Officeof theSecretary of State EB S
Guide for Election Board School

Instructionsfor Primary and Gener al Elections
1. Administer oath to board workers- 25-2807 (Seeform EO)

2. Opening procedure
a. Timepollsopen-whenworkersshould beat the polls- 25-2810(a), 25-106
b. Counting board - timeto arrive- 25-2810(c)
c. Check supplies- havealist of suppliesavailablefor checking - 25-2706
d. List of personswho havevoted advancevoting ball otsretained by supervisingjudges
(not posted) - 25-1126

3. Procedureif amember of board isnot present - 25-2805
4. Discussdutiesof receiving board and counting board - 25-2810(b) - (€)

a. If a3-member boardisused, makedefiniteassignment of duties. Theseboardswill
have to double-up on duties - 25-2810

b. Instructionstovoter
1. Timeinbooth- instructions- 25-2901 (voting machinecounties- 25-1333)

2. Affidavitfor changeof address- 25-2316¢(b)
3. Affidavitfor changeof name- 25-2316¢(a)

4. Declarationof party affiliationif registrationbook (or party affiliationlist) shows
no party affiliation - 25-3301(c)*

c. Poll books- clerksenter name of voter - 25-2507

d. Party affiliationlists- 25-3301(b)*

e. Registration books- mark voted - 25-2908

f. Judgeclipsnumber and putsballotsin proper ballot box IN THE PRESENCE OF
THEVOTER - 25-2905

0. Number of ballotsmust correspond with thenumber inthe poll book - 25-2908

5. If thevoter wishestovoteonly inaspecial electionheldin conjunctionwiththeprimary, such
voter doesnot needto declareparty affiliation. Listthenamesof suchvotersinaseparatepoll
book.*

6. Review procedurefor challengingavoter - 25-407 through 25-414; 25-2908

7. Explaindutiesof boardinregardtothefollowing:
a. Voterswhoarevisually handicapped, physically disabled, or wholack proficiency in
English and any voter 65 or more years of age may receive assistance from another
person - 25-2909
b. Clerksmust enter memorandumin poll books- 25-2911

8. Replacement ballots- Givesufficientinstructionsinregardtotorn, defaced andwrongfully marked
ballots- 25-2902

* Applicableto primary election only
Over



9. Meals- Remind board workersto bring asack lunch becausethereareno provisionsfor themto
taketimeoff or leavethepolling placesfor meals.

10. Electioneeringand soliciting of votesisprohibited within 250feet of thepolling place- 25-2430.
THISALSO APPLIES TO BOARD WORKERS.

11. Poll Agents- check 25-3005 and 3005afor thedefinitions(duringtheoriginal canvass- 25-3004).

12. Bespecificonthetimepollsaretoopenandclose. Atthetimeof thecloseof thepolling place,
only votersinlinewill beallowedto vote- 25-2810(b).

13. Counting thevotes- 25-3001
a. ACHECK MARK ISLEGAL - 25-614. Also, failureto makeacrossor
check mark in the space for awrite-in does not invalidate the ball ot - 25-2903.
b. If polling placehasonly areceiving board, counting doesnot start until after thepolls
close.
c. Boardof fiveor moremembersmay bedividedintoreceivingand counting
boards - 25-2810(b)
d. Countingboardarrivesat thetimestated by thecounty el ection officer - 25-2810(c)
e. Explainindetail theprocedurefor counting ball ots(inthecaseof small boards, assign
duties) - 25-3001
f. Rulesfor canvassersarefoundin 25-3002
g. Noresult of thecount shall bemadeknownto any person not ontheel ection board,
except the county election officer or the deputies, until after thetimeto closethe polls-
25-2810(d)

14. Discusspreparation of abstract
a. Three abstracts - 25-3006
b. All judgesand clerksat thesamevoting placeshall signall threeabstractsafter the
canvassiscompleted - 25-2810(f), 25-2810(g) and 25-3006

15. Packaging of ballotsand suppliesfor returnto county el ection office- 25-3007 and 25-3008.

16. All affidavitsand decl arationsof party affiliationmust bereturnedtothecounty electionoffice
with the election supplies- 25-3007

17. Abstractsare not to be seal ed withthe ballots- 25-3008(f). If aseparate party
afiliationlistisprovided, thelist should bereturnedintheenvel opecontainingtheother
election supplies.

18. Special boardsto count all advancevoting ballots- 25-1133 and 25-1135
a. Follow procedures of canvass- 25-3001 and 25-1135
b. Ballotsreceived until thecloseof thepolls- 25-1132
c. Twenty-fiveballotsmust remainintheball ot box until theclosing of thepolls-25-1135

19. Remind boardworkersservinginvoting placesother thantheir ownthat they may votean
advancevotingballotinaccordancewith 25-1119 or they shall beexcused fromtheir dutiesto
vote at their respective voting place - 25-2804 (d)
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