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Where to Turn When You Need Help  
 

RESOURCE CONTACT INFO WHEN TO USE 

Voter Registration 
6:30AM until final vote cast 

(610) 891-4659 

Select option 1 

Questions on voter 
registration, affirmations, 
Provisional ballots, voter 
verification, etc.  

Voting Machine 
Warehouse 
5:30AM until approx. 10:30PM 

(610) 874-8780 
(484) 229-3385 

Questions on voting 
machines, equipment or 
precinct-related issues. 

Voter Services - 
Bureau of Elections 
6:00AM until approx. 10:00PM 

(610) 891-4673 or  

(610) 891-VOTE (8683)           

        
 

- Questions on ballots 
and processes.  

- Ask for a solicitor for 
legal clarification or if 
suspected voter fraud, 
voter intimidation, etc.  
is being committed.  

Poll Worker Hotline 
5:30AM to 10:30PM 

(484) 460-3750 Urgent questions on 
paperwork, staffing, Poll 
Pads and poll worker 
needs. 

Delcopollworkers 
@co.delaware.pa.us 

Non-urgent questions, 
comments/observations. 

Poll Worker 
Coordinator 
5:30AM to 10:30PM 

Call or Text 

(484) 609-9038 

Report staffing vacancies 
and request assistance. 

TIP: Save these numbers in your phone under ά9ƭŜŎǘƛƻƴ 5ŀȅέ ŦƻǊ ǉǳƛŎƪ ŀŎŎŜǎǎΦ 
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I ntroduction   

Dear Election Board Members,  
 
We are continuing to try to refine and simplify your service to the voters of Delaware County. 
 
.ŀǎŜŘ ǇŀǊǘƭȅ ƻƴ ȅƻǳǊ ŦŜŜŘōŀŎƪΣ ƘŜǊŜΩǎ ǿƘŀǘΩǎ ƴŜǿ ǘƘƛǎ ŦŀƭƭΥ 

¶ Poll Pad tickets will be last-name/first-name to simplify entries on numbered lists. 

¶ There will be lime green Poll Pad sleeves for returning ONLY the Poll Pad tablet(s) in your 
Green Tote on Election Night. (The rest of the Poll Pad gear and the green cases will 
continue to be returned in the cages.) In May, we tested this system in all Chester City 
precincts, and it worked perfectly. 

¶ New provisional envelopes, redesigned to be simpler and clearer for all involved. 

¶ No paper poll books/baby-blue bags in the Green Totes. The paper poll books will be 
delivered only when needed. 

This Election Day Guide is your user manual. Inspectors, Clerks and Machine Operators may use this 

book to train, pass the test, and then qualify to receive training pay after serving successfully on 

Election Day. Judges of Election may qualify for training pay by: (1) passing the test, (2) serving 

successfully AND, (3) having attended in-person training for this election or at least once for: April 

2024, Nov. 2024 or May 2025. If you are a Judge and do not know the last time you attended in-

person training, please call the Poll Worker Hotline. 

Especially Important for the Nov. 4, 2025 Municipal Election: 
¶ Get voters to the correct precinct table if you work where there are two or more precincts 

in the same room. Use the precinct names/numbers/color codes on the Poll Pad tickets and 
the color-coded signs at the tables where the ballots are issued. 

¶ Issue Provisional Ballots ONLY when required. Remember: inactive voters sign affirmations 
and receive normal ballots, not Provisional Ballots. 

¶ Print any Provisional Ballots on the Touch Writer and hand each provisional voter the re-
usable provisional instruction sheet. 

¶ YŜŜǇ ȅƻǳǊ ǇǊŜŎƛƴŎǘ ŀ άŎŀƳǇŀƛƎƴ-ŦǊŜŜ ȊƻƴŜΣέ ǿƛǘƘ ŎŀƴŘƛŘŀǘŜǎ ŀƴŘ ŎŀƳǇŀƛƎƴǎ ƘŀƴŘƛƴƎ ƻǳǘ 
literature outside, at least 10 feet from the door. (Reminder: poll workers running for JOE or 
Inspector can serve but not campaign inside the precinct.) 

 

Although we are making headway on precinct consolidations, we still need more time on the review 

process with the Department of State. This means no consolidations are occurring this fall. 

Thank you for your service.  We look forward to working with you on another smooth election for 
5ŜƭŀǿŀǊŜ /ƻǳƴǘȅΩǎ ǾƻǘŜǊǎ ς and receiving and working with your feedback ahead of next May. 
 

Regards, 

James P. Allen 
Elections Director 
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Shared Duties and Responsibilities  

Á Complete in-person or online training and pass the poll worker test to understand how 

to operate the equipment and process voters. 

Á Arrive at polling location at 6:00AM to set up the precinct. 

Á Conduct the election lawfully and ensure that all voters have privacy while voting and 

are treated with courtesy. 

Á Wear a supplied name tag. 

Á Close the precinct after all voters in line at 8:00PM have voted. 

Elected, court-appointed and emergency appointed Judges of Elections (JOE) and Inspectors 

must serve the entire Election Day, 6:00AM to approximately 9:00PM. ONLY Clerks and 

Machine Operators may serve ½ day shifts from 6:00AM to 1:00PM or 1:00PM to close. 

 

TIP: PREPARE FOR A FULL DAY! Bring everything you need for a very long day. Including 

snacks, water, coffee, meds, chargers, comfortable shoes, extra clothing layers and more. 

Prohibited Activities  

Á Poll workers must NOT engage in partisan activity, distribute literature or electioneer 

voters. 

Á Poll workers must NOT wear apparel, buttons or ribbons for or against a candidate, 

party or question on the ballot. 

Á Poll workers must NOT pre-fill any sections of the voterΩǎ ballot, tell voters how to vote 

or answer questions about candidates.  

Á Poll workers must NOT participate in or allow unlawful hand counts of the scanned 

ballots. Poll workers MUST follow chain of custody rules for closing the polls. 

Á Do not allow anyone who is NOT a poll worker (anyone that has not taken the Election 

hŦŦƛŎŜǊΩǎ Oath nor signed the Pay Sheet) to sit at the poll worker table. Candidates, 

greeters, visiting family and friends and poll watchers are NOT poll workers. 

Á Poll watchers, elected officials, greeters and candidates CANNOT approach, talk with or 

electioneer voters in the polling place or within 10 feet of the entrance while polls are 

open. 

Á Poll workers CANNOT be under the influence of or consume drugs or alcohol while 

working. Violators are subject to removal without pay. 

Á Poll workers CANNOT hold an elected office (mayor, township supervisor, 

commissioner, etc.) and cannot be a municipal, state or county employee.  
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Poll Watcher and Candidate Guidance 

Poll Watchers must present a valid, official Delaware County Watcher 

Certificate with a raised, embossed seal issued by the Bureau of Elections to 

the JOE upon entering the precinct.  No certificate = no entry. The 

Watcher Certificate may list a specific precinct, but that watcher is able to 

visit any precinct where that candidate or party is on the ballot.  

Á Poll watchers are allowed to ask the poll workers (preferably the 

JOE) questions.  

Á Poll watchers must keep a respectful distance from voters, 

especially where they are marking the ballot. 

Á Allow only one watcher per candidate or a party in a precinct at 

any time. (There can be a poll watcher for Candidate A, another for 

Candidate B, but NOT two watchers for Candidate A in the same 

precinct at once.) NOTE: If the number of watchers is interfering with an orderly election, the JOE 

may set reasonable limits so that both political parties are represented. 

Á Poll watchers may leave and return.  

Á Poll watchers may keep a list of voters. Poll watchers may inspect or photograph the Numbered List 

of Voters ς but only while supervised by the JOE and when their inspection does not slow down or 

interfere with the voting process. 

Á /ƘŀƭƭŜƴƎŜǎ ǘƻ ǾƻǘŜǊΩǎ identity or residence MUST be made in good faith with the JOE. See page 62. 

Á Candidates may NOT be poll watchers in a polling location where they are on the ballot. 

Á **Candidates may only be present in the polling location during opening, closing and while voting.** 

Á Candidates may ask for the count once the polls are closed. 

Poll Watcher Removal  

A Judge of Election is required by law to remove a watcher who engages in any of the following activities that 
are prohibited in the Campaign-Free Zone: 

1. The watcher becomes abusive or needlessly argumentative. 

2. ¢ƘŜ ǿŀǘŎƘŜǊ ǊŜǇŜŀǘŜŘƭȅ ŎƘŀƭƭŜƴƎŜǎ ǾƻǘŜǊǎΩ ǊƛƎƘǘǎ ǘƻ ǊŜŎŜƛǾŜ ŀ ōŀƭƭƻǘ ǿƛǘƘƻǳǘ ŎŀǳǎŜ ƻǊ makes 

challenges based on party affiliation, race, religion, appearance, surname, gender, age or ethnicity. 

3. The watcher engages in electioneering within the polling place or within 10 feet of entrance. 

4. The watcher wears any clothing or other item (including their badge) that promotes a candidate or 

party or displays an election slogan inside the polling place or within 10 feet of entrance.  

5. The watcher takes photos or videos of voters or workers. 

6. The watcher marks, alters or destroys any official election records or touches them without 

permission.  

7. The watcher reviews or accesses the contents of ballot boxes and other election records.   

8. The watcher interferes with the orderly process of voting, which includes but is not limited to 

blocking the entrance, asking for ID and disseminating false or misleading information. 

Once removed for cause, that watcher may NOT return. 
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× NEW: The paper poll books and supplemental pages are not in the Green Tote.  
Contact the Poll Worker Hotline or Voter Registration (Voter Reg) to have them 
delivered if needed. 

× Poll workers arrive at 6:00AM to open the polls by 7:00AM. Call the Equipment 
Warehouse and the Poll Worker Hotline, if the location is not open at 6:00AM. 
JOEs will be given precinct location contact information prior to Election Day. 

× Do NOT open the cage or Poll Pad until the JOE and at least 1 other poll worker 
are present.  

× Poll watchers and candidates are permitted to be in the precinct during opening. 
They must not disrupt the poll workers. 

× All poll workers, including ½ day shift poll workers, MUST sign the Oaths and the 
Pay Sheet. 

 

POLL OPENING 
 & SETUP 
PREPARING YOUR POLLING PLACE 
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Precinct Overview  

Á The size and layout of precincts vary.  

Á Set up the precinct to ensure privacy at all stages of voting including checking in, 
marking the ballot, using the Touch Writer, casting ballots and ensuring accessibility for 
all voters. 

Á The path of travel inside the precinct should be free of hazardous conditions for all 
voters, including those using walkers, service animals and wheelchairs. Hazardous 
conditions could include chairs, power cords or any other loose objects that are in the 
path of travel.   

Á Promptly report any unsafe or hazardous conditions to the Voting Machine Warehouse. 

Á Use the tape in the equipment cage to mark the flow of voter traffic. 

Á Promptly report any incidents at the polling place, such as someone falling or needing 
an ambulance, to the Poll Worker Hotline. 

Á Each precinct will receive a color-coded metal stand sign for their precinct table where 

voters receive their ballot, names are added to the Numbered List of Voters, spoil 

ballots, etc.  

Á A poll watcher must be able to observe every stage of the voting process ς from voter 

check-in at the Poll Pad to casting the ballot - all within the same room. 

Shared Polling Place  Overview  

Á Confirm each precinct has the correct cage by checking the ŎŀƎŜΩǎ label. If it is not your 

ǇǊŜŎƛƴŎǘΩǎ ŎŀƎŜΣ Ŏŀƭƭ ǘƘŜ Voting Machine Warehouse immediately. 

Á Set up a combined check-in table with all the Poll Pads where ALL voters will check in.  

Voters will then be directed to their precinct table to receive and cast their ballot. 

Á Carefully ǊŜǾƛŜǿ ǘƘŜ ǾƻǘŜǊΩǎ tƻƭƭ tŀŘ ǘƛŎƪŜǘ to verify you are giving them the correct 

precinct ballot.   

Á Ballots are precinct specific. They will be accepted ONLY in the scanner for that precinct. 

Á Judges of Election decide how poll workers will work together and how to set up and 

run the polling place. Poll workers can only be paid for working in 2 precincts. 
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Task List: Setting up the Precinct  

Ä JOE confirms all poll workers have arrived. If you are missing poll workers, contact them 

and if unable to contact them, call or text the Poll Worker Hotline and/or Coordinator 

immediately. 

Ä Open the White Supply Box (inside the Green Tote) and find the blue Precinct Forms 

Checklist Folder as well as the 3 colored (Lemon, Pink and Aqua) Return Envelopes. 

Ä Administer Election Board Oaths and sign both copies of the ELECTION OFFICERSΩ OATH. 

The Minority Inspector swears in the JOE. The JOE swears in all other poll workers. Place 1 

copy in the Lemon Bureau of Elections Envelope (BOE) and place the other copy in the 

Pink Minority Inspector Envelope. Reminder: ANY afternoon workers MUST be sworn in 

by the JOE and sign both copies of the Oaths upon arrival. 

Ä Fill out Lemon Pay Sheet according to the instructions on page 18. After all workers have 

signed PAY SHEET, file it in the Lemon BOE Envelope. Reminder: ANY afternoon workers 

MUST complete the Lemon Pay Sheet. 

Ä JOE will assign tasks to poll workers and determine the layout of the precinct. If in a shared 

polling place, you may work together to open all precincts. Use the tape in the cage to 

direct voter flow and spacing for privacy.  

Ä Important: The setup must allow a Poll Watcher to have clear visibility of the entire voting 

process, starting at the Poll Pad check-in to casting a ballot, all within the same room. 

Ä Verify the equipment cage is for your precinct. Immediately call the Voting Machine 

Warehouse if it is NOT. Break the Red Security Seal (see TIP below) and record its Number 

on all 3 Return Sheets ς Certificate 1 (Page 38).  NEW: Break the 2nd seal and place both 

seals in the Aqua Machine Warehouse Envelope. The 2nd ǎŜŀƭΩǎ ƴǳƳōŜǊ ƛǎ bh¢ ǊŜŎƻǊŘŜŘΦ   

IMPORTANT: If the Red Security Seal is missing or both seals are broken, note it on the 

Manifest Sheet and verify the equipment and ballots have not been tampered with.  

Ä TIP: To remove seals, hold the ǎŜŀƭΩǎ tag [A], grasp the chimney/tail of the tag [B] and pull 

away from the tag [C]. 

                        

Ä Use the Manifest Sheet from ǘƘŜ ŎŀƎŜΩǎ door sleeve to inventory all cage supplies and note 

any missing or broken supplies (Page 15). The JOE must complete the top of the Manifest 

Sheet with their name and contact information. 
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Task List: Setting up the Precinct (Continued)  

Ä Confirm the paper ballots in the cardboard ballot boxes in the equipment cage belong to  

your precinct. Count the packs of plastic-wrapped ballots and verify the total matches the 

boxesΩ ƭŀōŜƭǎ and the pre-printed totals on all 3 Return Sheets ς Certificate 3.  

  

 

Ä Verify all other inventory is for YOUR precinct, including the Green Tote, Black Pouch, 

White Supply Box and their contents on pages 16-17. If not, contact the Voting Machine 

Warehouse or Poll Worker Hotline. 

Ä Unseal the Poll Pad case, record the seal number and place it in the Lime Poll Pad 

envelope in the Numbered List of Voters Binder. Set up the Poll Pad per steps on page 34. 

Ä Precincts in a shared polling location: 

o Set up a central Poll Pad check-in table where all voters can check in on any of the 

Poll Pads. This table will also include pens, styluses, the yellow Affirmation of Elector 

forms and pink Assistance to Vote forms.  

o Set up a separate precinct table with ballots, pens, the Numbered List of Voters in the 

White Binder, Spoiled/Remitted Envelope and privacy folders.  

o Place the metal sign stand and hang the precinct color-coded signs (shown below) on 

or around the precinct table. Hang the small precinct sign on or near the scanner. 

Ä Stand-alone precincts will set up the voter check-in area with pens, the Poll Pad, ballots, 

privacy folders, forms, Spoiled/Remitted 9ƴǾŜƭƻǇŜΣ άL ±ƻǘŜŘέ ǎǘƛŎƪŜǊǎ ŀƴŘ ǘƘŜ Numbered 

List of Voters in the White Binder.   

TIP: Each batch contains 50 

ballots. Do NOT unwrap until 

needed. 
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Task List: Setting up the Precinct (Continued)  

Ä Set up the Touch Writer, its printer, the scanner and ballot box. Detailed setup instructions 

begin on page 19.   

Ä Place tape about 6 feet from the scanner to mark the start of the scanner waiting line. 

Position the tape to maintain voter privacy.  

Ä Use the ŎŀƎŜΩǎ tape for taping down any cords, directing traffic flow and maintaining voter 

privacy and hanging notices. 

Ä Record Blue Seal Numbers ŦǊƻƳ ǘƘŜ ǎŎŀƴƴŜǊ ŀƴŘ ¢ƻǳŎƘ ²ǊƛǘŜǊΩǎ Ǿ5ǊƛǾŜ ŎƻƳǇŀǊǘƳŜƴǘǎ ƻƴ 

all 3 Return Sheets ς Certificate 1. Do NOT remove vDrive Seals until polls are closed. 

Ä Deposit all removed Blue and Red Security Seals in the Aqua Machine Warehouse 

Envelope.  

Ä Set up privacy voting booths and any additional ballot marking areas (tables/desks etc.) 

with the white plastic privacy trifolds. 

Ä Remove POSTING NOTICES from envelope in the White Supply Box. Post notices where 

voters may review them before voting. TIP 1: If wall space is limited, at minimum, post 1 

complete set of notices so that they are visible to all precincts. TIP 2: You may use your 

cage as wall space to display a set of notices.  

Ä Each precinct receives 3 sample ballots. All must be displayed. Hang 1 set outside the 

precinctΩǎ 10-foot campaign-free zone, 1 set near the area where you can instruct new 

voters on how to mark a ballot and 1 set near the ballot marking area.  

Ä Set up JOE table with Provisional Voting and Remitted Ballot materials, pens and blank poll 

book pages.  

Ä Set up the White Supply Box lid with the neon pink άwŜǘǳǊƴ tŜƴǎ IŜǊŜέ ǎƛƎƴ near the 

scanner/exit for voters to return their pens and privacy folders and receive an άL ±ƻǘŜŘέ 

sticker.   

Ä Complete Certificate 1 on all 3 Return Sheets and confirm that all necessary forms, reports 

and seals have been properly filed in the colored envelopes per pages 38-39. 

 

Doors  must open at 7:00 AM sharp!  
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Item Inventory  

 

 

IMPORTANT: The equipment cage and Poll Pad CANNOT be opened until Election 
Day morning and the JOE and at least 1 other poll worker are present.   

 

EQUIPMENT CAGE 
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Item Inventory ( Cont inued )  

CAGE MANIFEST SHEET 

 

The cage includes the White Binder with Numbered List of Voters. 

NOTE:  If you have any issues with cage equipment, the seal or cage supplies, 

please note it in the COMMENTS column. Precincts receive the same cage and 

equipment each election. 
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Item Inventory ( Cont inued )  

GREEN TOTE BLACK POUCH 

  

¶ Election Day Guide  

¶ Black Pouch (contents, see right) 

¶ 3 Sample Ballots  

¶ White Supply Box (contents, see right) 

¶ Pens for voters in large bag or boxes 

¶ Unused Forms manila envelope         
containing: 

o Yellow Affirmation of Elector 
forms 

o Neon Pink Declaration of 
Assistance forms 

o Blank Poll Book pages 

¶ Used Forms manila envelope 

¶ Voter reading lights - certain precincts  

¶ NEW: Lime green Poll Pad sleeve with 
instruction sheet for tablet return 

Provisional Items (in large zip-lock bag) 

¶ NEWLY Redesigned: Provisional Ballot 
Envelopes  

¶ Green secrecy envelopes 

¶ Barcoded receipts 

¶ 1 White Provisional Voting Return 
Envelope 

¶ Instructions 

¶ 3 Voter Instruction sheets 

 

 
¶ Equipment keys & ID badge on 

lanyard 

¶ Equipment Access Code card 

¶ White vDrive Security Return 
Envelope 

¶ Closing Green Seal for Gray Ballot 
Bag 

¶ Extra Green Seal to replace any seals 
that break during closing 

¶ Closing White Seal for Green Tote 

¶ 2 Magnifying glasses 

¶ Laminated Marking the Ballot key 

 

 

TIP: Review the Green ToteΩǎ contents for 
completeness and accuracy prior to 
Election Day. 
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I tem Inventory ( Cont inued )  

WHITE SUPPLY BOX POLL PAD 

 
-  Blue Precinct Forms Folder  

o Lemon Pay Sheet 

o 2 Election OfficerǎΩ Oath 

o Updated Affidavit of Voter 
Identification 

o 3 colored Return Sheets  
(Aqua, Pink and White) 

-  Spoiled/Remitted Ballot manila 
envelope 

-  9ƭŜŎǘƻǊΩǎ 5ŜŎƭŀǊŀǘƛƻƴ ǘƻ Return 
Mail Ballot pad 

-  Posting Notices envelope 

-  White Record of Assisted 
Voters Log  

-  Poll Worker name tags 

-  Statement of Complaint ς Title III 

-  3 colored Return Envelopes  
(Lemon, Pink and Aqua) 

-  Election Day Digest  

-  /ƘŀƭƭŜƴƎŜǎ 9ƭŜŎǘƻǊΩǎ !ŦŦƛŘŀǾƛǘǎ 

-  Bag with tape and pens for poll 
workers 

-  άL ±ƻǘŜŘέ ǎǘƛŎƪŜǊǎ 

 

 
-  Lime Green Case with Blue Luggage Tag 

-  Metal flip-stand and case 

-  Tablet 

-  2 lime green styluses for poll workers 

-  10 green styluses for voters 

-  муέ power cord & brick 

-  Printer with roll of paper and lime green cable 
to attach to iPad 

-  Screen cleaning cloth 

-  Extra roll of printer paper 

-  White charger and cord (at least one precinct in 
a shared location will have one)  
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 Lemon Pay Sheet Instructions  

¢ƘŜ /ƻǳƴǘȅΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ verifies ALL information on the Pay Sheet before issuing a check.  

Á The Pay Sheet is 2-sided. Do NOT add extra workers solely because there is additional 
space on the Pay Sheet. Additional workers may be assigned by the Poll Worker Hotline 
based on precinct size. The legal staffing standard is 5 Election Officials in each precinct.   

Á Workers CANNOT be paid for serving more than one role in a single precinct. Poll 
workers who serve in 2 precincts MUST ōŜ ŘƻŎǳƳŜƴǘŜŘ ƻƴ ōƻǘƘ ǇǊŜŎƛƴŎǘǎΩ tŀȅ {ƘŜŜǘǎΣ 
Oaths and Affidavits to be eligible for payment. 

Á If someone is handling ballots, setting up voting equipment, signing in voters, etc., they 
are a poll worker and must be included on the Pay Sheet. There are NO poll worker 
άǾƻƭǳƴǘŜŜǊǎ.έ ¢ƘŜ /ƻǳƴǘȅ ƛǎ ǊŜǉǳƛǊŜŘ ōȅ t! ǎǘŀǘŜ ƭŀǿ ǘƻ Ǉŀȅ ƛǘǎ Ǉƻƭƭ ǿƻǊƪŜǊǎΦ 

Á Note No-Shows and if they contacted you in the designated box.  

Á  
  

USE the checklist to make sure 
the form is complete.   

PRINT clearly.  

USE proper names. 

SIGN the lavender box under 
your printed name. 

SELECT box indicating shift 
worked, full or half day. 

Poll workers must be 
registered voters of Delaware 
County. Using an address 
outside of the county may 
forfeit payment. 

IMPORTANT: Any 
missing signatures or 
incorrect information 
will delay check 
processing for all 
precinct workers.  

WARNING: If your 
precinct is overstaffed 
and the Poll Worker 
Hotline  did not place or 
approv e the extra poll 
worker , we will reduce 
payment accordingly . 
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× Boot-up times for the Touch Writer and scanner are both approximately 10 
minutes. The screen will appear black at times ς do not reboot. 

× In shared polling places, verify the Poll Pads are properly synced. 

× NEW: All ballot boxes have a new metal ring and string to prevent breakage 

× Set up the precinct to optimize voter traffic flow, ensure voter privacy and 
avoid tripping hazards. 

If you encounter ANY issues during Touch Writer and scanner setup, call the 
Voting Machine Warehouse at (610) 874-8780. 

If you have Poll Pad issues, call the Poll Worker Hotline at (484) 460-3750. 

EQUIPMENT 
 SETUP GUIDE 
BALLOT PRINTER, TOUCH WRITER,  

SCANNER BALLOT BOX, SCANNER & POLL 

PAD 
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Setting Up the Ballot Printer  

1. Set up the ballot printer table next to 

where you will set up the Touch Writer and 

set the ballot printer on the table. 

2. Plug the square end of the USB printer 

cable (from the blue bag in cage) into the 

printer.  Note: The flat end will be plugged 

into the Touch Writer. [A] u 

3. Insert the printer power cord (from the 

blue bag in cage) into the printer and the 

other end into an electrical outlet. Do NOT 

turn on the printer yet. The printer should 

be powered on ONLY after setting up the 

Touch Writer. [B] u 

Printer will come pre-loaded with paper. BE 

CAREFUL with the extendable paper tray 

when unpacking and packing the printer.  

 

Setting up the Touch Writer  

IMPORTANT: Do NOT remove Blue Security Seal on vDrive 

compartment until polls close.  

1. Remove the Touch Writer stand from the cage. Release 
bungee cords. Pull on the handle and lift and lock the legs  
into place. [C] u 

2. Pick a location that does not create a tripping hazard with 
the power cords. 

3. Place the Touch Writer on top of the stand, aligning  
footpads with the standΩǎ indentations. The handle on the 
Touch Writer must face the same direction as the handle on 
the stand. [D] u 

  

A 

B 

D 

C 
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4. Stand at the front of the stand. Reach under the front of the stand top and push the latch 
away from you to secure the Touch Writer to the stand. Check that the Touch Writer is 

attached by trying to lift it up. [E] q 

5. Open the case and remove the power brick and power cord from  
the storage compartment. [F] u 

IMPORTANT: Do NOT remove the Blue Security Seal from the vDrive 
compartment until closing. wŜŎƻǊŘ ǘƘŜ ǎŜŀƭΩǎ ƴǳƳōŜǊ ƻƴ ŀƭƭ о wŜǘǳǊƴ {ƘŜŜǘǎΩ /ŜǊǘƛŦƛŎŀǘŜ мΦ  

Close the compartment and case.  

6. Remove the Blue Security Seal from the printer port 
on the back of the Touch Writer (see directions to 
remove seal on page 11) [G]u and record the 
ǎŜŎǳǊƛǘȅ ǎŜŀƭ ƴǳƳōŜǊ ƻƴ ŀƭƭ о wŜǘǳǊƴ {ƘŜŜǘǎΩ 
Certificate 1. Place the seal in the Aqua Machine 
Warehouse Envelope.  

 

7. Plug the power cord into the power brick [H].q Slide the base of the black connector 

molding back. [I]q Then plug it into the back of the Touch Writer (flat side up). [J] q 

IMPORTANT: Do NOT plug the power cord into an outlet yet. 

 

 

 

 

 

 

 

 

8. Slide the door covering the printer port to 
the right. Plug the flat end of the USB printer 
cable into the back of the Touch Writer, with 

the notch facing up.  [K] u 

 

 

E 
F 

I J 

H 
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9. Open the Touch Writer case and lock the lid brace in place. [L] u 

IMPORTANT: Never tilt a device up by the handle while cords 
are connected ς this can damage the cord where it connects 
to the device or cause damage to the device itself. 

10. Release the tablet from the case by unlocking with the key [M] 
from the Black Pouch, rotate the latch counterclockwise [N] and 

remove tablet [O]. q 

 

11. Seat the tablet in the cradle [P], tilt it back [Q] and lock it in place [R]. q 

12. Attach privacy screens to both sides of the 

stand. [S] u 

13. Plug the power cord into AC power. A green light will illuminate on 
the power brick when AC power is present.  

14. Press the switch on the bottom right side of the ballot printer to 

power it on. [T] u 

IMPORTANT: Do NOT move on to the next step until the 
printer is powered on! 

P Q R 

M 

N 

O 

S 

L 

T 
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15. Press the Red Power Button on the back of 

the Touch Writer to power it on. [U] u 

A Power-On Self-Test report will 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇǊƛƴǘ ƻƴ ¢ƻǳŎƘ ²ǊƛǘŜǊΩǎ ōǳƛƭǘ-in 
report printer. This report will indicate any 
hardware or connection issues. If any issues 
are noted, call the Voting Machine 
Warehouse at (610) 874-8780.  

16. File the unsigned Power-On Self-Test report in the Aqua Machine Warehouse Envelope .  

Touch Writer Screen Orientation  

Once powered up, the Touch Writer will display the Print Zero 
Report screen. [V] u 

Please review the information bar [W] qat the bottom of the 
screen which includes the date and time, plus the following:  

Á Ballots: The number of ballots printed using the Touch 

Writer for the current election. This should be zero! 

Á Lifetime: The number of ballots printed using the Touch 

Writer for the lifetime of the device (for all activity). 

Á AC and battery power indicators: A green battery icon 

indicates the battery is connected; a green plug icon indicates AC power is 

connected. Specific battery power level can be found on the Touch Writer Power-On 

Self-Test report. The battery does NOT recharge when plugged in.  See page 91 for 

more information on using battery power during a power outage.   

Verify the displayed information is correct and the Touch Writer is running on AC Power.  

 

 

 

 

 

V 

W 

U 
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Opening the Polls  

IMPORTANT: If the ballot count total, precinct or clock are incorrect, or the Touch Writer is 
not running on AC Power or the battery is low, contact the Voting Machine Warehouse at 
(610) 874-8780. 

1. Select Print Zero Report. Print 2 copies of the Zero  
Report. Using the Zero Report, check the following: [X] u 

Á Verify the ballot count total on the Zero Report is 
ZERO. 

Á Verify that the precinct on the report is correct. 

Á Use the Zero Report information to fill out all 3 
Return Sheets with the Touch Writer serial number 
and lifetime counter on Certificate 1. See page 38. 

Á File 1 signed report in the Pink Minority Inspector 
Envelope and the other signed report in the Aqua 
Machine Warehouse Envelope. 

2. Select Open the Polls [Y] u 

IMPORTANT: Once you open polls, you can no longer 
print a Zero Report. 

3. Enter the Open Polls Code from the Black Pouch, and 

then select Accept. The Open Polls Report will 

automatically print. [Z] u 

4. Sign and file the Open Polls Report in the Aqua Machine 

Warehouse Envelope. 

 

 

The Touch Writer is now 

ready to be used by voters! 

X 

Y 

Z 
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Scanner Overview  

 

The scanner is a polling place-based digital scanner for 

scanning and casting paper ballots.  

 

The scanner can be used with hand-marked paper 

ballots or with paper ballots marked by and printed 

from the Touch Writer.  

 

The scanner deposits scanned paper ballots into its 

ballot box and Gray Ballot Bag for secure storage. 

It will not accept paper ballots from other precincts, 

Provisional ballots or mail-in/absentee ballots. 

 

 

 vDrives are used to transfer digital ballot styles from 

the Verity election definition software to the scanner 

and Touch Writer and to transfer voted paper ballots 

from the scanner to Verity software for tabulation. 

 

vDrives are inserted into a standard USB port located 

in a locked and sealed compartment; each scanner and 

Touch Writer has its own vDrive. 

 

Note: Software startup for each unit will take several minutes, due to security and data 

integrity checks that the Verity software performs. This process is included in the design 

of the Verity Voting System to verify the authenticity of the software before allowing it to 

operate. 
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Setting up the  Ballot Box  

UPDATE:  The cotton string that locked the scanner into place has been replaced with a 

metal ring and nylon string to prevent breakage and jams.  

1. Position the folded ballot box as shown below. [A] q 

2. Unlatch the four clips (two on each side). [B] q 

3. Pull open the ballot box. [C] q  

4. Press the side panels outward until they are flat, being careful not to pinch your hands 

or fingers. [D] q 

5. Lower the bottom panel but do NOT press down. [E] q 

 

 

 

 

E 

A 

B C 

D 
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Setting up the Ballot Box (Continued)  

6. Release the lid by unhooking the 3 black straps. [F, G] q 

7. Pull the string on the underside of the lid upward to unlock the lid latch. [H, I] q 

              

8. Lift the lid while gently pulling upward and outward, ensuring that the double hinge is 

fully extended. Lay the lid across the top of ballot box and press it down. Do NOT force 

it. Instead drop the lid back down to release the double hinge and try again. [J, K, L] q 

 

F G 

H 
I 

J K L 
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Setting up the Ballot Box (Continued)  

9. Unlock the front door with the ballot box key from the Black Pouch. [M] q 

10. Press firmly on bottom panel to lock it in place. [N] q 

      

11. To assemble the folded Gray Ballot Bag, push the metal brackets to the bottom of the 

bag and secure them using the Velcro flaps. Ballot bags will have precinct labels in the 

clear sleeve on top and on the side with the handle. Verify the labels are for the correct 

precinct.  [O] q DO NOT REMOVE THESE LABELS. 

 

12. Place the unzipped ballot bag inside the ballot box with the top flap positioned on 

outside of the bag with the handle and label facing outward. Ensure the bag is snug 

against the side of the ballot box. 

13. YŜŜǇƛƴƎ ǘƘŜ ǾƻǘŜǊΩǎ ǇǊƛǾŀŎȅ ƛƴ Ƴƛƴd, position the ballot box near an electrical outlet and 

do not create a tripping hazard. 

M N 

O 



 

Delaware County Election Day Guide 29     EQUIPMENT SETUP 

Setting up the Scanner  

IMPORTANT: Do NOT remove Blue Security Seal on vDrive compartment until polls close.  

1. Place the scanner on the assembled ballot box, aligning its footpads with the ōƻȄΩǎ 

indentations. The handle on the scanner must face the front of the ballot box. [A] q 

2. Reach inside the ballot box and pull the cord down and away from you to lock the lid and 

the scanner in place. [B] qCheck that the scanner is locked in place by trying to lift it up.  

3. Close and lock the front ballot box door with the key from the black pouch. [C] q 

4. Open the scanner case and remove the power brick and power cord from the storage 

compartment. Close the compartment and case. [D] q 

  

   

5. Plug the power cord into the power brick [E]q. Slide the base of the black connector 

molding back and then plug it into the back of the scanner (flat side up). [F] q 

IMPORTANT: Do NOT plug the power cord into the outlet yet. 

 

A 

B 

C D 

E F 
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Setting up the Scanner (Continued)  

6. Open the scanner case and lock the lid brace in place. [G] q 

7. Release the tablet from the case by unlocking with the key from the Black Pouch [H], 

rotate the latch counterclockwise [I], and remove the tablet. [J] q 

IMPORTANT: Never tilt a device up by the handle while cords are connected ς this can 

damage the cord where it connects to the device, or cause damage to the device itself. 

 

 

 

8. Seat the tablet in the cradle [K], tilt it back [L] and lock it in place [M]. q 

   

 

G H 

I J 

K L M 
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Setting up the Scanner (Continued)  

9. Attach privacy screens to each side of the ballot box. [N] q 

 

10. Plug the power cord into AC power. A green light will illuminate on the power brick 

when AC power is present. 

11. Press the Red Power Button on the back of the scanner to power it on. [O] q 

The Power-On Self-Test report will automatically print on the scannerΩǎ ōǳƛƭǘ-in report 

printer. This report will indicate any hardware or connection issues. If any issues are 

noted, call the Voting Machine Warehouse at (610) 874-8780.  

12. File the unsigned Power-On Self-Test report in the Aqua Machine Warehouse Envelope.  

 

 

  

N 

O 
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Scanner  Screen Orientation  
Once powered up, the scanner will display the Print Zero 

Report screen. [A] u Please review the information bar [B] q 

at the bottom of the screen which includes the date and time, 

plus the following:  

¶ Ballots: The number of ballots scanned and cast on the 

scanner for current election. This should be zero! 

Á Sheets: The number of ballot sheets scanned on the 

scanner for the current election. In some elections, 

ballots are 2 separate pages. This should be zero.  

Á Lifetime: The number of ballots cast on the scanner for 

the lifetime of the device (for all activity).  

Á AC and battery power indicators: A green battery icon indicates the battery is 

connected; a green plug icon indicates AC power is connected. Specific battery power 

level can be found on the Scanner Power-On Self-Test report. The battery does NOT 

recharge when plugged in.  See page 91 for more information on using battery power 

during a power outage. 

Verify the displayed information is correct and the scanner is running on AC Power. 

 

 

Opening the Polls  

IMPORTANT: If the ballot count total, precinct or clock are 
incorrect, or the scanner is not running on AC Power or the 
battery is low, contact the Voting Machine Warehouse at 
(610) 874-8780. 

1. Select Print Zero Report. [C] u Print 2 copies of the 
Zero Report. Using the Zero Report, check the 
following:  

Á Verify the ballot count total on the Zero Report is 
ZERO. 

Á Verify that the precinct on the report is correct. 

Á Use the Zero Report information to fill out all 3 Return Sheets with the scanner serial 
number and lifetime counter on Certificate 1. See page 38. 

A 

B 

C 

625 
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Opening the Polls ( Cont inued )  

2. File 1 signed Zero Report in the Pink Minority Inspector Envelope and the other signed 
Zero Report in the Aqua Machine Warehouse Envelope. 

3. Select Open the Polls. [D] q 

IMPORTANT: Once you open polls, you can no longer print a Zero Report. 

4. Enter the Open Polls Code from the Black Pouch, and then select Accept. The Open 

Polls report will automatically print. [E] q 

5. Sign and file the signed Open Polls reports in the Aqua Machine Warehouse Envelope. 

 

 
 

The scanner is now ready 

to be used by voters! 

 

  

D 

E 
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Poll Pad Setup  
 
What is a Poll Pad? Poll Pads are electronic poll books also referred to as e-pollbooks. They 
have replaced the paper poll books and the supplemental pages. The information on each Poll 
Pad contains very recent information on 5ŜƭŀǿŀǊŜ /ƻǳƴǘȅΩǎ entire 400,000+ registered voters. 
 
They allow for faster check-in, the ability to direct voters to their correct precinct, to search for 
voters by birthdate and address, consistent voter instructions and enhanced transparency. 
During Primary elections, they also ƛŘŜƴǘƛŦȅ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅΦ 
 
With the Poll Pad, you can check in voters from any precinct in a shared room. It will log that 
voter as checked in at all the Poll Pads in the same room. It will not allow you to check in voters 
from other precincts in different rooms or locations. If the voter is at the wrong precinct, a 
ǘƛŎƪŜǘ ǿƛǘƘ ǘƘŜ ŎƻǊǊŜŎǘ ǇǊŜŎƛƴŎǘΩǎ ŀŘŘǊŜǎǎ Ŏŀƴ ōŜ ǇǊƛƴǘŜŘΦ 
 

 

1. Remove the seal. Record the 
number on the Lime Poll Pad 
Envelope and place the seal in the 
envelope. Verify that ǘƘŜ ŎŀǎŜΩǎ 
blue luggage tag number matches 
the printerΩǎ ǎǘƛŎƪŜǊ number. 

NOTE: The Poll Pad and its printer are 
housed in a blue metal case, i.e., the 
Poll Pad device, with the power brick 

and green cable attached. [A] 

2. Drape the power brick and the 
green cable over the right side of 
the case, then gently lift the entire 
Poll Pad device out of the case 
using both hands. Stand the device 
on the table on the printer base 
with sticker facing you.  

Remove the black power cord 
from the case and securely 
connect it into the power brick.  
[B] 

3. Next, plug the power cord into a 
wall outlet or extension cord. [C] 

 

 
 

 

B 

A 

C 
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Poll Pad Setup  (Continued)  

 

 

4. A blue light indicates the printer 
is powered on. [D] 

If there is no blue light, push the 
power button 1 time. [E] 

 

 

 

5. Plug the green cable into the 
charging port located on the 
right side of the Poll Pad. [F] 

The Poll Pad should power on 
automatically. 

 

 

 

6. Press the application icon at the 
bottom of the screen [G] to open 
5ŜƭŀǿŀǊŜ /ƻǳƴǘȅΩǎ ƘƻƳŜǇŀƎŜΦ 

 

NOTE: Do NOT use wet 

wipes or any liquids on 

the screen. Use only the 

supplied screen cloth. 

 

 

 

 

 

 

D E 

F 

G 
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Poll Pad Setup  (Continued)  
IMPORTANT: All the following screen shots and examples are from the training mode; 
therefore, the top bar is purple and displays a Reset option. On Election Day, confirm the top 
bar is navy blue and that the Reset option is not available.  

Call the Poll Worker Hotline immediately at (484) 460-3750 if your Poll Pad is in training 
mode. 

7. Verify the following is correct:   

-  Polling place[H], i.e., Aldan Elementary School Gym  

-  Check-in Count = 0 [I] 

-  Battery life is close to full (90% or greater) See page 95 to charge. [J] 

-  Name of jurisdiction [K]  

-  Election name and date [L] 

Call the Poll Worker Hotline if H through L is wrong.   

 

 

 

H 
I 

J 

K 

L 

M 

N 
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Poll Pad Setup  (Continued)  

8. IMPORTANT: Verify the multi-peer icons correctly reflect the setup of your polling 
place. For instance, if your polling place has 3 total precincts, your Poll Pad would 
indicate it is syncing with 2 in the red circle. [M] Call the Poll Worker Hotline if this 
number is incorrect. 

 

 

9. Verify the paper is properly loaded.  
Tap the Printer Icon then tap Print Test 
Receipt bar. [N] If the test receipt 
prints properly, i.e., it did not jam ς file 
the test receipt in the Lime Poll Pad 
envelope at the front of the White 
Binder. [O] If the paper jams, see page 
95 to resolve. 

 

 

10. Use the tape from the cage to tape 
down any loose cords. 

IMPORTANT: The County does not call these άreceiptsέ ς they are TICKETS! This 
screen is hard coded on the Poll Pad and unchangeable. This is the only time we 

will use the term άreceipt.έ 

The Poll Pad is now ready to be used by voters. 

N 

O 

M 
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Filling out the Return Sheets: Certificate 1  

There are 3 Return Sheets (Pink, Aqua and White) and all 3 must be filled out 
completely and identically.   ¢ƘŜ ǘŜǊƳ άŎŜǊǘƛŦƛŎŀǘŜέ ǊŜŦŜǊǎ ǘƻ ŀ ǎǇŜŎƛŦƛŎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 
Return Sheet. See page 79. There are no individual certificates. 

Certificate 1 is a record of Poll Opening security measures. Use these instructions, along with 
the infographic on the opposite page, to fill out Certificate 1.  

Á Record the seal numbers from Blue Security Seals on the vDrive compartments inside 
the scanner and the Touch Writer. These should agree with the Manifest Sheet. These 
seals are NOT removed until polls are closed.  

Á Record the serial numbers (abbreviated S/N) from the Open Polls Reports for both the 
scanner and the Touch Writer. These should agree with the Manifest Sheet. 

Á Record the Lifetime Counter numbers from the Open Polls Reports for both the scanner 
and the Touch Writer. 

Á Record the seal number from the Red Security Seal removed from the equipment cage. 
This should agree with the Manifest Sheet. The cage has a 2nd seal for stability ς you do 
not need to record this number.  Place both seals in the Aqua Machine Warehouse 
Envelope.  

Á Record the seal number from the Blue Security Seal removed from the printer port on 
the back of the Touch Writer. This should agree with the Manifest Sheet. Place the seal 
in the Aqua Machine Warehouse Envelope. 

Á The JOE and all present poll workers MUST sign all machine reports except for the 
Power-On Self-Test Reports. 

Á Place both ǘƘŜ ǎŎŀƴƴŜǊ ŀƴŘ ǘƘŜ ¢ƻǳŎƘ ²ǊƛǘŜǊΩǎ Power-On Self-Test Reports in the Aqua 
Machine Warehouse Envelope. 

Á Place 1 Zero Report from both the scanner and the Touch Writer in the Aqua Machine 
Warehouse Envelope. 

Á Place 1 Zero Report from both the scanner and the Touch Writer in the Pink Minority 
Inspector Envelope. 

Á Place the Open Polls Report from both the scanner and the Touch Writer in the Aqua 
Machine Warehouse Envelope 
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Filling out the Return Sheets: Certificate 1  
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× NEW: The Provisional Ballot Envelope has been redesigned to reduce rejections by 
improving clarity and usability for both voters and poll workers.  

× NEW: Poll Pad tickets will print last name, first name and are time stamped. 

× ALL Provisional Ballots will be printed on the Touch Writer and are NOT scannable.  

× ANY voter may use the Touch Writer, if requested. 

× IMPORTANT: Never deny a citizen the right to vote. If you cannot contact Voter 
Registration at 610-891-4659 within a reasonable amount of time to verify a personΩǎ 
eligibility, have them vote by Provisional Ballot. 

× Throughout the day, compare the numbered list of voters to the number of ballots 
scanned to verify ǘƘŜ ǇǊŜŎƛƴŎǘΩǎ numbers agree. 

× Keep phone usage to a bare minimum. 

× During a power outage, continue to check in voters on the Poll Pad.  Print Poll Pad tickets 
once the power is restored.  Call the Poll Worker Hotline at 484-460-3750 for guidance. 

WORKING 
 WITH VOTERS 
ENSURING A GREAT VOTER EXPERIENCE 
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Voter Check In Overview  

Á All voters will check in at Poll Pads. At shared polling places, voters may check in at 
ANY Poll Pad. If your precinct is larger or busy, use tape to manage traffic. 

Á If resolving a voterΩǎ issue requires calling the county for more information, pull 
voter from the line to work with the JOE to resolve the issue while continuing to 
serve other voters.  

Á Control the flow of voters at the check-in table to prevent overcrowding at available 
voting booths. 

Á The ballot marking area MUST offer privacy, accessibility and adequate lighting.  

Á TIP: You may write the votŜǊΩǎ number from the numbered list on their Poll Pad 
ticket to keep them straight and to assist in line management. Or bundle them 

Á IMPORTANT: If at any point a voter becomes angry or upset, try to move them to a 
quieter area and do the following:  remain calm and actively listen. Do NOT debate 
or become confrontational. Do NOT cross your arms. Offer what can be done.  See 
De-escalation Tips in Appendix B, page 90.  

Voters may:  

Á Talk respectfully among themselves while in line. 

Á ¢ŀƪŜ άL ±ƻǘŜŘέ ǇƛŎǘǳǊŜǎ ƻǊ ǎŜƭŦƛŜǎ ǘƘŀǘ Řƻ ƴƻǘ ƛƴclude other votersΣ ƻǘƘŜǊ ǾƻǘŜǊǎΩ 
ballots, the equipment, the poll workers or the poll watchers. 

Á Use their phones to research candidates for their own personal purposes. 

Á Wear clothing or accessories with political messaging. 

Á Deliver their sealed mail-in ballot to a secure Delaware County Drop Box by 8:00PM on 
Election Day. 

Voters may not:  
Á Remove ballots from the precinct to fill out elsewhere. 

Á Engage in politicking inside the precinct. 

Á Intimidate other voters. 

Á Take photos of other voters or poll workers. Privacy and safety must be respected. 

Á Leave the polling place before voting once they have signed the Poll Pad (or poll 
book, if needed) unless they want to forfeit their vote. 

Á Leave their sealed mail-in ballot with a poll worker and expect it be counted. 
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Poll Pad: Voter Check-in Procedure  

This section will review checking in a voter with no messages or exceptions which represents a 
majority of your voters.  All examples are from the training base.  

If the Poll Pad stops working , call the Poll Worker Hotline  immediately!  

1. Greet the voter. Ask the voter for 
their name. Repeat the name aloud 
for any poll watchers.  

2. Tap GET STARTED. [A] 

3. Search for voters by using their last 
and first name. Use the onscreen 
keyboard to enter the first 3 letters 
ƻŦ ǘƘŜ ǾƻǘŜǊΩǎ ƭŀǎǘ ŀƴŘ ŦƛǊǎǘ ƴŀƳŜs, 
and then tap Search. [B]  

Á ¦ǎŜ ǘƘŜ wǳƭŜ ƻŦ оΩǎ ς it 
maximizes the search and 
minimizes typing errors. 

Á If they have a name like 
5Ω!ŘŀƳ or Mc Cloud ς only 
type up to the special 
character or space.   

Á Use the stylus, not your finger. 
It keeps the screen cleaner. 

4. IMPORTANT: If άNo Records 
Foundέ appears, first verify voter 
has not had a recent name change, 
is not using a nickname and that 1st 
name is not an initial. Then tap OK 
[C], clear both name boxes, select ADVANCED OPTIONS [D], choose and enter the 
ǾƻǘŜǊΩǎ Date of Birth (DOB) [E] and then tap Search.  (There are other Advanced Options. 
Use DOB. Using ǾƻǘŜǊΩǎ address requires it to be entered identically to their record).  

 

   

 

A 

B 

C 

D 

E 
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Poll Pad: Voter Check-in Procedure  (Continued)  

5. {ŜƭŜŎǘ ǘƘŜ ǾƻǘŜǊΩǎ ǊŜŎƻǊŘ ǘƘŀǘ ƳŀǘŎƘŜǎ ǘƘŜ 
ǾƻǘŜǊΩǎ ƴŀƳŜΦ [F] 

Á Note out-of-precinct voters will be 
shaded ƎǊŀȅ ǿƛǘƘ ǘƘŜ ƳŜǎǎŀƎŜ άWrong 
Location.έ [G] See page 54 for 
directions. 

6. Ask the voter to verify their address AND 
birthdate. If both match the Poll Pad, tap 
ACCEPT. [H]  

Á If it is the correct voter, but the address 
does not match, see page 51 before 
proceeding.  

Á If it is the wrong voter, tap GO BACK and 
search again and/or use ADVANCED 
OPTIONS (DOB). If you cannot find the 
voter, see page 52. 

7. Flip the screen towards the voter by pressing 
the metal Poll Pad tab. Ask the voter to sign 
the screen with the stylus or their finger. [I] 

Once the voter is satisfied with their 
signature, flip screen back and tap DONE 
SIGNING. [J] 

PAY ATTENTION! 5ŜƭŎƻΩǎ ŜƴǘƛǊŜ ǾƻǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ 
database is loaded on EVERY Poll Pad.  

8. The Poll Worker Confirmation page will 
appear. Review the page for accuracy. Verify 
the voter has signed the correct record. 

AVOID checking in a voter on the wrong 

record.  

9. NOTE: LŦ ǘƘŜ ǾƻǘŜǊΩǎ ǎƛƎƴŀǘǳǊŜ ŘƻŜǎ ƴƻǘ 
match the one on file, but they confirmed 
their address and birthdate and signed the 
Poll Pad with the stylus or their finger and 
they may proceed to vote 

10. Initial in the box [K] and tap SUBMIT. At any 
point prior to tapping submit, you can exit 
the voterΩǎ ǊŜŎƻǊŘΦ [L] See page 54 if wrong 
voter is accidentally checked in. 

 

I 

L 

K 

H 

G 

F 

J 

I 
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Poll Pad: Voter Check-in Procedure  (Continued)  

11. The voter has been successfully processed 
and the Poll Pad immediately prints their 
ticket. If the voter checked in at a shared 
polling place, all the synced Poll Pads will 
automatically update that they have 
voted. 

IMPORTANT: The voterΩǎ record will 
immediately update to Voted. [M] But, the 
voter has not actually cast their vote ς 
they have only checked in which is 
equivalent to signing the paper poll book. 
The voter cannot leave the precinct after 
check-in and return later to vote. If the 
voter leaves the precinct before scanning 
their ballot (a fleeing voter), they forfeit 
their chance to vote. Do NOT include a 
fleeing voter on the Numbered List of 
Voters. Make a note of any votes forfeited 
on the Return SheetǎΩ bƻǘŜ .ƻȄ ŀƴŘ ƛƴŎƭǳŘŜ 
a note in the BOE envelope. 

NOTE: LŦ ǘƘŜ ǾƻǘŜǊΩǎ ǘƛŎƪŜǘ ŘƛŘ bh¢ ǇǊƻǇŜǊƭȅ ǇǊƛƴǘ or it was destroyed 
before receiving their ballot, print a duplicate ticket per the 
instructions on the next page. 

12. Hand the voter their ticket.  

Á At standalone precincts, the voter will move along the check-in 
table.  

Á In shared polling places, direct the voter to the correct precinct 
table by asking them to locate the precinct signs matching the 
color and precinct name printed on the ticket. [N]  

13. IMPORTANT: Confirm the voter is at the correct precinct and use the 
ticket to legibly PRINT the vƻǘŜǊΩǎ name in the Numbered List of 
Voters in the White Binder. [O] NEW: ¢ƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ǇǊƛƴǘs last 
name, first name.  See page 47 for instructions. 

NEW: The time now prints on the ticket. Use the time to keep the 
tickets in order and to assist in line management.  

14. Give the voter the correct precinct ballot, a pen and a privacy folder. 
The voter may now vote. Place the ticket in the Lime Poll Pad Envelope in front of the 
binder.  

O 

M 

N 
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Poll Pad: Voter Check-in Procedure  (Continued)  

15. Instruct the voter to individually select each candidate on the ballot. Explain how to 
properly mark the ballot, point out the directions at the top of the ballot [P] and the 
laminated Marking the Ballot key. Then direct the voter to the privacy booths/area to 
manually mark their ballot. 

 

16. After marking the ballot, the voter proceeds to the ballot 
scanner to cast their ballot.  See page 48.  

17. If the voter makes a mistake marking their ballot, they may 
spoil it and request a new ballot. See page 50.  

NOTE: Any voter who is unable or feels uncomfortable voting by 
manually marking the paper ballot can use the ADA compliant 
Touch Writer to mark the ballot digitally. ANY voter may use the 
Touch Writer. They are not necessarily asking for assistance; they 
may have forgotten their reading glasses, etc. See page 63. (If they 
received a regular ballot, spoil it before using the Touch Writer. See 
page 50.) 

Directions  to Reprint Poll Pad Ticket  

Á Use the ORIGINAL Poll Pad the voter 
ŎƘŜŎƪŜŘ ƛƴ ƻƴ ǘƻ ǊŜǇǊƛƴǘ ŀ ǾƻǘŜǊΩǎ 
ticket.  

Á Pull up their record and tap REPRINT. 
Enter the password from the Black 
Pouch and tap DONE. 

Á A DUPLICATE ticket will reprint. 

Á Initial and briefly note the reason for the reprint 
on the ticket.  

Á NOTE: Always remember to print a test receipt after fixing the printer or replacing paper 
and then reprint the ǾƻǘŜǊΩǎ ticket. 

P 
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Instructions: Numbered List of Voters  

The White Binder contains a carbonless list with a top white page 
and bottom yellow page. [Q] Each page set is divided by a 
separation page. Each page is numbered 1 to 100. The page 
numbers will be prefilled beginning with page 0 (zero). 

NEW:  ¢ƘŜ ǘƛŎƪŜǘ ŘƛǎǇƭŀȅǎ ǘƘŜ ǘƛƳŜ ŀƴŘ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ 
format: last name, first name.  

IMPORTANT: Before adding a name to the list, verify the voter is 
at the correct precinct and is not a provisional voter.  

Á Use ǘƘŜ ǾƻǘŜǊΩǎ ǘƛŎƪŜǘ to announce ǘƘŜ ǾƻǘŜǊΩǎ name 
clearly.  

Á ¦ǎŜ ǘƘŜ ǾƻǘŜǊΩǎ ǘƛŎƪŜǘ ǘƻ Ǉrint last name first neatly on the 
list.   

Á Place the ticket in the Lime Poll Pad Tickets Envelope [R] in front of the binder.  Larger 
precincts may have extra envelopes supplied to hold all the tickets.  

Á LŦ ŀ ǾƻǘŜǊΩǎ ƴŀƳŜ ƛǎ ŀŎŎƛŘŜƴǘŀƭƭȅ ŀŘŘŜŘ ǘƻ ǘƘŜ ƭƛǎǘΣ ōƻƭŘƭȅ ŎǊƻǎǎ ƻǳǘ ǘƘŜ ƴǳƳōŜǊ and name 
of the voter. DO NOT REUSE THIS LINE OR RENUMBER THE LIST. 

Á TIP: Use the time on the ticket to keep them straight and to assist in line 
management. During a quieter period write the names on the list. 

Á IMPORTANT: Throughout the day, verify that the last number on the list, minus 
any cross outs is equal to the number of ballots scanned on the scanner. 

For example, the last number is 308, with 2 cross outs and 3 voters marking their 
ballots, the actual number of voters that checked in is 306 (308 - 2). The scanner would 
show 303 ballots scanned (306-3) because those 3 voters have not yet scanned their 
ballots. If the numbers do NOT match, investigate the reason and note it to make closing 
smoother.  

Mark the line where you reconciled counts. You will only need to review voters after the 
mark if the counts do not agree. 

Á Poll Watchers may inspect and photograph this list only while supervised by a poll 
worker and when the polling place is not busy.  Poll Watcher activities CANNOT slow 
down or interfere with the voting process.   

 

  Reminder: No provisional voters are included on the numbered list. There is 
NO separate list for provisional voters. 

R 

Q 
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Ballot Scanner Procedure  

w9{t9/¢ ¢I9 ±h¢9wΩ{ PRIVACY AT THE SCANNER. DO NOT LOOK AT THE 
BALLOT. NEVER Th¦/I ¢I9 ±h¢9wΩ{ BALLOT. 

 

1. Instruct the voter to remove their ballot from the privacy folder, if using. 

2. Voter inserts their marked ballot into the scanner as directed by the flashing green 
arrows (ballots must be fed in short edge first but can otherwise be inserted in any 
direction). [A] q 

3. ±ƻǘŜǊ Ƴǳǎǘ ǿŀƛǘ ŦƻǊ ǘƘŜ ǎŎŀƴƴŜǊ ǘƻ ŦƛƴƛǎƘ ǇǊƻŎŜǎǎƛƴƎΦ άtƭŜŀǎŜ ǿŀƛǘέ ƳŜǎǎŀƎŜ ǿƛƭƭ ōŜ 
displayed on screen. [B] q 

4. When the scanner has accepted a ballot, the screen will flash the American flag along 
with a brief message that the vote has been recorded. [C] q 

Á Once the ballot is accepted, thank the voter, ask them to please return their pen and 

privacy folder, give them ŀƴ άL ±ƻǘŜŘέ ǎǘƛŎƪŜǊ and direct the voter to the exit. 

Á If the scanner rejects the ballot, it will spit back out and an error message will display 
on the screen. Review the message and assist the voter. See examples on the next 
page.  

5. IMPORTANT: Throughout the day, verify that the last used number on the numbered 
list τ minus any cross outs τ equals the number of ballots scanned. 

 

 

IMPORTANT: If the scanner rejects multiple ballots (for reasons other than 
overvotes or blanks), you may try a different package of ballots. If you do, note 
this on the 3 Return Sheets. 
 

 

A

A 

B

B 

C

C 
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Scanner Messages and Voter Instructions  

PRECINCT 1-2 SCANNER WILL ONLY ACCEPT BALLOTS FROM PRECINCT 1-2. 
ALL OTHERS WILL BE REJECTED. 

 

 

Overvote: 
Á Too many choices were marked on a contest on the 

ballot.  

Á The voter has two options: 

-  Spoil the ballot with a poll worker and receives a 
new ballot to correct the error. See page 50.  

-  Tap ά/ast ballot as-isέ on the screen. The overvoted 
contest will NOT be counted, but all other contests 
will be counted. 

 

Blank Page: 
Á The scanner is not reading ANY marked boxes on one 

side of the ballot, i.e., no contests were voted on 1 side. 

Á The voter has three options: 

-  Tap άCast ballot as-isέ on the screen. 

-  Take the ballot to the voting booth to mark more 
choices and then return to scan ballot. 

-  Spoil the ballot and vote on a new ballot. 
 

 

Error Codes 6, 11 or 14: 
Note: This code is listed in the lower right corner. 

Á Code 6: The ballot is from a different precinct than the 
scanner. Direct the voter to their correct precinct scanner. 

Á Code 11: This ballot has already been scanned. Take the 
ǾƻǘŜǊ ƻǳǘ ƻŦ ƭƛƴŜΦ wŜŎƻǊŘ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ŀƴŘ ŎƻƴǘŀŎǘ 
info and call Voter Services at (610) 891-4673 and ask for 
a solicitor. Voters may continue to use the scanner. 

Á Code 14: The Provisional Ballot CANNOT be scanned. See 
JOE to properly process the Provisional Ballot per pg. 60. 

Remember to maintain eye contact with the voter. Do NOT look at how the ballot is marked.  
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How to Spoil a Ballot  

¶ Do NOT look at the ǾƻǘŜǊΩǎ ballot!  

¶ Ask the voter to write SPOILED on the ballot and place it in the Spoiled/Remitted Ballot 
Envelope. [A] q 

Á Complete an entry on the Spoiled Ballot Log on the ŜƴǾŜƭƻǇŜΩǎ back printing the reason 
spoiled per the voter and YOUR name (NOT ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ). [B]q 

Á If a regular ballot (i.e., not a provisional ballot) was printed on the Touch Writer, write 
that on the log. 

Á Give the voter a new ballot to complete and cast. Do NOT add their name again to the 
Numbered List. 

Á IMPORTANT: DO NOT PLACE spoiled PROVISIONAL BALLOTS in this envelope.  
Place them in the White Provisional Voting ς Return Envelope. 

 

 

How to Log an Abandoned Ballot  

If an abandoned ballot is found, do NOT scan it. WǊƛǘŜ ά!.!b5hb95έ ŀŎǊƻǎǎ ǘƘŜ ōŀƭƭƻǘ ƛƴ ƭŀǊƎŜ 
print.  

tƭŀŎŜ ƛƴ {ǇƻƛƭŜŘκwŜƳƛǘǘŜŘ .ŀƭƭƻǘ 9ƴǾŜƭƻǇŜ ŀƴŘ ǿǊƛǘŜ άAōŀƴŘƻƴŜŘέ as the reason and your own 
name on the log.  

 

A 

B

B
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Messages & Situations Poll  Workers May Encounter  

 

 

Address  Does Not Match 

Á If the vƻǘŜǊΩǎ ŀŘŘǊŜǎǎ ƛǎ ƴƻǘ ǇǊƻǇŜǊƭȅ ƭƛǎǘŜŘ ƛƴ ǘƘŜ Poll Pad, ask 

the voter if they have moved. If they have moved, have the 

voter complete sections A and C of the yellow Affirmation of 

Elector Form [B] to vote. ID is NOT required. 

Á Review and sign the form and process the voter as usual. 

Á LŦ ǘƘŜ ǾƻǘŜǊΩǎ ŀŘŘǊŜǎǎ has a typo or error, they should call 

Voter Reg to correct. If unable to contact Voter Reg, complete 

the yellow form and proceed as usual. 

Á File the form in the Used Form Envelope. 

 IMPORTANT: A voter in the Poll Pad is a registered Delco voter and 

is entitled to vote.  This form will be used to determine whether this 

voter should be removed from the rolls.  

 

Inactive  Voter: Affirmation  Required  

Á Follow the directions on the Poll Pad screen. [A] ID is NOT required. 

Á File the completed and signed Affirmation of Elector Form [B] in the Used Forms Envelope. 

 

REMIND ALL VOTERS TO FILL OUT FORMS  

COMPLETELY AND NEATLY WITH PROPER NAMES, ETC. 

B

B
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Messages & Situations Poll Workers Encounter (Continued)  

Unlisted Voter  

Á LŦ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ cannot be found in the Poll Pad after using the Advanced Options, DOB, 

and verifying their name has not changed, they are not using a nickname or their 1st name 

is not an initial, send the voter to work with the JOE and to call Voter Reg.  

Á If Voter Reg determines that the voter is at the correct 

precinct and properly registered, they will give you an 

AUTHORIZATION NUMBER. [A]  

Á The JOE will legibly complete an entry in the Blank Poll 

Book Pages [B] (found in the manila Unused Forms 

Envelope) based on Voter wŜƎΩǎ information. Ask the 

voter to sign the entry. [C]  

Á The JOE will walk the voter over to the precinct table to 

enter the voterΩǎ ƴŀƳŜ on the Numbered List of Voters and the voter will be given a 

regular ballot.  

Á wŜŎƻǊŘ ǘƘŜ ±ƻǘŜǊΩǎ bǳƳōŜǊ ŦǊƻƳ Numbered list and initial the entry [D]. This voter does 

NOT sign the Poll Pad. 

  

IMPORTANT: By law, if Voter Reg does NOT give an Authorization Number 

because the voter cannot be found in the SURE system in Delco, the voter is NOT 

a registered voter in Delaware County and CANNOT vote a regular ballot. If the 

voter insists on voting allow the voter to cast a Provisional Ballot. See page 60. 

C

C

A

A

B

B

D

A
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Messages & Situations Poll Workers Encounter (Continued)  

ID Required  

Á ID is required if a voter is voting for the first time at that precinct. Photo IDs 

do NOT need to match the address on the Poll Pad. Non-Photo IDs MUST 

match the address on the Poll Pad. 

Á When the voter shows one of the approved IDs listed on the Poll Pad 

screen, tap ID CONFIRMED [A].  

Á The ǾƻǘŜǊΩǎ ticket will display άa¦{¢ /hbCLwa L5.έ Initial the ticket to 

notify the poll worker managing the numbered list that their ID has been 

confirmed. [B] The voter will proceed to vote normally.  

Á If the voter is unable to provide approved ID or return with one by 8:00PM, 

select UNABLE TO CONFIRM ID [C] and direct the voter to the JOE to vote 

provisionally. Remind them that they must present their approved ID to Voter Reg in 

Media by the following Monday at 4:30PM to have their vote to be counted. See p. 60. 

Á If the voter 

leaves the 

precinct for ID, 

tap GO BACK 

[D], clear the 

ǾƻǘŜǊΩǎ ƴŀƳŜ 

and continue to 

check in other 

voters.  

 

 

 

 

 

 

 

 

A 

C 

TIP: Scroll down to 

view entire list.  

B

B 

D 
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Messages & Situations Poll Workers Encounter (Continued)  

Voter is at the Wrong Location  

Á If a voter is at the wrong location [A], 

direct them to vote at their correct/home 

precinct. Provide the voter with a άYOUR 

POLLING PLACEέ ticket [B] by selecting 

the DISPLAY LOCATION [C] option.  

Á NOTE: This is the ONLY instance 

where a Poll Pad ticket is permitted 

to leave the precinct. 

Á If voter votes provisionally because 

they will not or cannot go to their 

correct/home precinct, stress that 

NOT all contests will count and it is 

a very time intensive process. Check 

Other and write άLƴ ǿǊƻƴƎ ǇǊŜŎƛƴŎǘέ 

as reason on the Provisional Ballot 

envelope. See page 60 for 

instructions.   

Wrong Voter is Checked In   

What to do if Jane A Smith signs Jane B {ƳƛǘƘΩǎ Poll Pad record and it is accepted. 

If the mistake is caught while Jane A is still in the polling place, the JOE will do the following:  

Á Have Jane A properly check in on her record.  She will then proceed to vote normally.  

Á /ŀƭƭ ǘƘŜ tƻƭƭ ²ƻǊƪŜǊ IƻǘƭƛƴŜ ŦƻǊ ŘƛǊŜŎǘƛƻƴǎ ǘƻ ŎŀƴŎŜƭ WŀƴŜ .Ωǎ ƛƴŎƻǊǊŜŎǘ ŎƘŜŎƪ-in. 

Á Write cancelled on the JaƴŜ .Ωǎ ƛƴŎƻǊǊŜŎǘ ŎƘŜŎƪ-in Poll Pad ticket. File in the Lemon BOE 

envelope.  

Á LŦ WŀƴŜ . ƛǎ ƛƴ ǘƘŜ ǇǊŜŎƛƴŎǘ ƻǊ ŎƻƳŜǎ ƛƴ ƭŀǘŜǊΣ ǎƘŜΩƭƭ ŎƘŜŎƪ ƛƴ ŀƴŘ ǾƻǘŜ ƴƻǊƳŀƭƭȅΦ 

If the mistake is NOT caught until later when Jane B attempts to sign in, do the following: 

Á Pull Jane B out of line to work with the JOE and have her vote provisionally. See page 60. 

Á The JOE will choose Other and ǿǊƛǘŜ ά!ƴƻǘƘŜǊ ǾƻǘŜǊ ǎƛƎƴŜŘ ǘƘŜ ǊŜŎƻǊŘέ ŀǎ ǘƘŜ ǊŜŀǎƻƴ on 

the Provisional Ballot envelope.  

TIP: ¢ƻ ǇǊŜǾŜƴǘ ǘƘŜ ǿǊƻƴƎ ǾƻǘŜǊ ŦǊƻƳ ōŜƛƴƎ ŎƘŜŎƪŜŘ ƛƴΣ ŎƻƴŦƛǊƳ ǘƘŜ ǾƻǘŜǊΩǎ 

address and birth date and ask the voter to review their record before signing 

the Poll Pad.  

C 

A 

B 

C 
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Messages & Situations Poll Workers Encounter (Continued)  

Voter Requires Assistance  

A voter with the NEW ORANGE banner for Previous Assistance Requested [D] ONLY needs to be 

added to the white RECORD OF ASSISTED VOTERS Log. [A] Do NOT ask these voters to 

complete the neon pink Assistance Form! Follow the directions on the Poll Pad.  

  

 

TIPS: Use the ǾƻǘŜǊΩǎ number from the Numbered List of Voters for the Serial #. 

Use the initials [B] on the ticket for the reason. See p. 94 for information to 

respectfully work with voters with specific needs. 

If a voter requests or receives assistance and their record does NOT have the 

ORANGE banner[D], have them complete the neon pink Declaration of the Need of Assistance 

to Vote form. [E] The form must be signed by both the helper and the JOE.  Check the 

appropriate box for a permanent or temporary condition[F], then place completed form in the 

Used Forms Envelope. Add the voter to the Log. [A] 

The person helping cannot be the JOE, a poll watcher or the ǾƻǘŜǊΩǎ employer or union 

agent/officer.  

IMPORTANT: Explaining how the voting process works, offering the magnifying glass, setting up 

the Touch Writer, etc. are NOT άassistanceέ and do not need to be recorded.  Assistance refers 

only to situations where the voter is unable to vote independently.  

A

A 

E 

F 

B 
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Messages & Situations Poll Workers Encounter (Continued)  

Return ing Ballot or Voting Provisionally Flowchart  
Return  Absentee or Mail -In Ballot or Vote Provisionally  

When ABSENTEE/MAIL-IN BALLOT REQUESTED ŀǇǇŜŀǊǎ ƻƴ ŀ ǾƻǘŜǊΩǎ ǊŜŎƻǊŘΣ ǘƘŜ ǾƻǘŜǊ ǿŀǎ 
issued an absentee or mail-in ballot that has not been received by the county. Always remove 
this voter from the line to work with the JOE to resolve. Use the flowchart below to assist with 
the decision. 

 If this voter wants to vote in person at the precinct, they may either:  

Á Return BOTH the mail ballot AND the Official Ballot Return Envelope with the purple 
stripe and their name to the JOE and vote a regular ballot in-person. See next page for 
instructions. 

Á Or vote provisionally if they cannot return BOTH the ballot and the Official Ballot Return 
Envelope with the purple stripe and their name. See page 60. 

 

Does the voter have the ballot AND the Official Ballot Return Envelope?  

YES NO 

ü Void ballot and envelope.  

ü Complete Electorõs 

Declaration to  Return 

Mail/Absentee Ballot  

Form. 

ü Place all paperwork in the 

Spoiled/Remitted 

Envelope. 

ü Voter will sign Poll Pad 

and vote normally.  

ü Voter will be included in 

the Numbered List of 

Voters.  

Follow steps  

for provisional 

voting on  

page 60. 

 

Does the Poll Pad show the voter has 

already returned a ballot?  

NO YES 

STOP:  

Voter has  

already cast  

a ballot.  
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How to Re turn  a Mail - in/Absentee Ballot  

A voter who returns both their mail ballot AND their Official Ballot Return Envelope [C] with the 
purple stripe and their name will receive a replacement regular ballot and vote in the precinct.  
All others will vote provisionally. The JOE will do the following:  

Á Verify the address on the Return envelope matches the Poll Pad record. The Secrecy 

Envelope is NOT required. If sealed, verify their ballot is inside the envelope while 

respecting their privacy. 

Á Complete the onscreen directions below and walk the voter back to the check-in table 

and select BALLOT/ENVELOPE REMITTED [A] and the voter will vote normally. 

Á Place the ǾƻǘŜǊΩǎ Ƴŀƛƭ ōŀƭƭƻǘΣ wŜǘǳǊƴ 9ƴǾŜƭƻǇŜ ŀƴŘ 9ƭŜŎǘƻǊΩǎ Declaration[B] in the 

Spoiled/Remitted Ballot Envelope [D].   

Á Do NOT ƭƛǎǘ ǘƘŜ ǾƻǘŜǊΩǎ ƴŀƳŜ ƻƴ ǘƘŜ ŜƴǾŜƭƻǇ ƭƻƎΦ 

 

NOTE: Follow the same 

directions if the Ballot 

Return Envelope is stamped 

άREPLACEMENTέ in red. A 

replacement ballot is issued 

if a voter makes a mistake on 

the Official Return Envelope, 

such as not to signing it.   

A 

[B] 

B 

D 

[C] 

C 
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Absentee/ Mail -In Ɉ Ballot Cast/Not Eligible  

This voter must NOT cast a regular ballot because their mail ballot has already 

been received by the County and will be counted on Election Day. 

If the voter insists on voting or received a notice-and-cure letter, call or email from the County, 

they must be processed provisionally. Notice-and-cure means an error with the Ballot Return 

Envelope was noticed and needs to be corrected. See page 60. 
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A Voter May Cast a Provisional Ballot If:  

Á Voter was sent an Absentee/Mail-In ballot but did not return it to the county and does 

not have the mail ballot AND the Official Ballot Return Envelope. 

Á VoterΩǎ name does not appear in the Poll Pad and Voter Reg cannot determine their 

registration status or Voter Reg cannot be contacted within a reasonable amount of 

ǘƛƳŜ ǘƻ ǾŜǊƛŦȅ ŀ ǇŜǊǎƻƴΩǎ ŜƭƛƎƛōƛƭƛǘȅΦ 

Á A court order has been issued to the voter.  

Á If a voter is at the wrong precinct, and the voter is unable or unwilling to go to the 

correct precinct. Only certain contests will count. If the voter is in the wrong county, the 

ballot will not count. NOTE: JOE must write άLƴ ²ǊƻƴƎ tǊŜŎƛƴŎǘέ as Other reason.  

Á ! ǾƻǘŜǊΩǎ ŜƭƛƎƛōƛƭƛǘȅ ƛǎ ŎƘŀƭƭŜƴƎŜŘ ŦƻǊ ŎŀǳǎŜ and the challenge cannot be resolved by the 

JOE. 

Á The Poll Pad ƳŜǎǎŀƎŜ ƛǎ άMust Confirm IDέ and the voter is unable to present approved 

ID (see page 53).  Remind the voter they will have until the following Monday at 4:30PM 

to bring approved ID to aŜŘƛŀΩǎ Delaware County Voter Registration office to have their 

vote counted.  

Á Voter received a notice-and-cure letter, call or email from the county.  

Á ±ƻǘŜǊΩǎ ǊŜŎƻǊŘ ǿŀǎ incorrectly signed by another voter and was not caught timely. 

NOTE: JOE must write άAnother voter signed the ǾƻǘŜǊΩǎ ǊŜŎƻǊŘέ as Other reason. 

 

PROVISIONAL VOTERS NEVER SIGN THE POLL PAD AND ARE NEVER 
INCLUDED ON NUMBERED LIST OF VOTERS. 

NEW:  The State has redesigned the Provisional Ballot envelope to prevent mistakes, reduce 

ballot rejection and ensure every eligible vote counts.  

Always hand the voter the Provisional Ballot envelope and the voter directions. Both are in the 

Provisional Ballot SuppliesΩ zip-lock bag.  

IMPORTANT: If a voter is mistakenly checked in as a Provisional voter or the voter belatedly 

presents approved ID, you can cancel their check in.  Call the Poll Worker Hotline for directions.  

Note: The County Board of Elections will verify that no voter votes twice.  
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Provisional Ballot Instructions  
Á After confirming ǘƘŜ ǾƻǘŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛnitial the 
ǾƻǘŜǊΩǎ Ǌecord [A] on the Poll Pad and direct the 
voter to work with the JOE. A Provisional voter is 
NOT able to sign the Poll Pad [B] and is NOT added 
to the Numbered List of Voters.  

Á The JOE will give the voter the White Provisional 
Ballot Envelope [C], a Green Secrecy Envelope [D] 
and the voter instruction sheet. The JOE will put 
the Poll Pad ticket [E] in the Lime Poll Pad Tickets 
Envelope. 

Á NEW:  Use the color-coded Provisional Ballot 
Envelope Diagram on the next page to complete 
the Envelope properly. 

Á Voter completes Section A using their registered 
voting address and signs Voter Signature #1. [F]   

Á Voter will complete Section B ONLY if their current 
address differs from Section A. [G] 

Á JOE completes the Precinct name and selects the reason for the Provisional Ballot. [H] 

Á Then both the JOE and Minority Inspector will sign the Provisional Ballot Envelope. [I] 

Á All Provisional voters will generate their ballots on the Touch Writer.  Ask voter if they 
want to mark their ballot using the Touch Writer or manually on a paper ballot. Set up 
the Touch Writer accordingly.  Each time a Provisional Ballot is activated, the Touch 
Writer will print a Provisional Ballot stub. [J] NEW: Place the stub in the Lime Poll Pad 
Tickets Envelope. LǘΩǎ ƴƻǘ ƴŜŎŜǎǎŀǊȅ ǘƻ ƘŀǾŜ ǘƘŜ ǾƻǘŜǊ ǎƛƎƴ ǘƘŜ ǎǘǳōΦ See page 63 for 
Touch Writer instructions.  

Á Voter places ONLY the marked ballot in the Green Secrecy Envelope and SEALS it. If 
unsealed, the provisional ballot will not be counted at the county level. 

Á Voter places the sealed Green Secrecy Envelope inside the White Provisional Ballot 
Envelope and seals it. If unsealed, the provisional ballot will not be counted. 

Á Voter signs Section C [K] in front of JOE.  

Á The JOE inspects the White Provisional Ballot Envelope to ensure the voter has signed it 
twice and is properly completed. 

Á The JOE places a bar-coded receipt sticker over the words AFFIX BALLOT ID NUMBER HERE 
[L] and gives the voter their receipt. The receipt allows the voter to track their provisional 
ballotΩǎ ǎǘŀǘǳǎ.  

Á Place the sealed White Provisional Ballot Envelope in the larger White Provisional Voting 
Return Envelope.  

Á NOTE: The date is no longer necessary. 

 

IMPORTANT:  Call the Poll Worker Hotline if you need to produce a Provisional Ballot and the Touch 
Writer is not working or ǘƘŜǊŜΩǎ ŀ ǇƻǿŜǊ ƻǳǘŀƎŜΦ  

D 

B 

J 

A 

E 
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Provisional Ballot Instructions  ( Continued)   

 The below diagram shows how to complete each part of the Provisional Ballot Envelope. Each color-

coded section identifies what the voter must fill out before and after voting and what the JOE must 

complete

 

 

 

The actual 
Delco 
Provisional 
Ballot 
Envelope. 
Delco 
tweaked the 
stateΩǎ 
version to 
highlight the 
signature 
lines. 

 

c 

I 

K 

F 

G 

H 

L 
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Guidance for Challenges 

Persons are presumed to be bona fide, qualified electors and must be allowed to vote if their 

names appear in the cƻǳƴǘȅΩǎ Poll Pad of registered voters.  However, there may be cases when 

another voter, an election officer or a credentialed poll watcher challenges the right of a 

registered elector to vote. Below is guidance to help the Judges of Election understand how to 

proceed. 

1. Challenges are limited to the identity of the elector (voter), the residence of the elector 

(voter), an alleged Ǿƛƻƭŀǘƛƻƴ ƛƴ ǎƛƎƴƛƴƎ ǘƘŜ ǾƻǘŜǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜΣ ƻǊ an alleged violation of 

laws that ban bribery. 

2. Challenges may NOT be made to the legitimacy of the registration itself. By law, such 

challenges must be filed with the Voter Registration Commission. 

3. Challenges must be made in good faith. Challenges CANNOT be made routinely, 

frivolously or with no good-faith basis. The JOE must remove from the polling place 

anyone making challenges routinely, frivolously or with no good-faith basis. 

4. If the elector (voter) establishes his or her identity or residence to the satisfaction of 

the JOE, the elector must be allowed to sign the Poll Pad and receive a regular ballot.  

5. ²ƘŜƴ ǘƻ ǳǎŜ ǘƘŜ ά/I![[9bD9{έ ŦƻǊƳ ǘƻ ƛǎǎǳŜ ŀ ōŀƭƭƻǘ ǘƻ ŀ ŎƘŀƭƭŜƴƎŜŘ ŜƭŜŎǘƻǊΥ 

Á When a JOE cannot decide, in good faith, the identity or 

residence of a challenged elector (voter), the challenged 

ŜƭŜŎǘƻǊ Ƴŀȅ ŎƻƳǇƭŜǘŜ ǘƘŜ ά/I![[9bD9{ 9[9/¢hwΩ{ 

!CCL5!±L¢έ ŦƻǊƳΣ ŀƴŘ ŀƭǎƻ ƘŀǾŜ ŀƴƻǘƘŜǊ ǉǳŀƭƛŦƛŜŘ 

elector (voter) ŎƻƳǇƭŜǘŜ ǘƘŜ ά{¦tthw¢LbD !CCL5!±L¢έ 

section on that same form. 

Á The CHALLENGES form is NOT needed for challenges 

ǿƘŜǊŜ ǘƘŜ WǳŘƎŜ ǿŀǎ ǎŀǘƛǎŦƛŜŘ ǿƛǘƘ ǘƘŜ 9ƭŜŎǘƻǊΩǎ ƛŘŜƴǘƛǘȅ 

or residence in item (4) above. 

 

 

IMPORTANT: Any person who intentionally refuses to permit a person to vote, when that 

person is entitled to vote under the law, is committing a crime under the Pennsylvania Election 

Code and the Federal Voting Rights Act. 

IMPORTANT: A provisional ballot is needed only when the JOE agrees that a challenge is well-

founded, AND the elector (voter) cannot submit a completed CHALLENGES form. 

When both the 9ƭŜŎǘƻǊΩǎ and Supporting Affidavit CHALLENGES form 

has been completed, the Elector (voter) then is processed normally 

and receives a regular ballot, NOT a provisional ballot. 
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Voting with the Touch Writer  

Overview: Touch Writer  and Verity Access  

The Touch Writer is an accessible ballot marking device. To use the Touch Writer, poll workers 

will activate a ballot, and then allow the voter to begin voting. Once finished making their 

selections, the voter will print the marked ballot. The voter will use the Scanner to cast their 

marked ballot. If using the Touch Writer to generate a Provisional Ballot, the voter can choose to 

mark their choices on the machine or print a blank Provisional Ballot and mark it manually. Using 

the Touch Writer does not necessarily mean that a voter requires assistance. 

About  Verity Access  

Verity Access is available for voters that cannot, or prefer not to, use the touchscreen. Verity 

Access includes two connection ports: the left connection port for headphones, and the right 

connection port for any dual-switch input device (such as tactile switches or sip-and-puff 

devices). With Verity Access, a voter can: 

Á Navigate through a ballot with the Move wheel 

Á Make selections on a ballot with the Select button 

Á Activate help text using the Help button 

Installing Headphones and Tactile Switches  

1. Lift the Verity Access from its cradle. 

2. Plug the supplied or the voter-supplied headphones into the headphone port on the top 

left of the Verity Access. [A] q 

3. Plug the tactile switches, sip-and-puff, or any other dual-switch input device into the 

port on the top right of the Verity Access. [B] q 

 

A 

B 
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Poll  Workers Activate the Ballot  

1. When the device is ready to be used for marking ballots, the Ready 

for Use screen will display. 

2. Press and hold your finger on the Ready for Use button to continue 

or press the Blue Poll Worker Button on the back of the Touch 

Writer. [A] q 

3. Enter the Poll Worker Code from the Black Pouch and select 

Accept. [B] q 

4. To activate a provisional ballot, select Mark as provisional. [C] q  

5. Confirm selections, then select Yes, activate this ballot. [D] q 

6. When a Provisional Ballot is activated, an automatic Provisional 

Ballot Stub prints immediately. File it in the lime green Poll Pads Ticket Envelope. See 

stub image on page 67. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A 

B 

C

D 

D

D 
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Touch Writer Help and Features  

Each Touch Writer is equipped with context-specific help text and settings that can be accessed 

from the touchscreen or using Verity Access. To exit the help or settings screens and resume 

voting, select Exit Help or Return to ballot on the bottom right. 

Á If multiple languages are available, a Language button [A] q is located at the top left of 

the screen. Voters can select this button to change the language of the instructions and 

ballot at any time.  

Á Voters can select the Screen button [B] q to change the screen settings (contrast and 

text size) or to turn the screen off (if using headphones only). 

Á Voters can select the Audio button [C] q to change the audio settings (volume and 

speed) for the headphones. 

Á The Help button [D] q is at the top right of the screen. Voters can select this button to 

see help text for the voting step currently underway. 

 

Marking Ballots with Touch Writer  

Once a poll worker has activated a regular or provisional ballot: 

1. The voter selects άTo get started, touch hereέ (or turns the Move Wheel on Verity Access 

clockwise). [A] q 

2. The voter chooses if they would like to use the Verity Access accessibility features. [B] q  

Á If Yes, help me change the settings, they will proceed to the next step. 

Á If No, skip straight to voting, they will be taken to the About Your Ballot screen. 

 

 

 

 

 

 

 

A B 
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Marking Ballots with Touch Writer (Continued)  

3. The voter selects whether to use the screen, audio or both to complete their 

ballot, and then adjusts their audio and/or screen settings. [C] u 

Á If the voter chooses to use both the screen and audio, they will be 

walked through the audio settings and screen settings before 

proceeding. The voter selects OK, it sounds good/OK, it looks good in 

the bottom right to proceed. 

Á If the voter chooses to use the screen only and turn off the audio, 

they will be asked to confirm before proceeding, by selecting Yes, turn 

it off . The voter will then be walked through the screen settings 

before proceeding. The voter selects OK, it looks good in the bottom 

right to proceed. 

Á If the voter chooses to use the audio only, they will be asked to 

confirm before proceeding, by selecting Yes, turn it off. The voter will 

proceed through their ballot using the Access device with 

headphones. The voter can select Touch here to enable the screen to 

turn the screen display on at any time. 

4. The voter is presented with three screens of instructions that orient them 

to the Touch Writer device. The voter can select Next to view each 

instructional page or select Skip Instructions to go to their ballot. [D] u 

Á On the last page of instructions, the voter selects Start in the bottom 

right to begin marking their ballot.  

5. The voter can start voting (by selecting Begin Voting), learn how to use the 

ballot or view a list of contests on the ballot. [E] u 

6. The voter marks their ballot choices using either the touchscreen or the 

Move wheel or Select button on Verity Access. [F] u 

Á A selected choice will display a green box with check mark to the left 

of the choice.  

Á The voter can review ballot choices by selecting Review your choices. 

Á The Next or Skip button advances to the next contest on the ballot 

after reviewing all candidates (voter must scroll to bottom of contest) 

7. If a Provisional voter chooses to print a blank Provisional ballot to mark 

by hand, keep choosing Next or Skip. [G] u 

C 

E 

F 

G 

D 
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Marking Ballots with Touch Writer ( Continued )  

8. When the voter reaches the end of the ballot, the Review your ballot screen appears.  

Á The voter can select a specific contest to return to that contest, or select Return to 

ballot to go to the last contest visited.  

9. After reviewing and confirming their choices, the voter selects Print to print the ballot. [H] q 

10. The voter selects Yes, print my ballot. [I] q 

11. The voter retrieves the printed ballot from the printer next to the Touch Writer. [J] q 

Á CAUTION: The printer prints 1 side of the ballot, then pulls the ballot back and 

prints the other side. Do NOT grab the ballot until printing on both sides is 

completed.  

Á A Provisional Ballot Stub prints when the Provisional Ballot is activated. The poll 

worker should place the stub in lime green Poll Pad Tickets Envelope. [K]q Once 

the ballot is marked, the voter returns to the JOE to complete paperwork.  

12. The voter will take their printed regular ballot to the scanner to cast their ballot. 

Provisional ballots are NEVER accepted by the scanner.   

  

 

H 

I 

J 

K 
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Making Write -in Choices 

To vote for a write-in candidate on the ballot (if applicable): 

1. On the page for that contest, the voter selects To enter a write-in, touch here. 

2. The voter types the name of the desired write-in, using the touchscreen or Verity 

Access, and then selects Accept. 

3. ¢ƘŜ ǾƻǘŜǊΩǎ ǿǊƛǘŜ-in choice will appear with a green box with check mark to its left, along 

with the write-in candidate name that the voter typed. 

Note: If a voter attempts to deselect a marked write-in choice, they will be asked to confirm 

before proceeding.  

 

Substitutions  

In a contest with more than one valid choice (e.g., ΨǾƻǘŜ ŦƻǊ ƻƴŜΣ ǘǿƻ ƻǊ ǘƘǊŜŜΩύΥ  LŦ ǘƘŜ ǾƻǘŜǊ Ƙŀǎ 

already selected the allowed number of choices, and then selects an additional choice, the 

Touch Writer will indicate which previous choice is being changed, and which new selection is 

being added. 

 

Troubleshooting  

Á If there is a problem with the Touch Writer, follow the error instructions on the screen 

(if applicable), and/or contact the Voter Machine Warehouse for assistance. 

Á Note: If a visually impaired voter is stuck, remind them to move the wheel clockwise to 

activate the voice menu. 

Á If the Touch Writer is down and a voter needs to vote provisionally, call the Poll Worker 

Hotline for instructions.  
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Spoiling an Unprinted  Ballot on Touch Writer  

Á Press the Blue Poll Worker Button on the back of 
the Touch Writer. 

Á Enter the Poll Worker Code from the Black Pouch 
and select Accept. 

Á Select Spoil current ballot.  

Á Select Yes, spoil the ballot. 

Á Select OK. There is no need to file paperwork for 
spoiled ballots not printed.  

Spoiling Printed  Touch Writer  Paper Ballots  

Á To spoil a regular ballot that has already been printed from Touch Writer ask the voter 

to write SPOILED on it, fold it and place it in the SPOILED/REMITTED Ballot Envelope. 

Complete the Spoiled Ballot Log noting it was printed on the Touch Writer. See page 50. 

Á A spoiled Touch Writer Provisional Ballot should be placed in the white Provisional 

Voting Return Envelope.  

Á In either case, see page 64 to produce another ballot for the voter.  
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× NEW: Poll Pad tablets will be returned in the Green Tote. 

× Precinct must stay open until all voters in line at 8:00PM have voted. DO 
NOT close the polls on the scanner or Touch Writer before 8:00PM.  

× Poll watchers and candidates are permitted to remain in the precinct during 
closing but must not disrupt your procedures.  

× All Election Day materials are returned via the Equipment Cage, Green Tote 
or Gray Ballot Bag. Do NOT throw any Election Day materials out. 

× All supplies marked                                  must be returned to the Media 
Government Center immediately after completing the closing process.  
WARNING! Missing supplies will require you to return to your precinct for them.  

× No hand counting of scanned ballots. 

Call the Voting Machine Warehouse at (610) 874-8780 or the Poll Worker Hotline at (484) 460-3750 with 
any problems.  

Return to County 

CLOSING 
 THE POLLS 
CLOSING ACCURATELY AND EFFICIENTLY 
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Task List: Closing the Precinct and Polls  

JOE: Use this list to distribute closing tasks 

NAME CLOSING TASK 
NAME Fill out and sign the Affidavit of Voter Identification Form and file the form in the Lemon 

Bureau of Elections Envelope.  

NAME Open the Ballot Box and check the Emergency Slot Bag for unscanned ballots. If ballots 

are found, scan them (see page 92) before proceeding. 

NAME Remove Ballot Bag from Ballot Box. Do NOT add anything to the bag! The Ballot Bag 

should only contain cast ballots. Seal bag with Green Security Seal located in the Black 

Pouch. Record the seal number on Certificate 3 of all 3 Return Sheets. Close Ballot Box. 

NAME Close Polls on the scanner. Follow the step-by-step procedures beginning on page 74. 

NAME Close Polls on the Touch Writer. Follow the step-by-step procedures beginning on page 

76. 

NAME Remove the scanner and Touch Writer vDrives and seal them in the White vDrive 

Security Return Envelope. Sign the envelope and place it in the top clear sleeve of 

Gray Ballot Bag. Instructions on page 77. 

NAME Shut down the Poll Pad. NEW: Remove and place the tablet in the lime green Poll Pad 
sleeve and place in the Green Tote. Continue to pack the Poll Pad(s) cases and place 
them in the cage.  Instructions on page 78 and on direction sheet in the lime green 
sleeve in the Green Tote.  

NAME Count ALL unused ballots, loose and wrapped. Do not unwrap ballots to count them. 
Record the number of unused ballots on their boxes (even if zero) and on all 3 Return 
Sheets - Certificate 3.  

NAME Package unused ballots: 

Á Place unused ballots in cardboard boxes, seal and have all worker sign over the 
tape. 
Á Write the number of unused ballots in each box on the label, even if zero. 

Return ALL cardboard ballot boxes (even empty boxes) to the equipment cage.  

NAME Fold up voting booths, ballot box, printer table and all other equipment. 

NAME Pack the Equipment Cage according to the photo in plastic sleeve including the metal 
sign stand, all laminated signs and the Poll Pad/s cases. Note any equipment issues on 
the Manifest Sheet. Do NOT Seal cage yet! 

NAME Separate only the USED Numbered List of Voters pages from the binder. Record the 
total number of voters (subtracting the total number of crossed off lines) on all 3 Return 
Sheets ς Certificate 2. 

Á Leave all white pages, separation pages and unused yellow pages in binder and 

place the binder on the top shelf of equipment cage. 
Place all USED yellow pages in the Pink Minority Inspector Envelope. 

NAME Complete the White Provisional Voting Return Envelope (see page 86) and place in 
the large zip-lock bag along with all unused Provisional Ballots supplies. Place the sealed 
zip-lock bag in the Green Tote. 

NAME Place the Spoiled/Remitted Envelope  on the top shelf of the equipment cage. 
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NAME  
 

 CLOSING TASK 
 

NAME Complete and sign all 3 Return Sheets. 

Á Return Sheet Certificate 1 ς Completed at poll opening ς page 38. 
Á Return Sheet Certificate 2 ς Poll Closing ς Voter Tally ς page 80. 
Á Return Sheet Certificate 3 ς Poll Closing ς Paper Ballot Audit ς page 82. 

NAME Place 1 completed Return Sheet with attached report in each of the following locations: 

Á Post the White Return Sheet in precinct ς visible from outer door or window.  
Á File the Aqua Return Sheet in the Aqua Machine Warehouse Envelope. 
Á File the Pink Return Sheet in the Pink Minority Inspector Envelope. 

NAME Complete and verify the contents of the Pink Minority Inspector Envelope, see page 
87. JOE and Minority Inspector must sign the Pink Minority Inspector Envelope. The 
Minority Inspector will take sealed envelope home and maintain securely for two 
years. 

NAME Complete and verify the contents of the Aqua Machine Warehouse Envelope, see 
page 87. JOE and Minority Inspector must sign the Aqua Machine Warehouse 
Envelope. Place the Aqua Machine Warehouse Envelope on the top shelf of 
equipment cage. 

NAME Verify that the Lemon Pay Sheet has been filled out and signed by all poll workers.  The 

JOE also signs at the bottom of the sheet. Note any no-shows on 2nd page. Place pay 
sheet in the Lemon Bureau of Elections Envelope. 

NAME Confirm the Lemon Bureau of Elections Envelope contains all forms listed on the 

envelope, per page 86. Include any notes to the Poll Worker Hotline and/or the Bureau 
of Elections. JOE and Minority Inspector must both sign the Lemon Bureau of Elections 
Envelope. Seal and place in the Green Tote. 

NAME Take down all postings, notices and sample ballots. Place in Posting Notices Envelope. 
Place in the White Supply Box. 

NAME Pack the White Supply Box according to the inventory list on page 85. Place the fully 
packed Supply Box and Black Pouch with codes in the Green Tote. 

NAME /ƻƭƭŜŎǘ ǇŜƴǎΣ άL ±ƻǘŜŘέ ǎǘƛŎƪŜǊǎΣ ǘŀǇŜ ŀƴŘ ŀƴȅ ƻǘƘŜǊ ƭƻƻǎŜ ŜƭŜŎǘƛƻƴ ǎǳǇǇƭƛŜǎ ŀƴŘ ǇƭŀŎŜ 
them in the plastic supply bag. Place plastic bag in the Green Tote.   

NAME NEW: If a seal breaks, use the spare Green Seal from the Black Pouch and place 
the broken seal in the AQUA Machine Warehouse Envelope with a note. 

NAME Before sealing the Green Tote with the White Security Seal from the Black Pouch, 
record the seal number on Certificate 3 on all 3 Return Sheets, confirm that is properly 
packed and the person returning the election materials is wearing the ID Badge. See 

page 85. 

NAME Determine who is dropping off the packed and sealed Green Tote and the sealed Gray 
Ballot Bag with the White vDrive Security Return Envelope placed in the top plastic 
sleeve to the County in Media. Reminder: The person returning the election materials 
to Media must wear the ID Badge lanyard with keys. An Affidavit is needed if NOT a 
poll worker.  Call Hotline at 484-460-3750 for Affidavit information. 

NAME Return precinct to its original state or as discussed with the siteΩǎ ƳŀƴŀƎŜǊΦ 

NAME Before sealing the equipment cage with the Red Security Seal from the Blue Bag, take 

one last look around the precinct to make sure there are no stray items. SEAL CAGE. 

NAME Turn off lights, lock doors, and see that all Poll Workers are safely escorted to their cars. 
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Closing the Polls: Scanner  

IMPORTANT: Do not close the polls until 8:00PM or until ALL voters in line at 8:00PM 
have voted. Once the polls have been closed, they cannot be reopened. 

 

1. Check the emergency ballot bag in the Ballot Box for any ballots before closing the polls. 

Scan these ballots with a bipartisan team. See page 92 for complete Emergency Ballot 

procedures. 

2. Remove the Gray Ballot Bag from the Ballot Box. Do NOT put anything in the Gray 

Ballot Bag!  It is for scanned ballots ONLY. 

3. Zip the Ballot Bag closed and seal the zipper with the Green Security Seal from the Black 

Pouch. Record the Green Security Seal number on Certificate 3 of the Return Sheets. 

4. Press the Blue Poll Worker Button on the back of 

the Scanner.  Be careful!  Do NOT press the Red 

Power Button. CAUTION: If you accidentally turn 

off the scanner, you will be required to restart 

the scanner and close the polls properly. Turning 

off the scanner does NOT close the polls. Call the Equipment Warehouse or the Poll 

Worker Hotline immediately if you accidentally power off the scanner. 

5. Select Close Polls. [A] q   

6. Select Yes, Close the polls. [B] q  

7. Enter the Close Polls Code (found in Black Pouch) and select Accept. [C] q The Close 

Polls Report including a Tally Report prints automatically. Then 4 Tally Reports print 

automatically. 

 

THE POLLS ARE NOW CLOSED. THEY CANNOT BE REOPENED! 

 

 

A 

C 

B 
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Closing the  Polls: Scanner ( Cont inued )  

8. Record the Ballot Counter and Lifetime Counter 

numbers from the sŎŀƴƴŜǊΩǎ /ƭƻǎŜ tƻƭƭǎ wŜǇƻǊǘ ƻƴ 

Certificate 2 on all 3 Return Sheets. All present poll 

workers will sign the Close Polls report. 

9. Separate the automatically printed Tally reports 

and have all present poll workers sign each one. 

TIP: You may label the tally reports to help keep 

track of them. 

10. Select Print Write-In Report and print 1 report.  

TIP: Machine report tapes will be long - some may 

be over 6Ω. If an additional roll of report tape is 

needed, see Machine Tape Replacement 

instructions on page 93. 

11. After printing reports, wait at least 10 seconds 

before pressing the Red Power Button  on the back 

of the scanner to power it off. Call the Poll Worker Hotline or the Machine Warehouse if the 

scanner does not power off. 

12. Once the scanner is completely powered down and displays a black screen, follow 

instructions on page 77 to remove the vDrive and reseal the vDrive compartment. 

13. Disconnect the power cord by grasping the cord at the base of the black connector molding 

where it connects to the scanner and slide back the sleeve. This will unlock the connection 

so the cord may be removed. Carefully fold and place the cords in the ǎŎŀƴƴŜǊΩǎ storage 

compartment. 

14. Unlock and unlatch the tablet from the cradle and return it to its storage compartment. 

When storing, lock tablet in place with the key and pull blue latch down to secure it in place. 

15. Close the Scanner case, unlatch it from the Ballot Box and place it in the cage.   

 Scanner Report Filing  Instructions  
Á The signed Closed Polls report with the Tally report will be taped to the Aqua Return Sheet 

which goes in the Aqua Machine Warehouse Envelope.  

Á A signed Tally report and the Write-In report will be taped to the White Return Sheet 

posted at the precinct.  

Á A signed Tally report will be taped to the Pink Return Sheet which goes in the Pink Minority 

Inspector Envelope. 

Á One signed Tally report will each go to a Republican Party Representative and a Democratic 

Party Representative.  If a party representative is not present at poll closing, write the 

missing party on the Tally report, and place it in the Aqua Machine Warehouse Envelope. 

Á TIP: You are NOT required to print extra reports for poll watchers or candidates ς they may 

take photos of the printed reports.  

 PRINT 1 


