence, WI

dr i vlieense,or ID).

Voter completes certificate envelope in the presence of at least one Election Official.
The voter must include his or her name, complete address, date of birth, citizenship,

the type of election, date, and signature.

Voter marks ballot in voting booth. After voting, the voter places the ballot in the

envelope, seals the envelope, and brings it back to the Election Official.

Election Official signs envelope certificate.

Place envelope in provisional ballot carrier envelope. Complete the certificate on

the front of thisenvelope. Thi s envel ope wi ||l be returnec

end of the night.

Give elector the handout that describes the provisional voting procedure.

Record incident on Provisional Ballot Reporting Form. For example:

Absentee Page Missing Date Voter #
PV Reason g Info provided Issued
Name of Voter Elector or ) . on Poll . o :
# ) for Issuing : Provided missing after info
In Person List T fiof . _
(initial) info provided
Peggy Smith | 1| " ID 54
99y Person
In
Fred Jones 2 W1 DL 32 BAW | 2/21/12 162
Person
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Provisional Voter Returns

If a provisional voter returns to the polling place with the missing proof of residence or
Wi sconsin driver '’ s | I cklsmoshervaotewcantbe counteceat tber e

polls.

Issue a voter slip number at this point, and record the voter slip number on the poll list.

If the voter is in a hurry, he or she can insert the ballot marked earlier into the tabulator,

but that ballot has a provisional voter number on the back and, therefore, is not a
secretvote. 't i s best to Iissue a new ballot to

the voter’s provi si oRecrdtheircidentionh thednaidest Lag.n v e |

Incident . . Time | Election
Description of Incident Incident | Official
Number ,
Occurred | Initials
isi ; : a.m.
45 Provisional Voter #1 returned with proof of residence 7 6m) MRB

Provisional Voter Provides Information to Clerk

If a provisional voter provides his or her missing information or documentation to the
Clerk’”s Of fi dedayholelectionpveek) his ar lrerevote will be counted at

the Board of Canvassers.

Provisionalballots cannotbe issued in the following
circumstances:

E Elector is registering to vote at thelts, but does not have an acceptable form o
proof of residence. (This voter cannot register or vote unless he or she returns t
polls with an acceptable form of proof of residence.)

EElector registering to vote at the polls does not hold a curaedtvalid Wisconsin
driverods | icense number, but is wunat
number or the last four digits of his or her Social Security number. (This voter
cannot register or vote unless he or she returns to the pohstingtappropriate
identifying number).
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. Confidential Voters

Victims of domestic abuse may register as confidential voters when

t/ submitting an affidavit signed by a sheriff or the Chief of Police to the
City Clerk’”s Office. The names

disclosed on the poll lists. An el ect or can register as

Office only.

A confidential voter will present a confidential voter card to the Election Officials
instead of providing a name and address. This voter is not required to provide
separate identification or photo ID. The confidential voter number listed on the card
presented by the voter will match the confidential voter number identified at the end of
your poll list, just prior to the certification page at the end of the poll list. Assign a voter
slip number and write the voter slip number on the confidential voter page of the poll

list. This is not an event to document on the Incident Log.

Military Voters

Military voters are given special privileges. You can
identify military absentee ballots by their white
certificate envelopes with red print. If a military
absentee voter’s name is

next to the voter slip number on the poll list.

I f a military absentee Vv
list, record the name and address, voter slip
number , a rhdsuppleriental poll list.

Military electors are not required to register to vote.
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Homeless Voters

In order to register to vote, an elector must be a U.S. citizen, age 18 or older, and a
resident of Madison for at least 28 days with an identifiable location to which they
intend to return at the end of each day. This location may be a homeless shelter, a

park bench, or other location within your ward.

Many homeless individuals register to vote during open registration, and are listed on
the poll list at the corner of the two streets they identified in the diagram on their voter

registration form.

If registering to vote on Election Day, the elector needs to produce proof of residence.
This may be a letter from a shelter for the homeless or from a private or public social
service organization providing services for homeless individuals. The proof of
residence letter should be on letterhead and signed by a person affiliated with the

organization.

Ifyou do not have a streat number or address, usé the map to show where you live,
oMark crossroaclis et $ o

o'X where you live

oJse dots for Waedehuck Road

landmarks sl ¢
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Absentee Provisional Voters

If the poll list indicates that an identifying document is required for an absentee voter
(PORRequi redll watermark appears in notes
residence inside the absentee ballot envelope. Proof of residence found within the
absentee envelope should be documented on the poll list. Process the absentee ballot

like any other absentee.

If the absentee certificate envelope does not contain proof of residence, the absentee
ballot becomes a provisional ballot. Re-seal the certificate envelope and place it in a
provisional envelope. Do not assign a voter slip number. Assign a provisional voter

number. Document the provisional voter number on poll list and Incident Log.

Time | Election

neident | poscription of Incident Incident | Official
Number .
Occurred | Initials
- — : -
47 Pro_wsmnal Voter #3 ab_sentee required proof of . MRB
residence, no proof of residence enclosed. - é)

Presidential Ballots

Voters who move to Wisconsin less than 28 days before a
Presidential Election may register to vote for President only. The
elector completes a voter registration form and submits proof of

residence. Wr i t e +hevoterseagistratiort form, |

and on the supplemental poll list.

In your voter registration table accordion folder, you will find some paper ballots listing
only the office of President. Initial the ballot as you would any other ballot. Instruct
the voter to insert the paper ballot in the emergency bin of the blue ballot box. The
Election Officials will need to duplicate this ballot onto an official ballot, and feed the

official ballot through the tabulator.
Presidential ballots may not be used by truckers driving through the city.
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Federal Ballots

United States citizens who have moved outside of the country

indefinitely may vote from their last U.S. address for federal

/

offices only. These voters are sent a paper ballot listing only

federal offices.

Many of the overseas ballots are sent to the voters via e-mail, so the absentee
certificate will be taped to a regular business-sized envelope. The certificate requires
the signature of the voter and a withess who is a United States citizen. The witness

mailing address may be overseas or in the United States.

Election Officials must duplicate these paper ballots onto official ballots to be fed

through the tabulator.

Federal Write-In Absentee Ballots

Military voters and registered overseas voters who apply for
an absentee ballotmays end t he Citya CGCHFeerdk
Write-l n  Ab s e nt auemdarded bya sidgned

certification statement. Overseas voters often send these
ballots at the same time they request an absentee ballot, just in case the official ballot

does not reach fhyklectoBDay.r k'’ s Of fi ce

If you receive an official ballot from the military or registered voter, process the official

ballot and reject the write-in absentee ballots. If you do not receive an official ballot,
processthewrite-i n bal |l ot i s s ued,abdyejettthefederbl ermtekin s Of
absentee ballot. If the federal write-in ballot is the only ballot you receive from a

military or registered voter, process the federal write-in ballot.

Duplicate the paper ballot onto an official ballot to be fed through the tabulator.

Voting Hours - 47



Long Lines
" If the line at your polling place becomes congested, split the

poll list into smaller sections to check-in more voters at
once. An Election Official should greet voters in line and
use the reverse directory to check whether they are pre-

! " registered. Clipboards are available to allow voters to fill out
the registration form while they wait in line. Voters who do
not wish to wait for a voting booth are welcome to mark their

ballot at a table, or even against the wall. If you need

"addi tional assistance, -4220| |

Electioneering Prohibited

Electioneering is prohibited on public property within 100 feet

of any entrance to the polling place. There is an exemption

for bumper stickers on motor vehicles, unless it appears that
the primary purpose of parking the vehicle within 100 feet of the polling place is to
influence voting. Election Officials with political bumper stickers who will be parking at

the polling location are encouraged to back into their parking stalls.

Electioneering is allowed on private property, even within a 100 foot radius of the
polling place. However, individuals engaged in activity that disrupts the orderly
conduct of the election may be arrested under the provisions of State Statutes 5.35(5)
and 7.37(2).

I?r\nn_'m—,a Political Pins Briefly Allowed
m Voters are allowed to wear political pins and t-shirts at the
; OR!
@:D\ polls if they are only at the polls long enough to vote. If a voter

begins flaunting his or her political pin, however, he or she is electioneering and must

be asked to leave the polls.
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Media

Members of the media must identify themselves to the Chief

Inspector when arriving at the polling place. The media may
take pictures or video at the polls if the Chief Inspector and

any voters who may be photographed do not object. The

media may not record or photograph how someone is voting.
Members of the media may not interact with voters inside the polling place. Record
any visits from the media on your Incident Log. If the presence of media is disruptive

to the voting process, the Chief Inspector may direct them to leave.

Exit Polls

Wisconsin law permits exit polls as long as they do not interfere with the orderly

conduct of the election. If a news organization notifies the Clerk of an exit poll prior to
the election, the Clerk will inform the Chief Inspector. The exit poll should take place

outside of the polling place.
If voters complain about the existence of an exit poll, inform them that they are not

required to participate in the exit poll. The Chief Inspector needs to deal directly with a

member of the media who is harassing voters as they enter or leave the polling place.

Bake Sales

Bake sales are permitted, but not encouraged. If held, they should be set up in a
separate room, or in a remote location so that they do not disturb the orderly conduct

of the election.

Political Conversation Prohibited

Do not permit candidates or politics to be discussed in the voting area. Election

Officials must be very careful to avoid even the perception that they are not impartial.

Voting Hours - 49



Full Ballot Box
The tabulator will begin to jam if the ballot box is full.

Ballots do not necessarily fall into the box in a neat and

orderly fashion, so you may wish to check the box after 400

ballots have been cast.

Before opening the tabulator, announce to the voters that you are checking whether

the ballot box is full so the tabulator does not jam. Two Election Officials should open

the rear door on the blue ballot box and either straighten the ballots or remove the

ballots and secure them in one of your ballot bags. Announce to the voters that you

are removing the ballots that were already counted because the ballot box is full.

Record the event on your Incident Log, along with the initials of both Election Officials

involved in opening the ballot box.

Close the ballot bag with masking tape and place in a secure location where the

Election Officials can observe them (for example, under the feet of an Election Official

seated at one of the tables).

Incident s . _Time EIe(_:ti_on
Number | P€SCription of Incident olggﬁfg; %f;‘tugg
o4 Opened ballot box to check whether it was full. am. | MRB
Straightened voted ballots in box. 1 @ SAM

o5 Opened ballot box to check whether it was full. am. | MRB
Removed ballots and secured in ballot bag. 3 @ SAM

back in ballot bag, seal bag with tamper-proof zip tie, and

AdA
v
/\ -\%g) At the close of the election, remove the ballots from the
/Q ) ballot bag and fan ballots for write-in names. Place ballots
x)
\

N
‘S/E have three, five, or seven Election Officials sign the
S== certification statement on the bag.

This looks suspicious to voters!
Be sure to document any time
you touch a voted ballot! Voting Hours - 50



Running Out of Ballots

The number of ballots at your polling location is based on
an educated guess made by the City Clerk and the County

Clerk based on the type of election, voter turnout for

similar elections held in that ward, new construction,
number of permanent absentee voters in that ward, and
contested races on the ballot. Sometimes the voters surprise us, and turnout is higher

than we anticipated.

Call the Clerk’s Office (266-4220) at 11 a.m. and 4 p.m. with your voter turnout.
Typically, the number of voters you have had by 11 a.m. will double by 4 p.m., and the
number of voters you have had by 4 p. m. w|
looks at your voter turnout during the day to predict whether additional ballots should

be delivered to your polling place.

Do not wait until you are out of ballots to notify the Clerk’s Office. If you first

notify the Clerk that you are running out of ballots when you are down to one ballot or
eventen ballots,t he Cl erk’ s Office wil/ not be abl
you completely run out of ballots. Our ballot printer is willing to print ballots on

demand, but needs at least two hours to print and transport the ballots. Call the

Cl er k' s O#4220 icyeu eaen thidk6/&u may run out of ballots. Insist on

speaking directly to the Clerk.

If you run out of ballots before more are delivered, do not turn voters away from the

polls. Where possible, make photocopies of 't he
you for the copies). Do not allow paper ballots to be fed into the tabulator. Open the
emergency bin. Use the blue ballot box key to unlock the front door of the ballot box.

Drop the slot cover. Close and relock the door. Put up your sign that says,

—Emer gency Bin 1 n Use. ddelivahtd, gaper ballatsgvill neadto b a
be duplicated by the Election Officials.
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Ballots Jamming in Tabulator

The following scenarios may cause ballots to jam in the tabulator:

E Ballot bin may be full. Remove voted ballots from ballot box, secure in ballot bag,
and record on Incident Log.

E The printer may not have cut these ballots perfectly square. Try a ballot from
another ballot package.

E Ballot may be misaligned with the paper feed.

E Voters may be feeding secrecy sleeve into the tabulator.

rn/

Ballot may be wrinkled or torn. Issue a second ballot or, if ballot is an absentee,
duplicate on a new, flat ballot.
On rainy Election Days, ballots held against umbrellas or rain coats will become wet,

and may shred in the tabulator.

Retrieving Jammed Ballots from Tabulator

If a ballot gets stuck in the tabulator, gently lift the tabulator off the blue ballot box.
Locate the stuck ballot. Steadily pull the ballot through the bottom of the tabulator.
Ballots that are sticking out of the bottom of the tabulator have already been counted,
unless the tabulator tape tells you otherwise. Deposit the retrieved ballot into the
proper slot on top of the blue ballot box, underneath where the tabulator sits. Secure

the tabulator back on top of the blue ballot box. Record on Incident Log.

Advise voters to
keep ballots away
from wet raincoats
and umbrellas.
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Using the Emergency Bin

If you are unable to clear a paper jam, or if the tabulator becomes inoperable, call the
Clerk’s O#f4220.cAen naotunx66 t o t he voters that vy
Office technician, will be using the emergency bin in the meantime, and that all ballots

will be fed through the tabulator once the problem is resolved.

Use blue ballot box key to unlock and open the front of the ballot box. Drop the slot

cover. Ballots feed down.

Tapethee mer gency bin sign over —lnsert Ballo
theeventon your I ncident Log. rcledrtepapeeamknte Of
tabulator or transfer your PROM pack into another tabulator. Record the outcome on

your Incident Log. Two Election Officials will feed ballots into the tabulator.
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Tabulator Messages

Memory Pack Door is Open i System Halted. Cal | City Cl er k'’ s
(266-4220). Proceed with the election using the emergency bin. Record on Incident

Log.

Security ID Does Not Match or Wrong Ballot Type for this Precinct. Call the
Clerk’ s Of fi ce | mM220)dYoamay haye the 2r6ng PROM pack or
ballots. If you receive this message for an absentee, duplicate the ballot. Record on

Incident Log.

Startbar Detect or Last Position Mismatch. Voter should pull out the ballot and
reinsert it in another orientation (upside down or backwards). If tabulator still rejects

ballot, issue a new ballot.

Remove Stuck Ballot. Voter hung on to the ballot while the tabulator tried to pull it in,
and the ballot became stuck. Have the voter pull the ballot out, using both hands.
When the green light illuminates in the front of the tabulator, have the voter reinsert his

or her ballot, releasing the ballot as the tabulator starts to pull it in.

Overvoted Ballot. Instruct the voter to remove the ballot using both hands. Have the
voter place the ballot in a secrecy sleeve until the tabulator message has printed.
Discreetly read the message to the voter. Do not grab the ballot from the voter. Do
not look at a voted ballot unless requested to do so by the voter. Issue the voter
a second ballot. If voter insists on voting an over-voted ballot, you may use the #3

override key in the back of the tabulator. Do not place ballot in the emergency bin.
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Unvoted Blank Ballot. Instruct the voter to remove the ballot using both hands. Have
the voter place the ballot in a secrecy sleeve until the tabulator message has printed.
Discreetly read the message to the voter. Do not grab the ballot from the voter. Do
not look at a voted ballot unless requested to do so by the voter. Issue the voter
a second ballot. If voter chooses to not vote for any candidate on the ballot, you may

use the #3 override key in the back of the tabulator.

There is probably a ballot stuck in the ballot path. Turn off the power, remove
the ballot, turn power back on, and feed the ballot again. Follow the steps the
tabulator has printed for you. Unplug the tabulator (the PROM pack will remember
everything it has recorded). Carefully pull out the ballot. Plug in the tabulator. It will
take 10 to 15 seconds for the machine to check all systems. Wait for the OK message

and for the green light, then re-insert ballot. Record on Incident Log.

Ballot Jammedd Returning to Voter. Remove it and return to voter for
correction. Ballot has not been processed!!! Have the voter pull the ballot out,
using both hands. When the green light illuminates in the front of the tabulator, have

the voter reinsert his or her ballot, releasing the ballot as the tabulator starts to pull it in.

Ballot Appears to be Stuck in the Front or Rear Output Slot. It may be stuck or
the bin may be full. Make sure the ballot has cleared the machine and is in the
front bin. Ballot has been processed. Gently lift tabulator off the blue ballot box.
Locate the stuck ballot. Steadily pull the ballot through the bottom of the tabulator.
Deposit the retrieved ballot into the proper slot on top of the blue ballot box,
underneath where the tabulator sits. Secure the tabulator back on top of the blue

ballot box. Record on Incident Log.
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Changing the Paper Roll

If you see a pink stripe along the edge of the paper roll, the tabulator is indicating that
the roll is almost empty and should be replaced. There is a new paper roll in your

supply box.

Usethe—AIll key to unlock and open the acDoess

not unplug the tabulator.

If the tabulator is printing, pr e ss and mo me n triattoitlayl shllo | kde yt.h e
stop the printing. You wi |l |l see the following messag

change paper roll now. Press print totals keytore-st art printing. |

Tear off paper below the last message. Remove the paper roll by pressing out on both

the metal tabs. Remove the old paper roll. Keep the white plastic spindle.
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Remove the gummed paper at the beginning of the new paper roll. Slip paper roll on
the plastic spindle. Press the metal tabs out while pushing in the new paper roll. The
tabs will snap to hold the spindle. Make sure the paper is feeding from the bottom, out
towards you and then over the top of the roll. Feed the paper into the paper entry
channel until paper stops moving forward. Press the paper feed key until an inch or so

of the paper appears above the top of the case.

I f you had interrupted print i prigttottoa |cshlla nkgeey

resume printing.

Close and lock the rear access door. Tape the paper roll you have removed to the
newly inserted paper roll. This provides a complete audit trail of the entire Election
Day.

Record the incident on your Incident Log.
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Election Observers

Anyone other than a candidate on the ballot is allowed to be an
observer at the polls,intheCl er k' s Of fice, or ¢
and community-based residential facilities when voting is taking

place. Election Day observation begins at 7 a.m.

Observers must check-in with the Chief Inspector. The Chief Inspector instructs each
observer to sign the observer log (found in the back pocket of your Election Day

binder). The Chief I nspector attaches this obs:
The Chief I nspector gives each observer a
Rules-at-a-G| a n c e |l re,lawhite broghure containing the text of Government

Accountability Board Chapter 4, and an election observer name tag that must be worn.

The Chief Inspector designates an observation area for observers, between six feet
and twelve feet away from the poll list table (you will find a measuring tape in your

election supply box). Given the space constraints within the polling place, the Chief
Inspector may limit the number of observers representing the same political party or

candidate.

Observers may not address the voters. All questions and challenges must be

directed to the Chief Inspector.

Observers are given only one warning for loud, boisterous, or disruptive
behavior. If the observer does not heed the Chief
s war ni mghallinstrbcetheC h |

|l nspector
observer to leave the polling place. If the observer refuses
to leave, the Chief Inspector shall call the Police

Department to have the disruptive observer removed from

the polling place.
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Observers must keep conversation to a minimum.
Observers are only given one warning if they become

disruptive to voters or Election Officials.

Observers may never touch the poll list or official
election documents. Observers may view the poll
list as Election Officials turn the pages of the list, as
long as time permits and the activity does not interfere
with the voting process or distract the voters.
Observers may not make a photocopy or take pictures

of the poll lists on Election Day.

Observers may not engage in electioneering.
Observers may not wear clothing or buttons with the
name or likeness of a candidate, party, or referendum

group.

Observers may not speak on cell phones inside
the voting area. Text messaging is permitted.

Observers may not use any video or still cameras

inside the polling place while the polls are open.

Observers may assist a voter in marking the ballot at

the voter’'s request

After the polls close, observers may
remain, and candidates and
observers may enter to
observe the poll closing

procedures.
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The Chief

Inspectoris in
charge at the

polling place.
Never let an
observerdirect
you, even ifhe
or sheclaims to
be an attorney.

Some observers
have told Election
Of ficials
talked to the
Governnent
Accountability
Board, and they
agree wit
Dondét acc
information
secondhand!If an
observer has you
secondguessinga
procedure, call the
Clerkods O
266-4220. The
Clerkds O
obtain clarification
from the City
Attorney, County
Clerk, andthe
Government
Accountability
Board for you



Challenging Electors

Anyone eligible to vote in the state of Wisconsin—including
Election Officials, observers, and other voters—may challenge

an elector about whom they have reasonable cause to believe

that the individual is not qualified to vote. Challenges cannot
be based on looks, home foreclosure, or the language spoken by the voter. The
challenger must have personal knowledge leading him or her to believe that the elector

IS not eligible to vote.

The challenge documentation form can be found in your Election Day binder. This
form walks you step-by-step through the challenge procedure. The Chief Inspector
usually oversees the challenge process, but may delegate challenges to another

Election Official. Record all challenges on the Incident Log.

Move the challenge away from the check-in and registration tables, to avoid disrupting
the voting process. Observers may make and observe challenges, but must direct all

of their comments to the Election Official, not the elector.

Challenger Oath—Place the challenger under oath. If the challenger is not willing to
take an oath, there is no challenge. The challenger affirms that he or she will fully and
truthfully answer all questions, and that he or she is qualified to vote in the state of
Wisconsin. The challenger then gives the reason for the challenge. The following are
the only criteria on which a challenge may be based:

e Not a citizen of the United States.

e Not at least 18 years old.

e Has not resided in the election district for at least ten days.

e Convicted felon who has not been restored to civil rights.

¢ Adjudicated incompetent.

e Previously voted in the same election.
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If applicable, ask the challenger why he or she believes that the challenged elector is
not a citizen, is younger than 18, or has not resided in the district for at least 28 days.
If applicable, ask the challenger which of the following reasons currently disqualifies
the elector from voting:
¢ A felony conviction for which the challenged elector is still serving probation,
parole, or extended supervision.

e A judge’'s ruling that he or she is inca
e Having made a bet or wager on this election.

e Having voted previously in this election.

Record the challenger’s answer #thechallendgees c h e
not based on above the criteria, as established in the State Statutes, there is no

challenge.

Challenged Elector Oath—Next, place the challenged elector under oath. If the
challenged elector refuses to take the oath, he or she may not be given a ballot or

permitted to vote.

The challenged elector affirms that he or she will fully and truthfully answer all
guestions, and that he or she meets the following criteria:

¢ United States citizen.

e At least 18 years old.

e Has resided in the district for at least 28 days before the election.

¢ Not serving probation, parole, or extended supervision for a felony conviction.

¢ Not adjudicated incompetent by a judge for the purpose of voting.

e Has not made a bet or wager on this election.

e Has not previously voted in this election.
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Opportunity to Withdraw Challenge—The challenger now has an opportunity to
withdraw the challenge. If the challenge is withdrawn, give the challenged elector a

regular ballot and make a notation on your Incident Log.

Oath of Eligibility—If the challenger refuses to withdraw the challenge, administer the
Oath of Eligibility to the challenged voter. The challenged voter must affirm that he or
she is at least 18 years old, is a citizen of the United States, has been a resident of the
ward for at least 10 days leading up to the election, has not voted at this election, has
not made a bet or wager on the election, and is not on any other ground disqualified to

vote at this election.

Issuance of Challenged Ballot—If the challenged elector takes the oath of eligibility
and is registered (or registers) to vote, you may issue a ballot. The challenge takes
away the secrecy of the ballot. Before issuing the ballot, write the voter slip number
of the challenged elector and “Section 6.95” on the back of the ballot. Once the

voter has marked the ballot, he or she inserts it into the tabulator.

Notation on poll list and Incident Log—Wr i t e —c hal |l engedll and

chall enge next to the voter’s name etle t he
challenge on the Incident Log, along with the outcome (challenge withdrawn, elector
refused to take oath, or ballot issued). The entire challenge documentation form is
compl eted and attached t ®octnmestthé votersie aumber s’

on the upper right-hand corner of the first page of the challenge documentation.

The challenged voter gets to vote
after taking an oath of eligibility.
Although the marking on the back
of the ballot compromises secrecy,
Election Officials pledge to retain as
much secrecy as possible.
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Challenging Absentee Electors

Challenger Oath—If an absentee voter is challenged, place the challenger under oath.
If the challenger is not willing to take an oath, there is no challenge. If the challenge is

based on the criteria established in the State Statutes, proceed with the challenge.

Record voter slip number and “Section 6.95” on the back of the absentee ballot.

The voter will not be present to respond to the challenge, so you will not be able to

|l ssue an oath to the challenged el ector.
chall enge next to the voter’s name on the
chal | enge documentation to the I nspectors’

challenge and voter slip number on the Incident Log.

Frivolous Challenges

Challengers who become disruptive will be given one warning, and then instructed to

leave the polling place.

Board of Canvassers Review

The Board of Canvassers will determine the validity of any challenged ballots.

Challenges made on the following grounds
are not valid and may not proceed:

e Home foreclosure.

e Lack of a HAVA check.

e HAVA check non-match.

e Elector does not speak English.

e %l AAOT O ATAO TT1 s ileE
e Electoris a UW student.
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Election Emergency Contingency Plan and Evacuation Procedures

This contingency plan is for an election emergency or evacuation in the City of
Madison. All Election Officials should be knowledgeable of what to do in the event of a
fire, tornado, bomb threat, hazardous leak or any other threatening disaster or
situation. This plan addresses security issues for Election Officials, voters, and

election records.

General Responsibilities

A Locate the primary and secondary exits for your facility.

A Locate the fire extinguishers.

A Be knowledgeable of how to dial 911 from the telephones in your facility, and be
knowledgeable of how to use your cell phone.

A Learn where to go in your facility in case of an emergency, severe weather or
tornado.

A Have a specific point or location for all employees to assemble, both inside and
outside your facility.

A Report any unusual activity or persons
Office at (608) 266-4220, or dial 911 for emergency services.

A Document any evacuation or emergency activities on your Incident Log.
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Communications Plan

The City CIlpeovides ascell@lioheifor every polling place. These telephones
are to remain turned on all day and within hearing range. Should the City Clerk or any
emergency personnel need to talk to you, these telephones may be our only means of

communication.

Election Equipment/Ballot Security

The decision of what to do with ballots and election equipment will be directly
proportionate to the type of emergency. At no time should the ballot box, ballots or
poll lists be out of the sight of the Election Officials. Although the battery pack will
keep all totals, a power source will be needed to process any ballot.

A When you are dealing with a life-threatening situation, the evacuation and safety
of human life will be the first concern. Please remember to inform any voters at
your location of the safety evacuation route.

A The Chief Inspector shallcallt he Ci ty Cl er-k220tokedpthent e a't
informed of the situation.

A The Chief Inspector shall keep the cell phone turned on and in hand to ensure
that a |ine of communication is availab

A If you have time and a safe exit route, you may bring the tabulator with you to
your pre-arranged evacuation meeting location. When removing the tabulator,
close the two open slots on top of the blue ballot box and lock the ballot box.

A The tabulator has a battery backup and will retain all election history until building
re-entry can be obtained or until it can be safely plugged in at another location.

A Election Officials will take the poll books and all un-voted ballots into custody. If
you are able, you may allow voting to continue in the parking lot of the building.

A If the voting process cannot be continued, a change of venue may be required.
The City Clerk will determine if the event requires a change of venue. See
Change of Venue below for the procedure to move a voting location.

A Record event on your Incident Log.
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Medical Emergencies

If you observe an Election Official, voter or observer who appears to be seriously ill or
injured:
A Dial 911 immediately. Give the 911 operator the location and type of emergency.
Follow the directions given to you by the 911 operator.
A Unless it is a life-threatening situation, do not render first aid until a qualified
individual arrives.
A Do not offer to move a person who has fallen.
A Obtain from the injured person (if possible) his/her name, phone number,
address, date of birth, and a brief description of what happened.
A Avoid unnecessary conversation with, or about, the ill or injured person.
Report any Election Official injury to the City Clerk (266-4220).

A Record event on your Incident Log.

. I

Fire Evacuation

A Remain calm; call 911.

A Direct all Election Officials and voters to nearest exit in an orderly fashion.

A Do not use elevators.

A Refer to Election Equipment/Ballot Security section for directions on dealing with

ballots and equipment.

>\

Proceed to your designated assembly location. Be careful if crossing streets to

your assembly point.

>\

Take a head count and note any missing people. Report any missing people to
emergency personnel.

Stay in your designated area until you are directed to do otherwise.

Do not attempt to re-enter the building until advised by emergency personnel.
Do not speak to the media—refer them to emergency personnel.

Receive all of your information from the emergency personnel.

> >y >y D>y D>

Record event on your Incident Log.
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Threatening Phone Call/Bomb Threat/Suspicious Object

If you receive a written threat or if you find a suspicious object on the premises:

A Keep anyone from handling the object or going near it. The object may be
dangerous. If a suspicious object is located, the area should immediately be
evacuated and the object left undisturbed until the police arrive. In case an
evacuation becomes necessary, call 911 from an alternate location.

A In the event a threatening phone call or bomb threat is received, promptly write
down everything you can remember about receiving the verbal or written threat,
parcel , Or suspicious object. sJicesane n f
what he or she said. If the situation allows, ask questions pertaining to where the
bomb is | ocated, when it wild/l expl ode,
Police interviewers will need this information.

A Call 911 immediately and assess whether an evacuation is necessary.

A Record event on your Incident Log.

Hazardous Leak

A If you are the first person to identify a leak or hazardous substance release, call
911 to report the incident.

A The Madison Fire Department will assess the situation.

A Remain at the polling location unless notified otherwise by the emergency
personnel. Close doors and windows if leak or spill is outside of your facility.

A Refer to Election Equipment/Ballot Security section for directions on dealing with
ballots and equipment.

A Record event on your Incident Log.
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Tornado/Severe Weather

A If a tornado is reported or seen in the immediate area, immediately seek shelter
in a secure location. All Election Officials should know this location ahead of
time. If time does not allow you to evacuate to a safe location, find shelter under
a heavy object, such as a table, and protect your head.

A Do not stop for personal belongings, ballots, or election equipment.

A Take a head count of your group. Remain calm and quiet during the waiting
period. Do not wander.

A If the building is struck by a tornado, remain in your location until it is safe to
evacuate.

A It is important to stay away from all sources of power, power lines, phone lines,
gas lines, and windows.

A Once you are clear of the area, do not re-enter the building without clearance
from emergency personnel.

A Record event on your Incident Log.

Power Outage

If a power outage occurs:
A Remain calm.
A Provide assistance to voters and staff in your immediate area.
A If you are in a location that does not have windows, proceed cautiously to an
area that has emergency lights.

A The tabulator PROM pack will retain all data in its memory and can be restarted
after a power outage.

A Record event on your Incident Log.
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Workplace Violence

Be aware of the possibility of an incident occurring at your polling location.

A
A

Change of Venue

All threats of violence must be taken seriously.

Report any threats to the Chief Inspector to make a determination as to the next
course of action.

For any situation that involves an immediate threat of violence, an Election
Official should notify law enforcement. Dial 911.

In the event of a confrontation, do not panic.

Do exactly what you are told—no more and no less. Do not do anything to

surprise the individual.

When the City Clerk or emergency personnel determine that a polling location needs to

be moved, the following process will be executed:

A

A City Clerk’s Office empl oyeeeseortdill t he
report to the polling location.

The Election Officials will pack up all voting equipment, ballots, poll lists,
registration materials, and all election forms and information that remain and can
be relocated (election signs, posting materials, etc).

The ballot box will remain locked at all times.

The ballot box will be escorted to a city vehicle for transport. A Police Officer will
escort the city vehicle to a pre-determined location.

Post signs on the door to identify the alternate polling site.

All un-voted ballots that were in the care and custody of the Chief Inspector will
be placed in the city vehicle for transport and escorted to the new location.

A Madison Police Officer or designee will remain on the original site to inform all
voters of the change of venue.

Local media will be contacted to inform citizens of the change in location.

Note this change of location on the Incident Log.
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Election Observers

Election observers must follow all emergency procedures. They are prohibited from
interfering with the election process or emergency procedures. If they do not comply,

ask them to leave or have them removed by law enforcement personnel.

Emergency Contact Numbers

City Clerk Maribeth Witzel-Behl 266-4220
County Clerk Karen Peters 266-4122
Police, Fire, Emergency Management 911
Madison Gas & Electric 252-1111
Madison Water Utility 266-4661
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