
Election Official Training
for New Poll Workers



Facilitate the Right to Vote

Keep our elections
 Fair 
 Transparent
 Trusted



Our Goal

Our goal is that each eligible voter will be able 
to cast a ballot, and have that ballot counted.



Election Day

 Polls open 7 a.m. to 8 p.m.

 First Shift: 6 a.m. to 1:30 p.m. 

 Second Shift: 1 p.m. until tally 
is complete



Task Rotation

 Chief Inspector is in charge

 You will be paired with an 
experienced poll worker

 You will rotate tasks 
throughout your shift



Greeter Station

 Welcome voters

 Ward map and addresses

 If from another ward, guide 
to correct polling location



Greeter Station
 Are you registered to 

vote at your current 
address?
 Unsure, check forward 

directory

 Have you moved since 
you last voted?

 Let’s verify your ward



Poll Book Station (Voter)
States name and address
Shows ID
Signs poll book
Takes voter slip



Poll Book Station
 Alphabetical list of registered voters in ward
 Two poll books per ward
 Supplemental list in back of poll book lists everyone 

who registered within 20 days of election



Poll Book Station

 “Did you return an absentee ballot?”
 If returned, may not vote at the polls
 If not returned, may vote at the polls



Poll Book Station (Seat 1) 

 Ask voter to state name & address
 Locate voter in poll book
 Provide page number to Seat 2



Poll Book Station (Seat 2)

Check Voter ID

“I can check your ID while 
they find your name on 
the poll book.”



Poll Book Station (Voter Slips)

Each voter is assigned a 
sequential number

Write ward number in 
blank



Poll Book Station (Voter Slips)

Color coordinated with poll 
books, ballots

Use highlighter if ballot style 
highlighted on poll book 
(wards with multiple school 
districts)



Poll Book Station (Seats 1 & 2)

Record number on poll book
Voter exchanges voter slip for 

ballot at next station



Acceptable Voter ID
Wisconsin driver license expiring after 11/5/2024
WI DOT-issued ID expiring after 11/5/2024
WI instruction permit
WI probationary/temporary license
WI occupational license
WI driver license/ID with no picture



Acceptable Voter ID

Unexpired Wisconsin driver 
license or ID receipt (paper)

 Identification card receipt issued 
to voters petitioning the DMV to 
verify their identity



Acceptable Voter ID

U.S. Passport (book or card) expiring 
after 11/8/2022



Acceptable Voter ID
U.S. Uniformed Service ID expiring after 11/5/2024

 U.S. Air Force
 U.S. Army
 U.S. Marine Corps
 U.S. Navy
 National Oceanic & Atmospheric Administration (NOAA)
 U.S. Public Health Services
 U.S. Coast Guard
 Spouses or dependents of service members



Additional Military ID Examples

Reserve
Retired Reserve 

Retired

Dependents Guard & 
Reserve 

Dependents
Medal of 

Honor 
Recipients

Dept. of 
Defense 
Civilian 
Retiree



Acceptable Voter ID

 Veterans Affairs ID
Both unexpired and non-expiring IDs



Acceptable Voter ID
Certificate of Naturalization issued within last 2 years



Acceptable Voter ID

Tribal ID, regardless of expiration
Any federally recognized Tribe



Acceptable Voter ID

 ID issued by an accredited Wisconsin university or college
Student name
Student signature
Date card was issued
Expires within 2 years of issuance



Acceptable College Student Voter ID

UW Voter Identification Card is valid 
Edgewood Student ID is valid
Madison College One Card may be valid
UW faculty ID is not valid
UW WisCard  is not valid
High school ID cards are not valid



Expired College Voter ID

 If ID is expired, student needs to show a separate document 
(paper or electronic) proving current enrollment

 If ID is not expired, no proof of enrollment is necessary



Proof of Current Enrollment

Only if college ID is expired
Tuition fee receipt
Enrollment verification form
Class schedule
Housing contract
Current, signed ASM bus pass



Checking Voter ID
 Acceptable type of ID

 Acceptable expiration date

 Name reasonably conforms to 
poll book
 Bob conforms to Robert
 Sue conforms to Susan
 Bucky conforms to Buckingham
 Smith-Jones conforms to Smith 

or Jones



Checking Voter ID

 Reasonably resembles voter
 Remember, photo may be 10 

years old
 Not appropriate to make 

comments about voter’s 
photo



Checking Voter ID

Address on ID is not relevant 
and is not compared to the 
poll book

Voter states current address



Not Accepted as Voter ID

Driver license/ID from another state
Transportation Worker Identification 

Card (TWIC)
Airline/airport issued ID
Employment ID card



Ballot Station

Ward number

 2 Election Officials initial

 Do not point to any 
candidate or party on ballot

Ward 1

mrb

plm



Ballot Station- Tabulator Returns Ballot 
Message on screen

 Voter removes ballot

 Discreetly offer replacement ballot

 Do not touch or look at ballot unless 
requested by voter



Replacement Ballots

Up to 3 tries

Discarded ballot envelope

Do not issue a new voter number

Record 2nd ballot (and 3rd ballot) on poll book



Election Day 
Voter 

Registration



Registration Station

 Make sure voter is at 
correct polling place

 Check ward-specific 
street directory

 Make sure forms are 
legible

Photo by Bryce Richter



Registration Station

 Voters must register if:
 New Voter
 Moved
 Name Change
 Inactive
 4 years without voting
  Confirmation postcard undeliverable

Photo by Bryce Richter



U.S. citizen
“permanent resident” not eligible

At least 18 years old
Resided at address for 28 days prior to election
If not already done, change “10” to “28”

Not currently serving sentence (“off paper”)

28



Legible Name
Full middle name better than middle initial

Date of birth
Completed
Not today’s date

Phone number and Email optional



Address within ward
Check ward-specific street directory
City of Madison
Mailing Municipality is postal city/town/village 
e.g., Verona, Middleton, McFarland

Mailing Address only if different





 If homeless, diagram of fixed location they are 
designating as their residence for voting purposes
 Homeless shelter, park bench, or other location where 

they spend time on a regular basis
 May register at an address where they had previously 

established residence, if they intend to return
 Cannot register at a Post Office Box
 Found on back of form



 Previous name, if name change
 Previous address, at least city & state



Wisconsin Elections Commission:

Name change effective for voting once ID is updated
 If new, hyphenated name contains previous name, names 

conform



WI driver license number required, 
if current & valid

 Otherwise, WI ID number or last 4 
digits of Social Security number

 Check none of the above, if 
applicable



Voter checks box to acknowledge they are 
providing proof of address

Can be electronic

Does not need to be 28 days old



The Fine Print
At address at least 28 days 
Qualified Elector (all boxes checked in Section 1)
Have not already voted in this election

Voter Signature and Date

28



Assistant signature and address if someone other than 
the voter had to sign the voter’s name on the form
No assistant necessary if voter can make their mark on 

the form



Proof of Address

 Single document showing current name at current 
address

 May be electronic
 State Statutes specify acceptable documents

U MG&E 3459



Acceptable Proof of Address

Current & valid WI driver license or ID card 
showing current name at current address (not 
expired)



Acceptable Proof of Address
Utility Bill issued within last 90 days
Water
 Gas
 Electric
 Cable
 Internet
Mobile Phone
 Landline Phone



Acceptable Proof of Address

Bank/Credit Union Statement
 Includes credit card statement, mortgage statement, 

home equity credit line statement

Real estate tax bill for current or previous year
Paycheck



Acceptable Proof of Address

Residential lease 
effective on Election Day

Care facility contract or 
intake document



Acceptable Proof of Address

College fee statement from last 9 months, with 
student ID
Example: Edgewood College

Certified Housing List 
Student shows college ID



Acceptable Proof of Address
Government issued check or document
Examples: 
Fishing license
Hunting license
Concealed weapon permit
Court summons
Ticket/citation
Bicycle license registration



Government Document Examples

Social Security
Social Security Disability
Food Share Wisconsin
Medicare
Medicaid
Wisconsin Works (W-2)

BadgerCare
SeniorCare
Unemployment
Solicitor permit
Bartender license
Automobile registration



Government Document Examples

Public high school transcript, report card, or 
schedule

Document from the University of Wisconsin

Document from a Wisconsin Technical College, 
including Madison  College

http://www.wisc.edu/


Homeless Proof of Address

Affidavit from homeless shelter

Affidavit from a public or private social service agency 
providing services for the homeless
Identifies voter
Describes voting residence



Not Accepted as Proof of Address
Insurance statement
Medical bill
Business card
Magazine subscription
Expired license/ID
Out-of-state driver license
Mail addressed to voter
 Post office forwarding sticker



H – Housing list from Edgewood/UW
P – Paycheck
R – Residential Lease
S – Student ID with Fee Statement
U – Utility Bill
W – WI Driver License/ID

Record what proved address
A – Affidavit for homeless
B – Bank Statement
C – Care Facility contract/intake 

document
G – Government Check/Document



 Record name of agency or landlord that issued document



Does document have an account number of 7 
or more digits?
Record last 4 digits

Does document have an account number of 6 
or fewer digits?
Record last 2 digits



Ineligible Voter List

Discreetly check registrations against list



Official’s signature

Ward number

Send to second official @ poll 
book station for second 
signature, voter ID check, poll 
book signature, and voter slip 
number



Processing Absentees

 Voter signature 

Witness signature

Witness printed name

Witness Address

Fannie Lou Hamer

Bucky Badger

Bucky Badger
800 Langdon St, Madison



Processing Absentees

 Announce voter’s name & 
address at poll book

 Record voter slip number on 
both poll books followed by 
the letter “A”

 Record voter slip number on 
envelope, followed by “A”



 Protect secrecy of ballot

 Flatten ballots

 Do not rush through 
tabulator



Curbside Voting

Photo:  Mark Hoffmann, Milwaukee Journal 
Sentinel

High visibility 
vests required



Curbside Voting Process

Welcome voter from a distance

Keep your face and head out of 
voter’s car

“Have you moved since you last 
voted?”

Write name and address on scratch 
paper



Curbside Voting
Check voter’s ID
May view ID held up to 
car window
Do not touch ID

Ask voter if they have a 
ballpoint pen



Curbside Voting

Announce in polling place
Check voter into poll book, 

“curbside” in signature box
Get ballot 
Announce that two officials are 

taking ballot to curbside voter



Curbside Voting Process
Bring ballot to voter on a 

clipboard
Instruct voter to mark ballot, 

fold in half on clipboard and 
wave at you when done
Step back to give voter privacy



Curbside Voting Process
Two officials bring ballot inside

Announce you are returning with 
curbside ballot

Feed ballot face-down into 
tabulator



Closing the Polls

 All voters in line at 8 p.m. may vote
 Election Official stands at end of line
 Paperwork to sign after polls close

Photo by Bryce Richter



Thank 
you!
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