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{Ward
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______________________________ 
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REGISTRARS OF VOTERS:
    
______________________________                              


VOTING TABULATOR TECHNICIAN:

______________________________                              


MUNICIPAL CLERK:


______________________________                              

ELECTION SERVICES DIVISION    (860) 509-6100, and
    (Secretary of the State):   






  1-(800)-540-3764









 


The Elections Services Division 
is on duty from 5:30 a.m. to 9:00 p.m.


for regular elections.
POLLING PLACE OFFICIALS:
  (Note:  include the names of the unofficial checkers)
(Name)                   
(Address)                   
(Title)
Moderator's handbook

FOR MARKSENSE VOTING TABULATORS (Accu-Vote)
	I. POLLING PLACE OFFICIALS

A.
MODERATOR - CHIEF POLLING PLACE OFFICIAL

On primary day and election day, the Moderator is the chief public official at each polling place.  The Moderator is the responsible representative of all the citizens of the municipality at the polls.  The Moderator must preside over the polling place in accordance with the election laws, and must exercise authority in a completely impartial manner.  It is the Moderator’s job to make the process of voting as smooth as possible for the elector.  (§§9-259, 9-439)

There are some important differences between election and primary day polling place procedures, and there are some recent changes in the law, so we strongly urge experienced as well as inexperienced Moderators to read this Handbook carefully before the day of the primary or election.







     APPOINTMENT OF MODERATORS

Moderators of regular and special state and municipal elections held within a town are appointed by both Registrars of Voters for that town.  (§§9-229, 9-249)

Only persons currently certified by the Secretary of the State as qualified Moderators may serve as Moderators or Alternate Moderators at an election or primary. Moderators must have been (1) given written training materials and have been (2) trained concerning how to (a) correctly set up the marksense system in the polling place, (b) admit voters to the system and enable them to cast a correct ballot, (c) close down the system at the end of election day, and (d) produce the election tally reports required by law.

In the case of towns divided into voting districts, the Registrars of Voters are required to designate one of the Moderators or any other elector of the town to be Head Moderator for the purpose of declaring the results of the election in the whole municipality unless otherwise provided by law.  The Registrars of Voters may also designate a Deputy Head Moderator to assist the Head Moderator, who, if designated, must be from a different political party from the Head Moderator (in an election) or represent an opposing candidacy (in a primary). (§9-169)

No known candidate for any office may be appointed Moderator.  Appointment must be at least twenty days before the election.  In the case of a primary, the responsibility for appointing the Moderator and other officials lies with the Registrar of Voters of the party holding the primary.  (§9-436).  (Regs. 9-242-13)

B.
  OTHER OFFICIALS

The other officials in the polling place appointed by the Registrars of Voters are:

BALLOT CLERKS: 
At least one but not more than two.  More than one ballot clerk may be hired if deemed necessary because of the size of voting district.

OFFICIAL CHECKERS:
 At least one but not more than two for each line of electors.  Official checker(s) may be teamed with a single ballot clerk, for each line of electors.  

TABULATOR TENDERS:
 At least one but not more than two appointed by the Registrars of Voters.

DEMONSTRATORS:
 Two for the first election or primary that the voting tabulator is used.  (Thereafter zero to two).

CHALLENGERS:
 Zero to two.

ABSENTEE BALLOT COUNTERS:
 If counted at the polls, as needed; this function may be performed by other officials counting in teams of two.  If central counting, teams of two plus a Central Counting Moderator.

REGISTRARS/ASSISTANT REGISTRARS:
Two of different parties. 
In a primary, one or two assistant Registrars of Voters.

The Registrars of Voters must provide the Moderator with a list of the names, addresses and titles of all officials for the polling place.    

If the Moderator believes any official is incompetent, the Moderator should contact the Registrars of Voters.  The Registrars of Voters may remove this election official and appoint a competent replacement.  (§9-267)  (Regs. 9-242a-6, 9-242a-14)

C.
OATH OF OFFICE FOR POLLING PLACE OFFICIALS

The Moderator, and all other primary and election officials (but not the unofficial checkers or runners) must take an oath as to the faithful performance of their duties.  The law permits Registrars of Voters, Deputy Registrars of Voters, Assistant Registrars of Voters and Moderators to administer such oaths.  The Registrar of Voters may administer the oath to all officials, or may administer the oath to the Moderator only, who in turn must administer the oath to all the election officials of the polling place before they may enter upon their duties.  If picking up supplies on election morning, the oath should be administered to the Assistant Registrars of Voters by the proper official when the Assistant Registrars of Voters arrive to pick up the polling place ballots and tabulator on election morning if they have not previously been sworn in.  The oath must be taken before the official begins official duties.  The form of the oath is as follows:

You solemnly swear (or affirm, as the case may be) that you will faithfully discharge, according to law, your duties as (checker, challenger, tabulator tender, ballot clerk, assistant Registrar of Voters, absentee ballot counter, or moderator) to the best of your ability; and that you will serve in this election or primary as the case may be, as an official, completely impartial with respect to any candidate or any political party; so help you God.

In administering an oath, the person to whom the oath is administered should hold up their right hand.  If a person, by reason of scruples of conscience, objects to such ceremony, or the person administering the oath has reason to believe that any other ceremony will be more binding upon the conscience of the person taking the oath, they may permit or require any other ceremony to be used (§1-22).  If, through scruples of conscience, a person declines to take the usual form of an oath, a solemn affirmation may be administered to them in the form of the oath prescribed, except that instead of the word "swear" the words "solemnly and sincerely affirm" shall be used and instead of the words "so help you God" the words "upon penalty of perjury" shall be used (§1-23).  The person to whom an oath is administered should answer, "I do". 

A record of the time when and the place where the oath was administered to each official should be made by the official administering the oath, at the time that the oath is taken, and filed with the Municipal Clerk after the polls close.  (See Form 1 "Certification for Administration of Oath".)  (§§1-24, 9-231, 9-439)

D.
INSTRUCTION OF POLLING PLACE OFFICIALS PRIOR TO ELECTION OR PRIMARY

Before each election or primary, all election officials must attend an instructional session, conducted by the Registrars of Voters and certified Moderators.  The purpose of this meeting is to receive instruction on the use and duties associated with the voting tabulator.  This instruction is in addition to the instructions given by the Secretary of the State relating to the certification of Moderators.

The instructors are required to file a report without delay in the Municipal Clerk's and Secretary of State’s office stating that they have instructed the election officials and given the officials' names and the time and place of instruction (See Appendix E in this Handbook).  Each election official who serves in the election is to be paid not less than one dollar for the time spent attending the instructional session.(§9-249, Regs.9-242-12,9-242-13, 9-242a-7)

E.
PERSONS WHO MAY BE PRESENT DURING POLLING HOURS

Only election officials working at the polling place, representatives of the company providing the voting tabulator in use in the polling place, and electors entering the polling places to vote may be allowed inside the polling place during polling hours, subject to the following exceptions.  (§9-236)  (Regs. 9-242-12)  See attached section (E).

1.
UNOFFICIAL CHECKERS (CANDIDATE CHECKERS)

In an election, each Registrar of Voters may appoint not more than four electors enrolled in such Registrar's of Voters party to serve as unofficial checkers.  Each group of three or more candidates whose names appear in a single row on the voting tabulator ballot, but who are not entitled to unofficial checkers under the first provision, may designate no more than two electors to serve as unofficial checkers. If the Registrar of Voters has authorized split shifts for unofficial checkers, the foregoing numbers would apply to each shift separately.  (§9-235)

In a primary, the Registrar of Voters may appoint, for each group of candidates whose names appear in a single row on the voting tabulator ballot, not more than two unofficial checkers for each line of electors for each shift.  (§9-436a)

In a referendum, the Registrars of Voters may appoint up to eight town electors as unofficial checkers for each question (including a question submitted at an election).  (§9-235)

The Registrar(s) of Voters should include the unofficial checkers' names, addresses and titles on the list of polling place officials provided to the Moderator.  The unofficial checkers will have their own copy of the official check list to be used in any manner, including the use of sequence numbers.  The unofficial checkers will be marking off the names of electors who vote and reporting this information to their respective headquarters.  They may do so by entering and leaving the polling place at any time throughout the day, or by using telephones provided by their party if their use does not interfere with the voting process.  The unofficial checkers should be seated near the official checkers' tables or at the end of the tables so that the unofficial checkers can hear the electors as they announce their name and address.  Unofficial checkers are not allowed to interfere with the voting process or make additional inquiries of the elector because Connecticut General Statutes require that each elector announce their name only once. 

2.
RUNNERS

At any election or primary, any person may serve as a runner solely to enter and leave a polling place and the restricted area surrounding the polling place for the purpose of taking outside the polling place and said area information identifying electors who have cast ballots at such election or primary.  Each runner shall be subject to the control of the Moderator.  Neither any election official nor any candidate in such election or primary may perform the functions of a runner.  (§§9-235b, 9-258). 

3.
NEWS MEDIA

Members of the news media may also enter and leave the polling place at any time throughout the day.  (§9-236).  (See Section IV E)

4.
PERSONS ASSISTING ELECTORS WHO ARE DISABLED OR UNABLE TO READ OR WRITE

Any elector who requires assistance to vote by reason of blindness, disability or inability to read or write sufficiently well to understand the language(s) in which the ballot is printed may be given assistance by a person of the elector's choice, other than the elector's employer or agent of that employer, agent of the elector's union or a candidate, unless the candidate is assisting an immediate family member.  A registered voter who is unable to read or write the language in which the ballot is printed may receive assistance from the person of their choice even though he may be able to read or write another language.  Please note:  literacy may not be tested and is established by the verbal declaration of the elector. When assistance is requested, it is required that the Moderator record the name of the person assisted, the person who assisted the elector and any other pertinent facts surrounding the request for assistance in the Moderator's Diary of Events.  (See Subsection F below.) 

An elector being assisted by the person of their choice may be accompanied into the voting booth by such person. It is a criminal offense for the person assisting such elector to influence or deceive such elector or to divulge any information concerning how such elector voted.  (§9-264, 42 U.S.C. 1973aa-6)
5.
CHILDREN

An elector may be accompanied into any polling place, and into the voting booth, by one or more children who are fifteen (15) years of age or younger and supervised by the elector, if the elector is the parent or legal guardian of such children.  (§§9-236, 9-261, 9-291)

6.
STUDENTS

Between the hours of 12:00 p.m. and 3:00 p.m. up to four students in Grades 4 through 12, provided there is proper parental or teacher supervision, may observe the election process.  (§9-236)

7.
PTO BAKE SALES IN SCHOOLS

If the polling place is in a school, parent-teacher organizations may hold bake sales in the prohibited area, but not in the room where the voting tabulators are located.  (§9-236)

8.
NON-PARTISAN ACTIVITIES

The Registrars of Voters jointly may permit certain non-partisan activities in the prohibited area and may place reasonable limitations on such activity, but not in the room where the voting tabulators are located.  (§9-236(a)) 

F.
MODERATOR'S DIARY OF EVENTS

Moderators should keep a diary and record in it any unusual situations or problems that occur.  For example, if a disruptive elector is removed from the polling place, the Moderator should describe the event in their diary, including the names of all persons involved.  This diary will be useful to the Moderator if any questions arise after the primary or election.  A copy of this diary must be attached to the moderator’s return for later filing with the Municipal Clerk with the rest of the election materials after the close of the polls on election day.

II.
THE DAY BEFORE THE PRIMARY OR THE ELECTION

A.  PICKING UP MATERIALS OTHER THAN BALLOTS AND TABULATORS

The law requires Moderators to appear at the office of the Registrars of Voters not later than 8:00 p.m. of the day before the primary or election.  At that time, the Moderator will receive from the Registrars of Voters the following: 

· A copy of the Report of Pre-Election Testing (Appendix A in this Handbook) prepared by the Registrars of Voters showing the number of the seal over the memory card slot on the tabulator assigned to the Moderator’s polling place and the number of the seal on the carrying case of the tabulator; 

· one copy of the Moderator's Return; 

· three sample ballots; 

· the Voter’s Bill of Rights and other required posters; 

· in an election, posters relating to proposed constitutional amendments or local questions (if any); 

· the official check list; 

· the "inactive" list for that voting district;

·  serially-numbered challenged ballot envelopes;

· depository envelopes and nonreusable tape for sealing them; 

· and other supplies, necessary to conduct the election or primary.  

The Moderator must sign the Moderator's Statement of Receipt. (See Appendix A in this Handbook).  (§§9-259, 9-439)  Under no circumstances should the Moderator, or anyone else, receive official ballots or the tabulator prior to election morning.  The official ballots and the tabulators themselves will be picked up from the secure storage location by two election officials (or by one police officer) assigned to each polling place and transported to their polling place on election morning.  See section A “Before the polls are opened” below. (Regs. 9-242a-5, 9-242a-8)

Additionally, if a primary or election is for federal office, the Registrar of Voters shall provide the Moderator or Moderators a provisional ballot packet. Each provisional ballot packet shall include: (1) The appropriate number of provisional ballots for federal office provided by the Secretary of the State, which shall be equal to not less than one per cent of the number of electors who are eligible to vote in the voting district served by the Moderator, or such other number as the Municipal Clerk and the Registrars of Voters agree is sufficient to protect electors' voting rights, (2) the appropriate number of envelopes (which can be numbered at the polls) prescribed by the Secretary, (3) a provisional ballot inventory form, (4) a provisional ballot depository envelope, and (5) other necessary forms prescribed by the Secretary. (P.A. 03-6)

B.
FLAG, PHONE

On election or primary day, a United States flag must be displayed.  In addition, a telephone must be available and readily accessible for use by the officials. (Note:  this phone is not to be used by unofficial checkers or the news media.)  The Registrar(s) will provide the telephone.  (§§9-237, 9-237a)

C.
POLLING PLACE INFORMATION

1.
TWO SHIFTS OF ELECTION OFFICIALS

The Registrar of Voters may establish two shifts of election officials for each polling place, with the exception of the Moderator.  In each polling place for which two shifts of election officials have been established, the Moderator must record the hours and time each official served.  The last shift of checkers and Assistant Registrars must be present at the close of the polls and remain there until the canvass is completed and returns have been signed.  (See Form 2 in this Handbook).  (§§9-258a, 9-307, 9-436)

2.
TWO POLLING PLACES IN ONE VOTING DISTRICT

In some municipalities the Registrars of Voters may have designated two separate polling places in the same voting district because a suitable polling place cannot be found in one of the districts.  Such designation shall remain in effect for future elections and primaries, until the Registrars of Voters file a document with the Municipal Clerk stating that the designation of such polling place in an adjacent district is no longer necessary.  The Moderators at each polling place should be aware of any such decision by the Registrars of Voters and be prepared to assist voters in finding the correct polling place.  (§9-168b, P.A. 04-113)

3.
TWO VOTING DISTRICTS IN ONE POLLING PLACE

In municipalities with different voting district lines for state and municipal elections, the Registrars of Voters may decide to set up in one polling place separate voting tabulators for two different voting districts (the district in which the polling place is located plus another district).  The Moderator must carefully supervise and instruct their subordinate officials so that the voter is directed to the correct voting tabulator.  See Regs 9-242a-2 when same tabulator may be allowed by Secretary of the State.  (§9-168a)

III.
PRIMARY DAY / ELECTION DAY
A.
BEFORE THE POLLS ARE OPENED


1.
 at the polls 

On the morning of the primary or election, election officials must meet at the polling place at least 45 minutes before the time the polls are to open.  There are a number of tasks that must be completed during this time.  These tasks are listed below.  (§§9-259, 9-439)

This is a good time to give the oath to the other officials, if they have not already been sworn.


a.
POSTING SAMPLE BALLOTs & INFORMATIONAL POSTERS

Two sample ballots must be posted in the polling place.  One sample ballot must be posted so as to be visible to an elector being instructed by the demonstrators.  (Note:  The demonstrators and one sample ballot must be located in the room where polling is being held.  If possible, one of the other sample ballots should be posted in the area 
where electors stand in line waiting to be checked off to vote.)  In addition, one large-print voting tabulator instruction must be posted on top of the upper half of one of the three regular sample ballots posted in the polling place.  (§9-255, §9-437, 42 U.S.C. 1973ee, 42 U.S.C. 12132, 28 CFR §35.161 of DOJ Regs. 7/91)  Also, the Voter’s Bill of Rights poster and any other posters required pursuant to the Help America Vote Act must be placed conspicuously at each polling place.  (§9-236(b), P.A. 03-6)
If it is an election and there are constitutional questions on the ballot, constitutional explanatory text posters must be posted in the polling place in the same manner as the sample ballots.  If there are local questions to be voted upon, the Moderator must also post either an optional local question explanatory text poster or a copy of each local question printed in at least 14-point type provided by the Municipal Clerk to the Registrars of Voters; this is posted with the large-print sample ballot instructions.  (42 U.S.C. 1973 ee)


b.
75-FOOT SIGNS

On the day of an election, primary, or referendum, the law prohibits solicitation or advertisement on behalf of any candidate within a radius of 75-feet from any outside entrance in use as an entry to the polling place.  The law states that no person shall solicit on behalf of, or in opposition to, another and shall not offer any ballot or advertising material to another person within 75-feet from any outside entrance to a polling place or in any corridor leading from the outside entrance to the polling place or in any room opening upon any such corridor.  Campaign materials may not be displayed within the polling place and electors must be asked to remove such materials from sight if they have not already done so.  In addition, no person may use a sound truck or other means to broadcast a political message outside the 75-foot area to electors who are in the polling place or bring automobiles displaying candidate signs within the 75-foot prohibited area.  (§9-236)

At least 20 minutes before the polls open, the Moderator should post signs defining the 75-foot area.  The Registrar(s) of Voters will supply the signs.  The 75-feet must be measured from all outside entrances to the building in which the polling place is located which are being used as entrances to the polling place.  Signs do not have to be posted at those outside entrances to the building that are not being used as polling place entrances.


c.
ACCESSIBILITY SIGNS 

If the main entrance to a facility is not accessible to persons with disabilities, then there must be a sign there directing users to the accessible entrance, and an international symbol for accessibility must be used at the accessible entrance of the facility.  Inform the Registrars of Voters of non-compliance; however, if the usual entrance to a facility is accessible, the international symbol need not be placed there.  (28 CFR §35.163) 

2.
assistant Registrars OF VOTERS OR OTHER ELECTION OFFICIALS pick UP ballots and tabulators 

a.  DELIVERY OF THE BALLOTS AND TABULATORS ON ELECTION DAY MORNING

If the Registrars of Voters determine that tabulators and ballots should be delivered to the designated election officials on election day morning, from the designated central secure location, the following procedure shall apply:

At 4:30 a.m. on election morning, BOTH Assistant Registrars of Voters from EACH polling place, or two sworn election officials from different parties or one police officer, shall appear at the designated secure location to pick up the voting tabulator and ballots for their polling place.

1.  The proper election official shall administer the oath to the election officials from each polling place when they arrive at the designated secure location on election morning to pick up the ballots and tabulators, if they have not previously been sworn in.

2.  The election officials shall:

·  Examine the label on the outside of the tabulator carrying case to ensure that it is the correct one for their voting district.

·  Examine the seal on the bag containing the tabulator to insure the seal is intact;

·  Record the seal number on the “Election Officials' Receipt for Ballots and Tabulator" (See Appendix A in this Handbook.)

3.  Without opening any ballot package the election official shall also ensure that the ballots are the correct ones for their polling place.

4.  The election official shall give the Registrars of Voters a receipt for the tabulator and the number of ballot packages received (See “Election Officials' Receipt for Ballots and Tabulator" (Appendix A in this Handbook.)

5.  THE ELECTION OFFICIALS SHALL IMMEDIATELY TRANSPORT THE TABULATOR AND A SUFFICIENT NUMBER OF UNOPENED BALLOTS FOR AT LEAST 3 HOURS OPERATION TO THEIR POLLING PLACE.

6.  Upon arrival at the polling place, the election officials shall deliver the ballots and the tabulator to the Moderator and shall receive a receipt from him (See Appendix A in this Handbook "Moderator's Receipt for Ballots and Tabulator").

7.  The Moderator shall give the ballot packages to the Ballot Clerks who shall count the number of packages received and complete the BALLOT LOG.

8.  The Assistant Registrars of Voters shall witness the Moderator install the tabulator on the ballot box and shall participate in the procedures described in the "Certificate for Opening and Closing of the Polls" and Appendix D.  (Regs. 9-242a-8, 9-242a-9, 9-242a-10)

b.  DELIVERY OF THE BALLOTS AND TABULATORS ON A DAY PRIOR TO ELECTION DAY MORNING

If the Registrars of Voters determine that tabulators and ballots should be delivered to the designated election officials on a day prior to election day morning from the central secure location, the following procedure shall apply:

At a time designated by the Registrars of Voters, BOTH Assistant Registrars from EACH polling place, or two sworn election officials from different parties (which can include the Registrars of Voters) or one police officer, shall appear at the designated central secure location to pick up the voting tabulator and ballots for their polling place.

1.  The proper election official shall administer the oath to the election officials from each polling place when they arrive at the designated central secure location prior to election morning to pick up the ballots and tabulators, if they have not previously been sworn in.

2.  The election officials shall:

·  Examine the label on the outside of the tabulator carrying case to ensure that it is the correct one for their voting district.

·  Examine the seal on the bag containing the tabulator to insure the seal is intact;

·  Record the seal number on the “Election Officials' Receipt for Ballots and Tabulator" (See Appendix A in this Handbook.)

3.  Without opening any ballot package the election official shall also ensure that the ballots are the correct ones for their polling place.  

4.  The election official shall give the Registrars of Voters a receipt for the tabulator and the number of ballot packages received (See Appendix A "Election Officials' Receipt for Ballots and Tabulator" in this Handbook.)

5.  The election officials shall immediately deliver the tabulator and ballot packages to the designated temporary secure location for their polling place.  In no event shall the tabulator or ballot packages be stored in a location other than the temporary secure location established by the Registrars of Voters.  

6. ON ELECTION DAY MORNING, THE ELECTION OFFICIALS SHALL IMMEDIATELY TRANSPORT THE TABULATOR AND A SUFFICIENT NUMBER OF UNOPENED BALLOTS FOR AT LEAST 3 HOURS OPERATION TO THEIR POLLING PLACE.

7.  Upon arrival at the polling place, the election officials shall deliver the ballots and the tabulator to the Moderator and shall receive a receipt from him (See Appendix A "Moderator's Receipt for Ballots and Tabulator" in this Handbook).

8.  The Moderator shall give the ballot packages to the Ballot Clerk(s) who shall count the number of packages received and complete the BALLOT LOG WORKSHEET, as described later.

9.  The Assistant Registrars of Voters shall witness the Moderator install the tabulator on the ballot box and shall participate in the procedures described in the "Certificate for Opening and Closing of the Polls" and Appendix D.  (Regs. 9-242a-8, 9-242a-9, 9-242a-10)

3.
preparing the TABULATOR for voting


a) Upon receiving the tabulator the Moderator must check that its label identifies the town and voting district.  If it does not, the moderator must contact the Registrars of Voters immediately.  The Moderator must complete the form entitled "Moderator's Receipt for Ballots and Tabulator" in duplicate, giving one copy to the assistant Registrars and retaining one copy for the Moderator’s records.

b) In the presence of both Assistant Registrars of Voters, the Moderator breaks the seal on the bag containing the tabulator and removes the tabulator. Without breaking the seal on the tabulator, they must (1) check the seal on the front of the tabulator to ensure that it has not been tampered with (2) compare the number on that seal with the seal number recorded by the Registrars of Voters on the form they completed after pre-election testing, and (3) must record the number of the seal on the form, "Certificate for Opening of the Polls".  Fill in all blanks on the form; if any statement on the form is not true, the Registrars of Voters should be contacted immediately.

c) In the presence of both Assistant Registrars of Voters, the Moderator shall prepare the tabulator for voting as described in the Opening Checklist in this manual (Appendix D).

d) The tabulator is now ready to accept ballots.  The tabulator tender(s) must be stationed at the tabulator.  No one else may be allowed access to the tabulator until the polls are opened at 6 AM.

e) The Moderator and the Assistant Registrars of Voters must complete and sign the "Certificate for Opening of the Polls ".  (9-242a-9)

f) Important note:  The tabulator must be delivered to the polling place with seals intact and ready for the election.  The Moderator does not receive any additional “spare” memory cards at the polling place.  If a problem with a tabulator is discovered, the Moderator should contact the Registrar of Voters and prepare the back-up tabulator for use.

4.

DUTIES OF BALLOT CLERK IN Accounting for ballots BEFORE, DURING AND AFTER ELECTION -- preparation of ballot log

a) Prior to the opening of the polls, immediately upon receiving the ballot packages from the Moderator, the ballot clerk shall note the number of ballot packages received on the BALLOT LOG WORKSHEET (See Appendix A in this Handbook).  If there is to be more than one ballot clerk, the ballot clerk shall allocate the unopened ballot packages among themselves, and each shall maintain the BALLOT LOG WORKSHEET.  (Regs. 9-242a-10)

b) Prior to the opening of the polls, the ballot clerk shall only open one package of ballots at a time.  

c) After the polls open, throughout the day, the Ballot Clerk shall keep track of the number of ballot packages opened and shall record the total number of ballot packages opened on the Ballot Log Worksheet at the end of the day. 

d) Issuing ballots.  No ballot shall be issued unless the voter's name has been checked off the official checklist.  

e) Spoiled ballots.  No replacement shall be issued unless the old ballot is returned.  All spoiled ballots must be marked "spoiled" and a line must be drawn through the “timing marks” on the edge of the ballot.  The ballot must be placed in the spoiled ballot envelope.  The total number of spoiled ballots shall be recorded on the Ballot Log Worksheet and the Spoiled Ballot Envelope at the end of the day.

f) Check for printing defects.  As ballots are being handled, check the ballots for any serious printing problems, such as extremely light print, misaligned text or coding marks on the edges, or stray marks or blotches.  If such printing problems are seen, the Moderator should be informed, and the defective ballot should be marked "Spoiled", placed in the Spoiled Ballot Envelope and accounted for as a "Spoiled" Ballot on the Ballot Log Worksheet at the end of the day.

g) Any ballot found in a voting booth shall be marked "Abandoned Ballot in Voting Booth" and placed in the "SPOILED BALLOT ENVELOPE" after the Moderator makes a notation in the Moderator’s Diary.

h) When the polls close, the Ballot Clerk shall record all necessary information on the "BALLOT LOG WORKSHEET" section of the Moderator's Return.  (Regs. 9-242a-10, 9-242a-14)

B.
during the primary or election

1.
open the polls

Immediately prior to 6 a.m., the Moderator should recheck the public counter on the front of the tabulator and ensure that it still reads "0000".  At 6 a.m. the Moderator shall declare the polls open.  THE OPENING OF THE POLLS SHOULD NOT BE DELAYED FOR ANY REASON.


If the tabulator malfunctions the Registrars of Voters must be notified immediately, and no ballots should be fed into the tabulator.  NEVERTHELESS, ballots should be issued and, when marked, deposited in the Auxiliary Bin.  When the tabulator is 1) repaired 2) replaced or 3) after the polls have closed, the Moderator, in the presence of two election officials of different parties, shall open the auxiliary bin and feed the ballots found inside into the repaired or replacement tabulator.  (Regs. 9-242a-12)


2.
MODERATOR'S DUTIES DURING POLLING HOURS

The Moderator is the chief official at the polling place, and as such has the responsibility of keeping order.  Should any disorder arise and should the offender refuse to submit to the lawful authority of the Moderator, the Moderator may order their arrest and removal by any officer with the power of arrest.  A person may be removed temporarily until they conform to order, or permanently, as the Moderator sees fit.  The law provides that the offender shall not be deprived of their right to vote any longer than their refusal to conform to order.  (§§9-230, 9-267)

The Registrars of Voters may request the head of the police department of the municipality or, if none, a constable serving such municipality to provide police protection at any polling place where they may anticipate disorder.

The Moderator should supervise the other officials in the polling place and any questions should be referred to the Moderator for a ruling.  If the Moderator is doubtful in any regard, they may consult with the Registrars of Voters.  The ruling of the Moderator on any question is final.

3.
CHECK THE PHYSICAL SET-UP OF THE ROOM

The entire polling area must be in plain view of all election officials and electors waiting to vote.  (§9-257)

The tabulator and the voting booths shall be placed, if possible, at least 3 feet from any wall or partition and at least 4 feet from the ballot clerks’ table.  The voting booths shall be so placed that no person outside the booth can easily determine how an individual voted.  Be sure adequate lighting is available.

Each booth shall be equipped with a marking device approved by the manufacturer.  It is a good idea to secure these to the booth with a string.  An ample supply of extra marking devices should be available. Under no circumstance should a red pen be used to mark the ballots.  A large card supplied by the manufacturer and approved by the Secretary of the State containing instructions for marking the ballot shall be posted inside each booth (including Spanish in required towns). 

The Moderator, or another official designated by the Moderator, must regulate the flow of electors from the ballot clerks’ table to the next available voting booth, to the voting tabulator and out of the polling room and shall use partitions where necessary.  

The demonstrators and sample ballot must be located before the official checkers table inside the room where polling is taking place (unless the size of the polling place requires they be located immediately outside that room).  (§9-260)

Set up a separate exit.  If this is not possible, set up some type of railing to divide people entering from those leaving.

Be sure the room is as accessible as possible to voters with disabilities.  At least one voting booth in each voting district must be accessible to persons with disabilities. (§§9-257, 9-260, 9-261, Regs. 9-242a-11, 9-242a-13)


4.
STATIONING OFFICIALS

All election officials must be in plain view of each other, and electors waiting to vote, at all times.


a.
demonstrators

A DVD player will be running constantly with a video demonstrating how to mark the ballot and insert it in the tabulator. 


b.
OFFICIAL CHECKERS, BALLOT CLERKS, CHALLENGERS AND UNOFFICIAL CHECKERS

No ballot shall be issued unless the elector's name has been checked off the official check list.  The official checkers and ballot clerks should be seated at tables after the demonstrators and near the entrance to the area where the voting booths are located.  Unofficial checkers and challengers, if any, should be seated near the official checkers. (§9-257, Regs. 9-242a-14)


c.
ASSISTANT REGISTRARS

The Assistant Registrars, or other official designated by the Moderator, shall control access to the area containing the voting booths.  Only electors with ballots and persons legally entitled to accompany them (e.g., children 15 or under, and persons assisting disabled electors) shall be allowed into the voting booth area.  Electors shall only be admitted to this area when a booth is available.  Such officials shall periodically examine the voting booths to re-supply marking devices, remove campaign literature and repair defaced or damaged booths.  (Regs. 9-242a-15)


d.
TABULATOR TENDERS 

The tabulator tender shall be stationed at least four feet from the voting tabulator. They shall control access to the tabulator and shall prevent anyone from tampering with the tabulator.  They shall instruct voters in the proper method for inserting the ballot. They must ascertain that the ballot has been accepted by the tabulator before a voter leaves the polling place.  The tabulator tender shall advise the voter of any error message displayed by the tabulator.  If a ballot is rejected by the tabulator, they shall advise the elector on how to correct the problem. THEY SHALL NOT LOOK AT THE MARKINGS ON AN ELECTOR'S BALLOT; A VOTER'S RIGHT TO A SECRET BALLOT MUST BE PRESERVED.  If a tabulator tender’s assistance is needed, they should use a privacy or other folder to cover the exposed ballot while explaining the problem or solution.  If a new ballot is needed, the tabulator tender shall instruct the voter to return to the ballot clerk.  If the tabulator jams or malfunctions, the tabulator tender shall summon the Moderator before any corrective action is taken.  The tabulator tender and Moderator shall clear any jammed ballots in accordance with instructions provided for the tabulator and shall avoid looking at the markings on the ballot.  The tabulator shall not be opened unless the Moderator is present.  The Moderator shall make a record of such event in the Moderator’s Diary as to whether the tabulator indicates that it has counted the ballot.  No one shall be permitted to leave the polling place with a ballot, either marked or unmarked.  Once a voter's ballot has been accepted by the tabulator, the voter shall be directed to immediately leave the polls.  (Regs. 9-242a-16) (See Appendix C for more information)

5.
TEMPORARY ABSENCES

Election officials may be absent for up to 30 minutes at a time.  Officials must ask permission of the Moderator first.  The moderator must appoint another official to act for the official during their absence.  (§9-235a)

A Moderator may also be absent provided another election official is designated to act in their absence.

6.
THE NORMAL VOTING PROCESS 

a. DEMONSTRATION

The elector enters the room where the voting is taking place.

b. VOTER I.D. AND VOTING

The elector announces their street number, address and name in a loud voice to the checkers.  Each elector must present one of the following forms of identification to the checkers:

· Their social security card, or
· any pre-printed form of identification which shows their name and address, or
· any pre-printed form of identification which shows their name and signature, or
· any pre-printed form of identification which shows their name and photograph, or
· sign a statement under penalty of false statement on Form ED-681 entitled, "Signatures of Electors Who Did Not Present ID", provided by the Secretary of the State (see Form 3 in this Handbook) that the elector whose name appears on the official check list is the elector signing the form.  (§9-261)

c. VOTER REGISTRATION RECEIPT

IMPORTANT: Name not on list, but voter presents official voter registration receipt

If the person’s name does not appear on the official check list, but the person presents an official voter registration receipt stamped with an official stamp bearing the name of the Department of Motor Vehicles (DMV), Department of Social Services (DSS), public library or agency providing services to persons with disabilities, or presents a receipt from a cross-town admitting official under Sec. 9-19e or a notice of acceptance from the Registrar of Voters received through the mail, and the receipt shows timely submission of a voter registration application, then:

(1) Assistant Registrar at polls calls Registrar, 

(2) voter fills out and files new voter registration card at polls if Registrar cannot find the original application, 

(3) Assistant Registrar, on approval by Registrar, adds name to checklist, 

(4) voter presents to checkers their social security number, or any other preprinted form of identification which shows their name and either their address, signature or photograph (because the sign-in option is not allowed in this situation) and,

(5) voter is allowed to vote if otherwise eligible. 

(Secs. 9-19h(b), 9-23(g)(b) and (d)(4), and 9-23 (n), as amended by P.A. 02-83, Secs. 3-6).

d. HAVA IDENTIFICATION REQUIREMENTS

NOTE:  INDIVIDUAL VOTERS SUBJECT TO THE ADDITIONAL HAVA IDENTIFICATION REQUIREMENTS WILL HAVE AN ASTERISK (*) NEXT TO THEIR NAME  ON THE OFFICIAL VOTER LIST.
Please note, that in addition to the above procedures, those first time voters who register by mail after January 1, 2003, and vote for the first time in a federal election after January 1, 2004 are subject to the following additional requirements under the Help America Vote Act (HAVA):

1. The voter must present identification with their mail-in registration or at the polls;

2. If the voter is required to present identification at the polls pursuant to HAVA, the acceptable forms of identification under HAVA are:

a. A copy of a current and valid photo identification; 

b. A copy of a current utility bill, bank statement, government check, paycheck or government document that shows the name and address of the voter;

EXCEPTION: If the voter provides:

1. A valid Connecticut motor vehicle operator's license number; or 

2. The last four digits of the individual's Social Security number.

AND

The Registrars of Voters are able to verify that information prior to the election, the remaining HAVA identification provisions will not apply to the voter.  However, normal Connecticut identification procedures will still apply.

NOTE:  Members of the armed forces and persons entitled to use the federal post card application under section 9-153a of the general statutes, as amended by this act, are not required to provide identification when registering by mail.

If the voter is required to present identification at the poll pursuant to HAVA, the applicant is NOT allowed to sign a statement under penalty of false statement on Form ED-681 entitled "Signatures of Electors Who Did Not Present ID", prescribed by the Secretary of the State that the elector whose name appears on the official check list is the elector signing.  (§9-261) (See Form 3)

If the voter is required to provide identification at the poll pursuant to HAVA and does NOT provide identification as outlined in section d(2), the applicant will be entitled to a provisional ballot.  See section entitled “Provisional Ballot” for information. 

e.  BALLOT CLERKS WILL HAND BALLOTS TO ELECTORS

A person's name must be on the official check list.  The official checkers must check the elector's name off the official list before the person may be issued a ballot by the Ballot Clerk.  When issuing a ballot, the ballot clerk shall offer the voter a "privacy sleeve", which is a cardboard sleeve into which the ballot can be inserted so that the markings on the ballot cannot be seen (or such privacy sleeves can be left in each privacy booth).  Although each elector should be offered a "privacy sleeve", the elector is not required to take it.  

It is also recommended that when the Ballot Clerk issues a ballot to an elector, the 
Clerk should say something like, "Fill in the entire oval." (See Appendix B)


When a booth is available, the elector enters the booth and marks their ballot.  After marking the ballot, the voter proceeds to the tabulator where they insert their ballot for counting.  The elector should then immediately exit the poll.  (Regs. 9-242a-15, 9-242a-16, 9-242a-17)


7.
if the tabulator rejects a ballot

When the tabulator rejects a ballot, it displays a message indicating the reason for the return of the ballot.  The tabulator tender shall advise the voter of these messages.  The tabulator tender SHALL NOT LOOK AT THE MARKINGS ON AN ELECTOR'S BALLOT; A VOTER'S RIGHT TO A SECRET BALLOT MUST BE PRESERVED.  In many cases simply inserting the ballot in a different orientation ('bottom-first' vs. 'top-first'; 'upside-down' instead of 'right-side-up') may solve the problem; however the two special cases discussed below require special procedures.


a.
overvote

An overvote occurs when a voter votes for more candidates for an office than they are entitled to.  Sometimes, stray marks on the card can be read by the tabulator as an extra vote.  When an overvote message appears on the voting tabulator, the voting tabulator tender shall instruct the voter to recheck the ballot to be sure that they did not overvote for an office and that there are no stray marks on the ballot.  The tabulator tender shall instruct the voter to obtain and remark a new ballot.  See: "OBTAINING A NEW BALLOT (SPOILED BALLOT)", below.

If the voter insists that the ballot be processed as is, the tabulator tender shall instruct the voter that the tabulator will not count the vote for the overvoted office but will count the other votes.  The voter shall then be instructed to deposit the ballot in the auxiliary bin.


b.
Unreadable (blank) ballot

A blank or unreadable ballot is one on which the tabulator cannot read a single vote for any office.  It might occur if someone submitted a ballot and intentionally did not vote for anyone; however, it is much more likely that the voter has incorrectly recorded every one of their votes on the ballot (e.g., circled the names, used X's or checks that the tabulator could not pick up, or used the wrong kind of pen or pencil).  If this occurs, the tabulator tender shall review with the voter the instructions and direct the voter to obtain a new ballot.  See: "OBTAINING A NEW BALLOT (SPOILED BALLOT)", below.

If the voter requests that the ballot be processed as is, the tabulator tender shall instruct the voter that the ballot will be counted by hand after the polls close, but that if the election officials are unable to determine the intent of the voter, some or all of their votes could be lost.  If the voter insists that the ballot be processed as is, the voter shall then be instructed to deposit the ballot in the auxiliary bin.

(Regs. 9-242a-16, 9-242a-19)


8.
obtaining a new ballot (spoiled ballot)

Any elector may request a new ballot at any time prior to the acceptance of their ballot by the marksense tabulator.  No reason need be given.  

To obtain a replacement ballot, an elector must return with their old ballot to the Ballot Clerk.  Whenever practical, an elector seeking a replacement ballot shall be escorted back to the Ballot Clerks by an available election official.  An elector seeking to obtain a replacement ballot need NOT go to the end of the line of electors entering the polling place.  Before a replacement ballot is issued the elector MUST give their old ballot to the Ballot Clerk, holding it in such a way that the markings are not visible.  Without looking at the markings, the Ballot Clerk shall mark the word "SPOILED" on the old ballot, draw a line through the “timing marks” on the edge of the ballot and place it in a depository envelope, or other suitable container reserved for SPOILED BALLOTS. 

The Ballot Clerk shall record the total number of spoiled ballots issued on the ballot log WORKSHEET at the end of the day.   After the Ballot Clerk has placed the spoiled ballot in the envelope, the Ballot Clerk shall issue a new ballot to the elector.  The Ballot Clerk shall then direct the elector to an available voting booth to mark their new ballot.  (Regs. 9-242a-20)

9.
INSTRUCTIONS ON HOW TO VOTE --
 INSTRUCTION AFTER THE ELECTOR ENTERS THE VOTING BOOTH

If an elector, after entering a private voting booth, requests further instruction, two election officials of different political parties shall stand outside the booth and give such instructions as are proper and that they agree upon; but they may not look inside, or reach inside the booth or attempt to influence the elector's vote.  (§9-261)


10.
COMMON PROBLEMS


a.
ballot jam

If a ballot jams in the tabulator, the tabulator tender shall immediately summon the Moderator before any corrective action is taken.  The Moderator shall make record of such problem in the Moderator’s diary as to whether the tabulator indicates that it has counted the ballot.  An election official shall clear any jammed ballots in accordance with instructions provided for the tabulator and shall avoid looking at the markings on the ballots.  The tabulator shall not be opened unless two election officials are present.

If the jam cannot be cleared or the tabulator malfunction cannot be resolved by election officials, the Moderator shall call the Registrars of Voters and substitute a properly functioning tabulator for the malfunctioning tabulator.  EVEN IF THE TABULATOR IS OUT OF SERVICE, BALLOTS SHALL CONTINUE TO BE ISSUED, VOTED, AND PLACED IN THE auxiliary bin.  When the tabulator is repaired or replaced, the election officials shall (1) process the ballots from the auxiliary bin through the tabulator, (2) return overvote ballots to the auxiliary bin to be processed and overridden at the end of the day, and (3) return ballots rejected as blank ballots to the auxiliary bin to be hand counted at the end of the day.  The Moderator shall make a memorandum of such incidents.  If the ballot box becomes full, two election officials shall replace the ballot box in the manner prescribed by the Secretary of the State or empty the ballot box as long as the ballots removed are placed in a secure container.  (Regs. 9-242a-16)

b. RESTORATION TO OFFICIAL CHECK LIST

(1) 
If name is on "inactive list" for same voting district
Each polling place must have an official check list for that voting district and an "inactive" list of only that voting district consisting of names (and addresses) of persons who were formerly on the official list of that voting district who were previously sent a confirmation of voting residence notice and did not respond. 

If an elector's name is not on the official check list, the Registrars of Voters (jointly in an election, singly in a primary) at the polling place, or if the Registrar(s) are not present at the polling place, the Assistant Registrar(s) present at the polling place should look at the "inactive" list for that voting district.  If the name is on the "inactive" list for that voting district, they must offer a "State of Connecticut Mail-In Voter Registration Application” (ED-671) to such person.  Blank copies of the application should be available at the polling place.  To be restored, the elector must complete and sign the application under penalties of false statement that they are eligible to be an elector of the town and voting district.  We may no longer require documentary evidence of residence to be presented before restoring an elector's name to the official check list.  If the Registrar(s) or Assistant Registrar(s) (jointly in an election, singly in a primary) in the polling place approve the application for restoration, they should delete the name and address from the "inactive" list of that voting district, add to the “active” check list the name and the present address in that voting district, attach the completed application to the check list and permit the elector to vote.  There is no need to call the Registrar's Office if the name is on the "inactive" list for the same polling place. (§9-42, Regs. 9-42-1(c)-(d)

(2) 
If name is not on "inactive list" for same voting district
If the name is not on the official check list and not on the "inactive" list for the voting district, the Assistant Registrar(s) (if the Registrar(s) is not present at the polling place) must contact the Registrar(s) for the purpose of verifying that the elector's name appeared on the active registry list for at least one of the four previous years or on a preliminary list in the current year.

An elector whose name has been omitted from the official check list may be added to the official check list at the polling place on election or primary day, provided the elector's name was on the active registry list for at least one of the four previous years and provided the elector is and has been a bona fide resident of town from the time their name last appeared on the active registry list to the date of the election or primary.

Applications for restoration to the official check list may be submitted to the Registrars of Voters (jointly in an election, singly in a primary) on election or primary day, or if neither Registrar is present, to the Assistant Registrar(s) at the polling place.  An elector may not be required to appear in person at the office of the Registrars of Voters to submit an application for restoration to the official check list on election or primary day.  All applications for restoration to the official check list must be on the "State of Connecticut Mail-In Voter Registration Application” (ED-671).  Blank copies of the application should be available at the polling place.

All applicants must complete the application form.  To be restored, the elector must complete and sign the application under penalties of false statement that they are eligible to be an elector of the town and voting district.

If an application for restoration is approved by the Registrar(s), the elector's name must be added to the “active” check list in use at the polling place, the application must be attached to the official check list, and the elector must be permitted to vote.  (If the Registrar(s) found the name on an "inactive" list for another voting district, they may wish to notify that other polling place to note on their "inactive" list that such person voted in the new district.)  If an application for restoration is disapproved, the reasons for the disapproval must be noted, and the completed application should be returned to the Registrars of Voters with all other election or primary day materials.

If the Registrar(s) authorize the restoration of a name left off by clerical error, such restoration should be carefully documented.  Also, if the Registrar(s) find the name of an elector on the "active" list for another voting district, see section "c. TRANSFER OF NAME" following. (§9-42, Regs. 9-42-1(c)-(d))

c. TRANSFER OF NAME

In municipalities with more than one voting district, an elector's name may not be on the official check list at the polling place in the voting district at which the elector comes to vote.  This may be because the elector previously resided in another voting district in the same town, and moved within the town, but failed to request a transfer of their registration to the new residence.  In such cases, the elector may submit a request for transfer of their registration at the polling place.  The law provides that in no case shall an elector be required to appear in person at the Office of the Registrars of Voters to request transfer of their registration on election or primary day.  The elector may request such transfer either by letter or by using the prescribed form, ED-513a, entitled "Request for Transfer of Registration/Enrollment" (see Form 4 in this Handbook.)  Blank copies of this form should be available at the polling place.  The request for transfer of registration/enrollment must be submitted to the Registrars of Voters (jointly in an election, singly in a primary) at the polling place, or if the Registrar(s) are not present at the polling place, to the Assistant Registrar(s) present at the polling place.  The Assistant Registrar(s) must contact the Registrar(s) for the purpose of verifying that the elector's name appears on the official check list at the former address.  The elector must complete the prescribed form.  After verification that the elector's name appears on the official check list at the former address, the Registrar(s) (or Assistant Registrar(s)) must complete the transfer of the elector's name on the official check list at the elector's new residence by entering the elector's name on the official check list at the elector's new residence and then permit the elector to vote.  The completed request for transfer form should be attached to the official check list and returned with the official check list to the Registrars of Voters at the close of the polls.  In municipalities with more than one polling place, the Registrar(s) must contact the election officials at the polling place in the voting district where the elector was formerly registered to notify such election officials to remove the elector from the official check list.  This notification may be completed at any time before the close of the polls.  If the Registrar(s) finds the name of the elector on the “inactive” list of another voting district, the elector should complete a restoration form instead of a transfer form.  See “b. RESTORATION TO OFFICIAL CHECK LIST” above. (§9-35a, Regs. 9-35-2(a), Regs. 9-35-2(b))

d. ELECTOR WITH AN ABSENTEE BALLOT DESIGNATION

If an elector, appearing at a polling place to vote by tabulator, has their name checked off the list as voting by absentee ballot, they must be directed to the Municipal Clerk's office before 10:00 a.m. to request that their absentee ballot be withdrawn.  The Municipal Clerk will mark the elector's ballot "Rejected" and note the reasons for the rejection (for example, ballot withdrawn).  The Municipal Clerk will give the elector a statement, to deliver to the Moderator, directing the Moderator to permit the elector to vote in person.  Do not permit the elector to vote without this written statement from the Municipal Clerk.  Upon receipt of this statement, the Moderator should have the absentee indication "A" next to the elector's name stricken from the list; and the elector may thereupon have their name checked and vote in person.  The statement should be attached to the official check list and returned to the Registrar of Voters, with such list, after the close of the polls.  (§9-159o)

e. NAME PREVIOUSLY CHECKED OFF -- REMEDY

If an elector's name is already checked off the list when the elector presents to vote, and if the elector claims not to have voted or offered to vote in person or by absentee ballot, but that their name has been checked off in error, the elector must be advised that the elector may sign a statement under penalties of false statement and give it to the Moderator.  Upon receipt of such a statement, the Moderator must permit the elector to vote, if the person is otherwise qualified, and the statement should be attached to the official check list and returned to the Registrars of Voters with such list, after the polls close.  (See Form 6 in this Handbook entitled "Remedy When Elector's Name Erroneously Checked Off List".  (§§9-232(a), 9-439(a))

                   f.  ADDRESS CONFIDENTIALITY

The Office of the Secretary adopted an address confidentiality program.  Individuals who are registered under this program will provide identification cards at the polls indicating their enrollment in the program (See Form 12, Sample Address Confidentiality Card). Their names will appear at the bottom of the official voter list without an address.  These individuals are entitled to full voting privileges, HOWEVER, HAVA will apply if they are a first-time mail-in registrant).

IMPORTANT: The identification card issued by the Secretary of State in accordance with this program shall be sufficient for the purposes of HAVA.  Under no circumstances should any individual displaying this identification card be asked to provide a residence address nor should a residence address be recorded. 

11.  CHALLENGES

Challenges may be made by challengers and by any other election official or elector lawfully within the polling place.  The challenge procedure is to be used ONLY for persons whose names appear on the official check list; an elector whose name is not on the official check list may not be challenged.  Challenges may be made on the following grounds only:

· want of identity (the elector is not who he says he is);

· disfranchisement for conviction of a felony; or

· lack of bona fide residence in a town and political subdivision holding the election or primary

Challenges may not be made indiscriminately and may only be made if the challenger knows, suspects or reasonably believes such a person not to be qualified and entitled to vote.  (§§9-170, 9-171, 9-172, 9-232, 9-431)


a. CHALLENGE PROCEDURE

The challenger must state the grounds for the challenge under oath, which is administered by the Moderator:

Sample Oath:
"You solemnly swear or solemnly and sincerely affirm, as the case may be, that the evidence you shall give concerning this matter shall be the truth, the whole truth and nothing but the truth; so help you God or under penalty of perjury."

In administering an oath, the person to whom the oath is administered should hold up their right hand.  If a person, by reason of scruples of conscience, objects to such ceremony, or the person administering the oath has reason to believe that any other ceremony will be more binding upon the conscience of the person taking the oath, they may permit or require any other ceremony to be used (§1-22).  If, through scruples of conscience, a person declines to take the usual form of an oath, a solemn affirmation may be administered to them in the form of the oath prescribed, except that instead of the word "swear" the words "solemnly and sincerely affirm" shall be used and instead of the words "so help you God" the words "upon penalty of perjury" shall be used (§1-23).  The person to whom an oath is administered should answer "I do".

An elector who’s right to vote has been challenged on the grounds of want of identity or lack of bona fide residence in town may prove their identity or residence by the testimony, under oath, of at least one other elector.  If the challenged elector does not offer the testimony, under oath, of at least one other elector, they may offer other testimonial or documentary evidence acceptable to the Moderator.  The Moderator has the discretion to determine what kind of proof is acceptable.


b.
CASTING A CHALLENGED  BALLOT

If the Moderator decides that the challenged elector does not have the right to vote, the elector may request a challenged ballot by submitting an application to the Moderator.  Such application must include an affidavit that the elector possesses all the qualifications for voting and is entitled to vote at the election.  (See Form 7 entitled "Application for a Challenged Ballot" in this Handbook)  (§9-232d)

A person requesting a challenged ballot shall announce their name to the checkers who shall mark in red “CB” in front of the name on the official check list (marking it differently so that the checkers and assistant Registrars will know, after the close of the polls, not to include it among the total number of electors checked as having voted).   

The Moderator must obtain from the Ballot Clerk and deliver to the elector a challenged ballot, together with a serially-numbered envelope marked "Challenged Ballot".  The challenged ballot is a regular ballot.  

The challenged elector must mark the ballot in the presence of the Moderator, but in a manner which preserves the secrecy of their vote.  The elector shall then fold the ballot in the presence of the Moderator so as to conceal the markings and deposit and seal the ballot in the serially-numbered envelope.  The Moderator must then deposit the challenged ballot envelope in the large depository envelope marked "Challenged Ballots", retain such depository envelope and seal it immediately following the close of the polls.  (§9-232e)


c.
MODERATOR'S MEMORANDUM

The Moderator must keep an accurate memorandum of all challenges, no matter how they are resolved.  The memorandum must include:

· (1) the name of the challenged elector

· (2) the address as listed on the official check list

· (3) the grounds for the challenge

· (4) the name and address of the challenger

· (5) pertinent facts concerning the challenge

· (6) the result of the Moderator's decision

· (7) Moderator's signature and the challenged elector's signature

· (8) the number of the challenged ballot envelope if a challenged ballot is issued.

A suggested form of memorandum is attached.  (See Form 8 in this Handbook entitled “Moderator’s Memorandum re Challenge.”). 


d.
PRESERVATION OF CHALLENGED BALLOTS

The Registrar of Voters must preserve challenged ballots in the sealed depository envelope.  If the results of an election or primary are contested in court, the court may order the Registrar of Voters to deliver the challenged ballots, together with the Moderator's memorandum and other notes which were attached to the election returns, to the Board for Admission of Electors to open each challenged ballot and rule which ballots to count.  The results of the Board of Admission's count would be added to the vote totals.  (§9-232f)

      12.     PROVISIONAL BALLOTS

Provisional ballots are issued ONLY for elections and primaries for federal office and are required pursuant to HAVA.

A PROVISIONAL BALLOT IS ISSUED IN THREE DIFFERENT SITUATIONS AND ONLY WHEN THERE IS A FEDERAL OFFICE ON THE BALLOT: 

1)  An individual may apply for and be issued a provisional ballot if (1) the individual appears at the polling place and declares that such individual is an elector in the town in which the individual desires to vote and that the individual is eligible to vote in the primary or election for federal office in the polling place, but the name of the individual does not appear on the official checklist for such polling place, and (2) the Registrars of Voters determine that such name cannot be restored or transferred from another polling place.

If an individual appears at the polling place during a primary and declares that such individual is an enrolled party member but does not appear on the enrollment list, the Moderator should issue a provisional ballot.  

2)  If the Moderator decides that an elector, whose name appears on the official checklist and who has been challenged pursuant to sections 9-232 to 9-232f, inclusive, of the Connecticut General Statutes is not eligible to vote in the primary or election for federal office, such elector may apply for and cast a provisional ballot upon the execution of a written affirmation by the elector at the polling place affirming that the elector is qualified to vote in the election or primary for federal office in the polling place and has neither offered himself to vote nor voted in person or by absentee ballot at said election or primary for federal office at the polling place.

NOTE: When using this procedure, a voter may have the ability to vote by both provisional ballot (for federal office only) and challenge ballot (state and federal office).  However, if a court counts the challenge ballot, the votes for federal office on the challenge ballot will not be counted.
3)  An individual is required to but does not submit the identification prescribed in the Help America Vote Act either with their application for voter registration or when they appear to vote for the first time at a polling place. (P.A. 03-6)

EXCEPTION:  If your town is having a primary and FEDERAL OFFICES will be on the ballot in November but no FEDERAL OFFICES will appear on the ballot for the primary (i.e. you only have a primary for state representative) you will not issue or use provisional ballots for the primary.  You will be required to issue provisional ballots for the November election.
     13.
     PROVISIONAL BALLOT PROCEDURE

The provisional ballot application is printed on the Provisional Ballot Envelope. Upon receipt of an application for provisional ballot, the Moderator shall provide the applicant with a provisional ballot and fill in a serial number on the envelope and make a record of such issuance on the “Provisional Ballot Inventory Form” (see Form 9 in this Handbook)

When the name of a person requesting a provisional ballot appears on the official check list, the name shall be marked with a red “PB” in front of the name on the official checklist (marking it differently so that the official checkers and Assistant Registrars of Voters will know, after the close of the polls, not to include among the total number of electors checked as having voted).  The Assistant Registrars of Voters shall then add the elector’s name to the “Provisional Ballot Inventory Form”) (see Form 9 in this Handbook)

When the name of a person requesting a provisional ballot does not appear on the official check list, the name will not be added to the official check list, but will be added to the “Provisional Ballot Inventory Form” (see Form 9 in this Handbook)

The applicant shall forthwith mark the ballot in the presence of a polling place official in such manner that the official shall not know how the ballot is marked. The applicant shall then fold the ballot in the presence of the polling place official so as to conceal the markings and deposit and seal it in the serially-numbered envelope which has the application printed on it.

The polling place official shall provide such documentation to the elector so the elector may later verify whether the elector's provisional ballot was counted (See Form 11 in this Handbook).  The elector shall then deposit the provisional ballot and envelope in the provisional ballot depository envelope and immediately leave the room.

Immediately after the close of the polls, the Moderator shall seal the provisional ballot depository envelope and deliver such envelope to the Registrars of Voters of the town with a Delivery and Receipt of Provisional Ballot Form.  (see Form 10 in this Handbook) 

(The Registrars of Voters shall forthwith verify the information contained with each provisional ballot. If the Registrars of Voters determine that the applicant is eligible to vote, they shall note their decision on the outer envelope of the ballot and open and count the provisional ballot.)

Once the Registrars of Voters have completed counting provisional ballots, which can be up to 6 days after the election), the head Moderator shall forthwith file a corrected return for federal offices with the Municipal Clerk and the Secretary showing (1) the final votes after any recanvass, pursuant to sections 9-311 to 9-311b, inclusive, of the Connecticut General Statutes, the votes on provisional ballots and the totals, and (2) the number of provisional ballots received from electors, the number rejected and the number counted, as reported by the Registrars of Voters.

14.
  PERSONS WITH DISABILITIES

a. Any elector may choose to vote using the IVS phone system.  Likewise, any elector may elect to vote by using another system available in that particular municipality, and no voter should feel pressured to use either system.   However, an effort should be made to alert an elector with known disabilities of the option to use the IVS phone system.  Although the IVS system is designed to enable an elector to vote independently, any elector who believes that they require assistance to vote because of blindness, disability or inability to read the ballot, may be given assistance in the voting booth, or with the phone system, by a person of the elector's choice, other than the elector's employer or agent of that employer, agent of the elector's union or a candidate.  (§9-264)

b.   Any elector who requests assistance must be provided with someone qualified to read and to help in the completion and/or scanning of the ballot (if he does not request the assistance of another under “A” above).  (28 CFR §35.164)
c.   In the event that the IVS phone system becomes inoperable, electors who may have sought to vote on such system will be given optical scan ballots and any assistance necessary to both complete and scan those ballots.  There does not need to be any indication of which electors voted by optical scan ballot or by the IVS phone system on the official checklist.

d.   There is a separate manual covering the set up and use of the IVS system.  Once the voter has made their final selections using the IVS system, a fax of their marked ballot will be sent to the fax tabulator in the polling place.  This ballot can not be scanned.  The voter should be directed to deposit that ballot in the auxiliary bin of the ballot box below the scanner.  Without looking at the markings on the ballot, the voter should be given any assistance necessary to deposit the ballot in the Auxiliary Bin.  The IVS ballot should NOT be fed into the scanner. If this is done the IVS ballot will be drawn into the regular bin, but the votes on it will not be counted.  The IVS ballot should be hand counted at the close of the polls.

15.
VOTING TABULATOR MALFUNCTION

Consult literature provided by tabulator manufacturer and the Office of the Secretary of the State for information on what malfunctions can be repaired by election officials and which require service.  If a tabulator problem cannot be resolved by an election official at the polls or if the officials have any questions or concerns about the functioning of the tabulators, they should call the Registrars of Voters immediately.  (Regs. 9-242-12)

 
Should a tabulator become inoperable, the ballots should continue to be issued (voting does not stop).  Marked ballots should be deposited in the auxiliary compartment of the ballot box.  Those ballots will be run through the tabulator when it is repaired or replaced.  

16.
 ABSENTEE BALLOT COUNTING

The Moderator, as chief polling place official, must supervise the process of absentee ballot counting.

Absentee ballot counting may be done at a central location or at individual polling places.  A Polling Place Moderator in a town with central counting does not have to supervise absentee ballot counting or fill out the absentee ballot certificate on the Moderator's Return (see Appendix A of this Handbook); in such cases, these are the duties of the Central Counting Moderator.  (§§9-140c, 9-147(c))

The procedures for counting absentee ballots at a central location or individual polling places and recording the absentee vote on the Moderator's Return are set forth in the Procedure Manual for Counting Absentee Ballots, published by the Secretary of the State.

C.
CLOSING THE POLLS


1.
ANNOUNCE THE POLLS ARE CLOSED AT 8:00 P.M.

The Moderator must declare the polls closed promptly at 8:00 p.m.  Electors who are in line at 8:00 p.m. are permitted to vote after 8:00 p.m.  The Moderator must station an official or a police officer at the end of the line at 8:00 p.m. to make sure no one else enters the line.   (Review Appendix D for a list of closing procedures)(§9-174)

After the polls are closed and the last person in line has voted, the public may enter and remain in the polling place, but the public should not be in the immediate area of the tabulator.  (§9-308)


2.
OBSERVATION BY POLLING PLACE OFFICIALS AND THE PUBLIC

The canvass of the vote must be conducted in full view of all polling place officials and the general public. (§9-309)

If there were two or more shifts of election officials, only the last shift of official checkers, assistant registrars and ballot clerks must participate in the canvass.  (§9-258a)

Once the canvass is begun, it may not be stopped for any reason -- delay is criminal.  (§9-308)


3.
TABULATOR PROCESS AUXILIARY BIN AND ABSENTEE BALLOTS, LOCK THE VOTING TABULATOR AGAINST FURTHER VOTING and print 'totals' tape

Immediately after the last person in line has voted, the Moderator should direct the tabulator tenders not to allow any more voting.  The moderator should then collect the other election officials and begin the process of canvassing described in Closing of the Polls Appendix D.
 



4.
record tabulator totals shown on the "Tabulator tape" on the Tally sheets

After the polls close, the Moderator and Assistant Registrars of Voters shall record on the tally sheets the tabulator totals for each candidate and question in the row “Tabulator Total” as shown in the “Tabulator Tape”.  If absentee ballots are counted in the polling place, they shall also record the tabulator totals for each candidate and question in the “Absentee” column as shown in the “Tabulator Tape”. 


5.
ballots in write-in Compartment:Count write-in RACES only
Write-in votes are permitted in elections only.  The tabulator will recognize only those write-ins where the write-in oval is marked. If the write-in oval is marked, the tabulator will count the votes for all other offices and divert the ballot into the write-in bin for hand-counting of only the office where a write-in oval has been marked. 

Votes on those ballots, cast for REGISTERED WRITE-IN CANDIDATES, should be counted and recorded on the separate form entitled "Write-in Ballots for Registered Write-in Candidates". A list of REGISTERED WRITE-IN CANDIDATES, if any, are distributed to the Moderators with their election supplies. 

In addition, a write-in vote for a candidate whose name appears on the ballot label must be recorded in the "Write-in" column of the tally sheet.  The "Write-in" column on this tally sheet should only be used in the rare case that someone writes-in the name of a candidate whose name is printed on the ballot instead of marking the oval below the candidate's printed name.  Because this situation seldom happens, this column is usually blank.  

Write-in votes for candidates who did not register as such are not counted or recorded on the tally sheet.  All ballots from the Write-in bin must be sealed in a depository envelope marked “write-in bin” and placed in the ballot transfer case.  (Regs. 9-242a-23)


6.
hand-count any ballots left in the "auxiliary bin"

The auxiliary bin should again be unlocked and all ballots remaining therein, if any, removed and hand counted by the polling place officials. All valid votes on the ballots remaining in the auxiliary bin must be recorded on the tally sheets in the column, "Auxiliary Bin / Hand Count".  (Remember: these are ballots which the tabulator will not count; therefore they will not show up on the "election results report", and must be separately accounted for.)  Those ballots must be sealed in a depository envelope marked "auxiliary bin" and placed in the ballot transfer case. In addition, any ballots cast by use of the IVS machine should also be counted and included with all other hand-count totals in the “Auxiliary Bin / Hand Count” column.  These ballots must also be sealed in the depository envelope marked “auxiliary bin”.  (Regs. 9-242a-23)



7A. COMPLETE ABSENTEE BALLOT COUNTING WHEN COUNTED AT POLLS

Complete counting of any uncounted absentee ballots.  Be sure to record the number of absentee ballots received, rejected and counted on the Certificate of Absentee Ballot Count.  Seal such absentee ballots in a depository envelope labeled “Absentee ballots hand counted 8:00 p.m.” (For a detailed description of the procedures to follow to complete and record the absentee ballot vote, see the "Procedure Manual for Counting Absentee Ballots.")   

Remember, where absentee ballots are counted at the polling place, those absentee ballots may also contain write-in votes, which must be recorded on the form entitled "Write-in Ballots for Registered Write-in Candidates" on the Moderator's Return.

In each row, add the Tabulator Total, the Auxiliary Bin/Hand Count, the Write-in totals and the Absentee Totals for each candidate and question and record that amount in the TOTALS column.

 7B.
central absentee ballot Counting

If absentee ballots are counted at a central place, the polling place officials shall add only the Tabulator Total, the Auxiliary Bin, and the Write-in bin columns for each candidate and question and record that amount in the total column.  If absentee ballots are counted at a central place, DO NOT write anything in the Absentee columns of the polling place tally sheet.  The absentee columns (hand counted) and tabulator totals of absentee ballots will be completed on a separate tally sheet by the central counting Moderator. 


8.
COMPLETE CHECKERS' CERTIFICATE ON Moderator's return

Immediately after the close of the polls, the officials must compute the number of names checked as having voted.  In state elections, the official checkers must include the list of persons who applied for overseas ballots (and presidential ballots, if applicable) in the whole number of names on the official check list.  Electors who voted by challenged ballot are not included in the whole number of names on the official check list.  If absentee ballots are counted at the polling place, the official checkers also must count the number of names checked off the list as having voted by absentee ballot.  These figures will be recorded by them on the Checkers' Certificate on the Moderator's Return. The official checkers and Assistant Registrar(s) of Voters, must sign that Certificate.  The official checkers must also give these figures to the assistant Registrars(s) at the polling place.  ( Sec. 9-307)


9.
REGISTRARS' CERTIFICATE

The assistant Registrar(s) must record, directly on the official check list, the total number of names on the official check list, the total number checked as having voted, and the number not checked.  The official check list must be delivered to the Municipal Clerk on or before the following day. (If there is central counting of absentee ballots, the list is delivered to the Central Counting location after the close of the polls.)(Sec. 9-307)



·    10. SECURE UNVOTED BALLOTS

The ballot clerk shall place all spoiled ballots in a depository envelope marked “spoiled ballots,” seal it with nonreusable tape and deliver it to the Moderator for return to the Registrar of Voters.  The ballot clerk shall secure all ballots which are not issued to electors and deliver them to the Moderator for return to the Registrar of Voters.  All unused printed marksense ballots shall be retained by the Registrar of Voters for retention in the manner and for the period prescribed by law.  (Regs 9-242a-26)

    11.
DOUBLE-CHECK THE TOTALS

Election officials should check all figures to ensure there are no mistakes.

    12.
ANNOUNCE THE FINAL RESULTS

The Moderator must publicly announce the results of the vote.  Read from the official tally sheets the office title, the name of each candidate and the vote recorded in the Tabulator Count column, the Auxiliary Bin / Hand Count column and the Write-in columns.  If absentee ballots were counted at the polls, read the number of hand counted absentee ballot votes for the candidate.  Then read the Total vote for each candidate.   If there were questions on the ballot or write-in votes, announce their results in the same manner.  While the Moderator is reading from the tally sheet, any person present may look at the posted copy of the "ELECTION RESULTS REPORT" to verify the accuracy of the tally sheet.  The public may also inspect the tally sheets. If any person finds any error, the election officials shall make the necessary corrections.  (§§9-150, 9-309, 9-440).  In the case of central counting, the Moderator of the central location publicly announces the absentee vote and the head Moderator is responsible for publicly announcing the total vote (which includes the tabulator and absentee ballot totals for each candidate and question).  


13.
COMPLETE Certificate of Closing of the Polls

When the vote has been recorded and publicly announced, the Moderators, and Registrars (or Assistant Registrars) of Voters, must immediately complete and sign the "Certificate of Closing of the Polls" on the Moderator's Return.  (See form entitled "Certificate of Closing of the Polls".)  The Moderator must check the return to be sure it is complete.  (§§9-150, 9-259, 9-309, 9-310, 9-410)



14.
CLOSING THE TABULATORS

After all Election Results Reports have been produced, the Moderator and Assistant Registrars of Voters shall close down the tabulator according to the manufacturer's instructions.  They shall not break the seal on the front of the tabulator and they shall place the tabulator in its carrying case.

Place a copy of the signed totals tape in the ballot transfer case.  The original Tally sheet, with the original tape attached, and all other parts of the original signed Moderator’s return should be transmitted by the Moderator to the Registrar of Voters who will file it with the Municipal Clerk on or before the following day (or head Moderator, if the town has more than one voting district).  Keys must be properly labeled with the tabulator number and voting district number it was used in.  (§9-266, Regs. 9-242a-27)


15.
secure voted ballots for transport

The Moderator and Assistant Registrars shall place all ballots from the Auxiliary Bin in a depository envelope marked "Auxiliary Bin".  They shall place all ballots from the Write-in Bin in a depository envelope marked "Write-in Bin.  Seal all depository envelopes with non-reusable tape.  Place the “Auxiliary Bin” depository envelope and “Write-in Bin” depository envelopes in the ballot transfer case.  If absentee ballots were counted at the polls, the labeled depository envelopes for hand counted absentee ballots for each count should also be placed in the ballot transfer case.  Ballots from the "Regular Bin" are usually too numerous to fit in a depository envelope and may be placed into the Ballot Transfer Case loose.  Seal all Spoiled ballots in a depository envelope marked “Spoiled ballots.”  The depository envelopes containing (1) the spoiled ballots, (2) the empty absentee ballot envelopes and rejected absentee ballots, and (3) the challenged ballots, need not be placed in the ballot transfer case.  (Regs 9-242a-23, 9-242a-27)


Note the number of the seals that will be used to secure the Ballot transfer case on the Moderator's Return.  Lock the case and seal it with the seal, whose number you just recorded.  Return it to the Registrar of Voters with the other election materials.

The voted ballots and the tabulator, with the memory card still in place and the seal still intact, should returned to the Registrar of Voters by the Assistant Registrars, or two election officials of different parties.  Upon arrival, the Registrar of Voters should insure the seal on the tabulator and the seal on the ballot transfer case are intact.  Any discrepancy should be noted and explained in writing.  

The sealed ballot transfer case and the tabulator with the memory card still sealed in place should be stored under lock and key in a storage location not generally accessible.  A log should be maintained of all persons having access to that storage location.  The log should show the names dates times and purposes for all persons having access to that storage location.  Absentee ballots can be given to the Municipal Clerk 14 days following the election for storage in accordance with law.


IV. 
HEAD MODERATOR

A. DECLARE RESULTS OF WHOLE MUNICIPALITY

In towns divided into voting districts (i.e., towns with more than one polling place), the head Moderator is responsible for determining and declaring the townwide results of the voting for each office at an election or primary.  (The head Moderator may, or may not, be one of the polling-place Moderators.)  The head Moderator may be assisted by the deputy head Moderator, if one was designated.  (§9-169, 9-312, 9-440, 9-444)

B. 
FILE RETURN

The Moderator, or Head Moderator in towns divided into voting districts, is responsible for filing the town's official returns with the Secretary of the State and with the Registrar of Voters who will file it with the Municipal Clerk on or before the following day.  Returns for both municipal and state elections and primaries may be delivered electronically to the Secretary of the State by midnight on election or primary day.  If delivered by midnight on election or primary day, one such completed copy must also be delivered to the Secretary of the State by the third day after the election or primary (no later than Friday after a Tuesday election or primary).  If such Moderator’s return is not delivered to the Secretary of the State by midnight on election or primary day, the Moderator must either seal and deliver a copy of such return by hand to the Secretary of the State not later than 6:00 p.m. of the day after the election or primary or to the State Police not later than 4:00 p.m. of the day after the election or primary.  Returns for presidential preference primaries may be delivered electronically to the Secretary of the State by midnight on primary day provided they are also mailed or hand-delivered to either the Secretary of the State or State Police by 2:00 p.m. of the day after the primary.  Any Moderator (or head Moderator) who fails to deliver the official returns for state or municipal elections and primaries and presidential preference primaries by the deadline must pay a late filing fee of $50.00.  Forms and instructions for filing the returns are provided prior to each primary or election.  (§§9-314, 9-440, 9-476)

C. 
DOUBLE-CHECK THE TOTALS

Accuracy of records is vitally important.  The Moderator or head Moderator, shall carefully review, confirm, and verify the returns so that any errors, omissions or discrepancies are corrected prior to filing.  Assistance in this regard by the Deputy Head Moderator (Conn. Gen. Stat. §9-169) or some other election official not involved with the original counting would help ensure the correctness of the returns.  In an effort to ensure accuracy, the Head Moderator will be required to reconcile the total votes cast for the top office on the ballot with the number of names checked as having voted.

D. 
RECANVASS

The Moderator, or Head Moderator in towns divided into voting districts, is responsible for directing any "close vote" recanvass ordered (a) by the Secretary of the State in the case of a state or district (multi-town) office, or (b) by the Municipal Clerk in the case of a municipal (single-town) office.  Only the Moderator, or Head Moderator, in towns divided into voting districts, may order a "discrepancy" recanvass on their own authority.  A detailed explanation of recanvass procedures is set forth in the "Recanvass Procedures Manual" published by the Secretary of the State.  (§§9-311, 9-311a, 9-311b, 9-445)  

Note:  If there is a recanvass the Head Moderator shall submit any results of the provisional ballots with the recanvass results when such recanvass is complete.  If your town does not have a recanvass, the Registrar of Voters must count provisional ballots pursuant to HAVA and the Head Moderator must report to the Secretary of the State no later than the six (6) days after the election or primary.  (P.A. 03-6).


(ED-666 Handbook, Moderators (ED-513MS) 
FORM 1 
SUGGESTED FORM
CERTIFICATION OF ADMINISTRATION OF OATH TO POLLING PLACE OFFICIALS

I,                              MODERATOR, ADMINISTERED THE OATH TO

THE FOLLOWING POLLING PLACE OFFICIALS AT __ A.M., ON  _______, 20__, AT

_____________________________________ IN _______​​______________________,                                     (place)                                     (town)
CONNECTICUT.
NAME OF INDIVIDUAL

                   ADDRESS                   PHONE_________      

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________




_________________________________                                             
                                            MODERATOR
RECEIVED___________________________
TOWN CLERK_________________________
(ED-667 Handbook, Moderators (ED-513MS) - Rev. 07/01)
FORM 2
SUGGESTED FORM
SPLIT-SHIFT TIME SHEET


____________________________________

                 



Date of Election





___________________________________





           
Town, City, Borough

Name
Position
        Time Worked
 1.
 2.
 3.
 4.
 5.
 6.
 7.
 8.
 9.
10.
11.
12.
13.
14.
15.
l6.

________________________________                                 

Moderator
[ED-681 - §9-261 - Handbook, Moderators (ED-513MS 07/01)
FORM 3
SIGNATURE OF ELECTOR WHO DID NOT PRESENT IDENTIFICATION
FIRMA DEL ELECTOR QUE NO PRESENTA IDENTIFICACION
	TOWN/CIUDAD

	POLLING PLACE/LUGAR DE VOTACION
	PARTY*/PARTIDO*
	DATE/FECHA

	ELECTORS WHO APPEARED AT THE POLLS
AND DID NOT PRESENT ANY OF THE FOLLOWING
FORMS OF IDENTIFICATION:
1. His/her Social Security card, or  
2. Pre-printed form of ID which shows:
(a) his/her name and address, or 
(b) his/her name and signature, or 
(c) his/her name and photograph.  
X                                                        ________    ________
I state under penalties of false statement
 that I am the person whose name appears
on the official check list at the polling place
indicated on the date specified:
Signature of Applicant/Elector Making Statement

	ELECTORES QUE SE PRESENTARON A VOTAR
SIN NINGUNO DE LOS SIGUIENTES DOCUMENTOS
DE IDENTIFICACION:
 1. Su Targeta del Seguro Social, o 
 2. Una forma de identificación imprimida que contenga:
 (a) el nombre y la dirección del elector, o 
 (b) el nombre y firma del elector, o
 (c) el nombre y fotografía del elector. 
X                                           ________    _________________  
Yo confirme bajo pena de falso testimonios que soy 
la persona cuyo nombre aparece en el registro 
oficial electoral en la localidad de votación y 
fecha anteriormente especificadas: 
Firma


*(applicable only in a primary/applicable solo en una primaria)
	
	

	Printed Name/Nombre del elector

	Date of Birth/Feche de Nacimiento

	Address/ Dirección Residencial Actual


	Date and Exact Time of Day/ Nombre Bajo el Cual Estaba Inscrito (si diferente del de arriba)





WARNING:  If you sign this statement even though you know it is untrue,




You can be convicted and imprisoned up to one year and fined up to $2,000.


                      AVISO: Si usted firma estas declaciones, sabiendo que no son verdaderas, usted puede 



     
ser convicto y encarcelado por un máximo de un año, y multado hasta un máximo de 




$2,000.
ED-513a - Transfer Form (Handbook, Moderators--ED-513MS) (Rev. 07/01) (G\forms\ED-513a)
Prescribed by the Secretary of the State
FORM 4
REQUEST FOR TRANSFER OF REGISTRATION/ENROLLMENT
(Change of Address Within Town by Voter on Active List)
	Name of
Applicant:
	Last Name

	First Name
	Middle Name
	Jr.   Sr.
II  III  IV


	Present
Residence
Address:
	No.            Street                                                                Apt. #

	Town, Zip (CONNECTICUT)  


	Date Moved to Present Address
   
	Previous Voting Address in This Town
No.              Street                                                               Town         

	Name Under Which Registered
(if different from above)

	Date of Birth
 
	
	
	


Please transfer my name on the official check list to my present address.  

If this application is made at the polls on election or primary day, I, the undersigned, do also hereby state, under penalties of false statement, that (1) I am an elector in said town, (2) I am qualified to vote in the election (or primary of the                                               Party) being held in the above town, and (3) I have not prior to this time offered to vote or voted in person or by absentee ballot at said election/primary.
	
	

	Signature of Applicant/Elector Making Statement 

	Date and Exact Time of Day 
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========================================================================================
FOR USE OF REGISTRARS, DEPUTY REGISTRARS AND ASSISTANT REGISTRARS
WHEN REQUEST FOR TRANSFER IS MADE ON ELECTION OR PRIMARY DAY AT THE POLLS.
If the elector's former address was in another voting district, call the Registrar's Office to confirm.  If the name is on the official check list of the prior voting district, use this transfer form.  The election officials at the polling place in such voting district must be notified, before the close of the polls, for the purpose of erasing such elector's name from the official check list in such former voting district.  (If the name is on the "inactive" list of the prior voting district, use restoration form instead.)   
ED-513aSP - Transfer Form - Spanish  (Handbook, Moderators--ED-513MS) (Rev. 07/01) (G\forms\ED513asp)
Prescrito por el Secretario de Estado
Formulario 4-SP
PETICION PARA LA TRANSFERENCIA DE REGISTRACION
(Cambio de Dirección Dentro del Pueblo por la Lista Activa de Votantes)
	Nombre del Solicitante: 
	Apellido

	Nombre
	Segundo Nombre
	Jr.   Sr.
II  III  IV


	Dirección
Residencial
Actual

	Número            Calle                                      # de Apart.
	Pueblo, Zona Postal (CONNECTICUT)  
	

	Día que se Mudó a la Dirección Actual

	Dirección en el Pueblo Donde Votaba Antes 
Número              Calle                                                               Pueblo         

	Nombre Bajo el Cual Estaba Inscrito
(si diferente del de arriba)
	

	Fecha de Nacimiento

	
	
	


Haga el favor de transferir mi nombre en la lista del registro electoral a mi direccion actual.  

Si ésta solicitud es hecha en el colegio electoral en el día de elecciones o de primarias, yo, el firmante, por la presente también afirmo, bajo penas de declaración falsa, que: (1) soy un elector en dicho municipio, (2) Estoy calificado para votar en la elección (o primaria del partido ___________________________) que se lleva a cabo en el municipio mencionado arriba, y (3) Anterior a este momento, no he ofrecido votar o he votado en persona o por voto ausente en la elección/ primaria antes mencionada.
	
	

	Firma del Solicitante/Elector haciendo la Declaración

	Fecha y Hora exacta del día







========================================================================================
FOR USE OF REGISTRARS, DEPUTY REGISTRARS AND ASSISTANT REGISTRARS
WHEN REQUEST FOR TRANSFER IS MADE ON ELECTION OR PRIMARY DAY AT THE POLLS.
If the elector's former address was in another voting district, call the Registrar's Office to confirm.  If the name is on the official check list of the prior voting district, use this transfer form.  The election officials at the polling place in such voting district must be notified, before the close of the polls, for the purpose of erasing such elector's name from the official check list in such former voting district.   (If the name is on the "inactive" list of the prior voting district, use restoration form instead.) 

FORM 5

APPLICATION FOR RESTORATION OF ELECTOR TO OFFICIAL CHECK LIST

NO LONGER IN USE

The State of Connecticut Mail-in Voter Registration Application should now be used as the Application for Restoration of Elector to Official Check List.

You Should Obtain a Supply of Blank Voter Registration Applications from Your Local Registrar of Voters.  

(ED-670 Handbook, Moderators (ED-513) Secs. 9-232(a), 9-439 (a)--Rev. 6/00)
FORM 6
RE:  REMEDY WHEN ELECTOR'S NAME ERRONEOUSLY CHECKED OFF LIST
To the Moderator of                                                                    (of the                                                                   ):*
                                                       (Polling Place)                                                               (Party)

           I,                                                                                  of  __________________________________________                                                                                       
                                           (Name) (Street Address)
of the ______________________________ of ______________________________________________________,  
                   (City) (Town) (Borough)
do hereby state, under penalties of false statement, that (1) I am an elector in said municipality, (2) I am qualified to vote in the election or primary of said party being held in said municipality on this date, and (3) I have not prior to this time offered myself to vote or voted in person or by absentee ballot at said election or primary.
Dated at                                                               , Connecticut, this               day of                                     , 20.         
                                   (A.M.) (P.M.) (exact time of day)

_____________________________________
                                                                                                                                                                                       

                (Signature)


                                                                                            
_____________________________________                                                                           
                                
                (Address)

Received at                      (A.M.) (P.M.) on this                     day of                                                           , 20          ,
by                                                                              , Moderator of                                                                             .
    

              (Signature) 

(Polling Place)
*(applicable only in a primary)
(ED-669 Handbook, Moderators (ED-513MS) Rev. 07/01)
FORM 7
SUGGESTED FORM
APPLICATION FOR A CHALLENGED BALLOT
Section 9-232d
STATE OF CONNECTICUT 
}
                                         
}   ss:  at                                             , this              day of                                , 20









































        
COUNTY OF                            
}                      Voting Dist. No._________                      


I,                                                                              of _____________________________________________        
                                       (print name)                                                                      (street address)
       
City
of    
Town       of                                                                                        ,  being duly sworn, depose and say that:
        
Borough


I am the person on whose name I offer to vote, I am a bona fide resident of such municipality at the above address, my electoral rights are not forfeited, I possess all the qualifications for voting and I am entitled to vote in the above municipality at the election/primary today.  My name appears on the official check list.  I have been challenged on the basis of:

(a) 
identity;

(b) 
disfranchisement; or

(c) 
lack of bona fide residence in municipality and political subdivision holding the election



or primary.
I have been given an opportunity to submit the required testimony or other evidence and the Moderator has decided that I do not have the right to vote.  I therefore apply for a challenged ballot.


I understand that challenged ballots are placed in a depository envelope for 180 days and are only counted if the election is contested in court and the court orders that it be counted.


____________________________________
 

          (Signature of Challenged Voter)
Subscribed and sworn to before me this                day of                                                    , 20          . 


____________________________________

               (Signature of Moderator)
Sec. 9-232e.   "Any person requesting a challenged ballot and entitled thereto shall announce his/her name to the checkers who shall cross his/her name off the official check list and add it with his/her address to the end of the official list where it shall be designated "Challenged Ballot" and serially numbered.  The challenged ballot shall be an absentee ballot. After the voter has so announced his/her name, the Moderator shall deliver to such voter a challenged ballot together with an envelope marked "Challenged Ballot" and serially numbered.  The challenged voter shall forthwith mark the ballot in the presence of the Moderator in such manner that the Moderator shall not know how the ballot is marked.  He shall then fold the ballot in the presence of the Moderator so as to conceal the markings and deposit and seal it in the serially-numbered envelope.  He shall then deliver such envelope to the Moderator.  The Moderator shall retain all such envelopes in an envelope prescribed by the secretary of the state and provided by the Municipal Clerk which he shall seal immediately following the close of the polls."
ED-668 Handbook, Moderators (ED-513MS) - Rev. 07/01)
 FORM 8
SUGGESTED FORM
Moderator's Memorandum re. Challenge on______________________________________________                                                                                                                         (Date)      
Voting District No. _____________
Challenges shall not be made indiscriminately and may only be made if the challenger knows, suspects or reasonably believes such a person not to be qualified and entitled to vote.  Any challenge by an elector and the statement of the person challenged shall be under oath, administered by the Moderator.   (Sec. 9-232(b))

1.  
Name of the challenged voter:___________________________________________________

        2.  Address of challenged voter as shown on official check list:   _________________________ 
______________________________________________________________________________

3.  Reason for the challenge (identity, disfranchisement, lack of bona fide residence in municipality):
______________________________________________________________________________ 
______________________________________________________________________________                                                                                                                                                                                  ______________________________________________________________________________ 

4.
  Name and address of challenger: _________________________________________________

______________________________________________________________________________


5.  
Pertinent facts concerning the challenge:  __________________________________________
______________________________________________________________________________                                                                                                          
______________________________________________________________________________                                                                                                                                                                                  
______________________________________________________________________________                                                                                                                                                                                 

6.  
Moderator's decision:  __________________________________________________________                                                                                                                                       

______________________________________________________________________________                                                                                                          
______________________________________________________________________________                                                                                                                                                                                 
______________________________________________________________________________                                                                                                                                                                                 

7.
  (To be filled out only if all of the following has occurred:


(a)  voter's name appears on official check list,


(b)  voter challenged,

(c) after challenged voter has opportunity to submit  required testimony or other evidence, Moderator decides  that challenged voter does not have the right to vote,  and

(d) voter applies in affidavit form to Moderator for challenged ballot; see Form VIII, "Application for a Challenged Ballot.")

Serial number of "Challenged Ballot"* Envelope:                               .

_________________________________________________ 


(Signature of Challenged Voter)

_________________________________________________ 


 (Signature of Moderator)
* Challenged ballots are placed in a sealed depository envelope for 180 days and are only counted

if the election is contested in court and the court orders that they be counted.
 SUGGESTION – REGISTRARS DUPLICATE

SHEET __ OF __

FORM 9
PROVISIONAL BALLOT INVENTORY FORM

NOTE:  Provisional ballots are issued ONLY for elections and primaries for federal office and are required pursuant to HAVA.

DATE OF PRIMARY/ELECTION _______________


TOWN________________



PARTY___________
____

  POLLING PLACE/VOTING DISTRICT________________

	NAME


	ADDRESS
	DATE OF BIRTH
	PROVISIONAL BALLOT 

SERIAL NUMBER

	1


	
	
	

	2


	
	
	

	3


	
	
	

	4


	
	
	

	5


	
	
	

	6


	
	
	

	7


	
	
	

	8


	
	
	

	9


	
	
	

	10


	
	
	

	11


	
	
	

	12


	
	
	

	13


	
	
	

	14


	
	
	

	15


	
	
	


I/we the undersigned Moderator(s) say that I/we have distributed ______ provisional ballots.


________________________

__________________________
                  _______

   
Moderator (Print Name)

                    Moderator’s Signature

                              Date 

FORM 10
SUGGESTED FORM
DELIVERY AND RECEIPT FOR PROVISIONAL BALLOT

The Moderator must execute this form at the time of delivery of provisional ballots to the Registrar(s) of Voters.
Town:                              
Date:______________________                     
Polling Place/Voting District____________
Time:______________________                      
I, the undersigned Moderator, say that I delivered to 

_____________________


























                                                  (Registrars of Voters)
and
 ________________________, 


               provisional ballots.





  (Registrar of Voters)

        (number)                         


___________________________
_______________________

____________

Moderator’s Signature
Print Name



                  Date
TO BE FILLED OUT AND SIGNED BY THE REGISTRAR OF VOTERS WHEN PROVISIONAL BALLOTS ARE RECEIVED

I/We, the undersigned Registrar(s) of Voters, say that I/We have received 

__________ provisional ballots.    
         (number)
______________________________
_______________________

_____________

(Registrar of voters)
Print Name



                Date





_______________________________
_______________________

_____________

(Registrar of voters)
Print Name                



Date




FORM 11

SUGGESTED PROVISIONAL BALLOT RECEIPT FORM



You have submitted a provisional ballot at the _______________ election/primary.








Date

The Registrars of Voters will review your application and decide if your ballot can be counted.



To find out if your provisional ballot was counted, please call your local Registrars at

___________________________.   Hours Available:


































































































































































































phone number



Please refer to serial number ____________________ when making your inquiry.






                 
Provisional ballot serial number
FORM 12
SAMPLE ADDRESS CONFIDENTIALITY CARD


                        State of Connecticut

Office of the Secretary of the State - Address Confidentiality Program

	 



	      Certification No.
	
	       Expires

	
00
	
	      3/10/2009

	
	
	

	     Is authorized to participate in the CT Address Confidentiality    

     Program (PA 03-200) and to use the following address: 


	
	P.O. Box 150469
30 Trinity Street

Hartford, CT 06115-0469


	



	Signature of participant or parent/guardian


	Certification code, name, address and zip code shall be used on all 

correspondence to this participant.

	
	
	

	If you have any questions regarding the Address Confidentiality Program, 

or the valid use of this certification card please call 860-509-6006. 



	Administrator:
	 
	


Appendix A is the complete Moderator’s Return. They replace any former forms used such as the B-1, B-2, or B-3 Moderator’s Return.  

appendix A

 Moderator's return
Appendix A is the complete Moderator’s Return. They replace any former forms used such as B-1, B-2, B-3 Moderator’s Return. Instructors should review this appendix in detail. 
The Moderator's Return will consist of the following documents:

 1.




The MODERATOR'S STATEMENT OF RECEIPT

 2.


         REPORT FOR PRE-ELECTION TESTING


 3.         The ELECTION OFFICIAL’S RECEIPT for BALLOTS and TABULATOR

 4.         The MODERATOR'S RECEIPT FOR BALLOTS AND TABULATOR
 5.         The CERTIFICATE FOR PREPARATION OF THE TABULATOR FOR VOTING

 6.         The certificate fOR closing of the Polls 

 7.         BALLOT LOG WORKSHEET

 8.         The CHECKERS CERTIFICATE

 9.         TALLY SHEET(S) (listing candidates and questions) (Two different optional formats) 

 10.       Certificate of absentee ballot count
 11.       The form WRITE-IN BALLOTS FOR REGISTERED WRITE-IN Candidates 
The ORIGINAL, with the long tabulator tape including the opening totals printed before the polls opened and the closing totals printed after the polls closed, should be attached to the Tally Sheet and returned by the polling place Moderator to the Registrars of Voters together with the ballot transfer case and other election materials.

MODERATOR’S RETURN
MODERATOR'S  STATEMENT OF RECEIPT

____________________________________________________________

TO BE COMPLETED AND SIGNED BY THE MODERATOR PRIOR TO SEALING THE BALLOT TRANSFER CASE AFTER THE CLOSE OF THE POLLS
_____________________________________________________________________

I hereby certify that I appeared at the office of the Registrar of Voters not later than eight o'clock  p. m. of the day before the election or primary and there received from the Registrar of Voters, a copy of the report of pre-election testing prepared by the Registrars showing the number of the seal over the memory card slot on the tabulator and the number of the seal on the tabulator carrying case assigned to the Moderator’s polling place, the 3 sample ballots, and all check lists and other supplies necessary to conduct the election or primary that were not previously delivered.







....................................................


                 Moderator

MODERATOR’S RETURN
REPORT FOR PRE-ELECTION TABULATOR & MEMORY CARD TESTING

TOWN______________________            POLLING PLACE___________________________

We, the undersigned Registrars of Voters and other persons present, certify that pre-election testing was conducted on the following voting tabulators at___ A.M./P.M., on the ___ day of _______, 20___ and that each tabulator was test voted with sample ballots and found to be working properly.  We further certify that the candidate, question and public counters were set back to zero after such per-election testing.
Carrying Case
  Tabulator   
Memory Card         Tabulator Port 1    
Tabulator Port 2      
Tabulator Side

       Seal  #_   
    Serial   #       
      Seal  #      
        Seal  #        
              Seal  #         
      
 Seal  #      

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

_________________________________            _________________________________                 
      Registrars of Voters                                        Registrars of Voters
_________________________________

            ________________________________

             Other
      Other

_________________________________

            ________________________________

             Other
      Other

_________________________________

            ________________________________

             Other
      Other

_________________________________

            ________________________________

             Other
      Other

RECEIVED___________________________
TOWN CLERK_________________________
MODERATOR’S RETURN
ELECTION OFFICIALS’ RECEIPT for BALLOTS and TABULATOR

This form is used when the Registrars have someone other than themselves deliver tabulators to the polls or short term storage location.
TOWN OF___________________

Date of Election or Primary_______________________________

Voting District________

We, the election officials assigned to the above named voting district for this election do hereby acknowledge receipt from the Registrars of Voters:

· ___  tabulator(s) whose label(s) shows that it is for the following voting district:  ____________

(record the number of tabulators)               (record the voting district listed on the tabulator case)

The seal on the bag containing the tabulator is intact and bears the number  ________________

(record seal number here)

If Second Tabulator Used:

The seal on the bag containing the tabulator is intact and bears the number  ________________

(record seal number here)
·  _____ packages of ballots. 

(number of packages received)
· That each package of ballots bears a label for the above voting district

We, further certify that upon receipt of such materials we delivered them (1) directly to the Moderator of our assigned polling place, if received on election day morning or (2) directly to the designated secure location for that polling place, if received at a time other than election day morning.

Date:____________            Time:_________           Signed: ____________________________________

Election Official

 Date:____________
     Time:_________
     Signed: __________________________________________


      Election Official

To Be used only if a police officer has been designated to deliver equipment and ballots:

Date:___________

       Time:___________    Signed:____________________________________






                                                                                                             Police Officer

NOTE:  To be completed by both election officials for each polling place when they pick up ballots and tabulator(s) from the designated secure location from the Registrars of Voters.

Registrar of Voters retains one copy; Election Officials / Police Officer keep a copy. 

MODERATOR’S RETURN

MODERATOR'S RECEIPT for Ballots 
and TABULATOR

This form is filled out by the moderator when they receive and open the tabulator at the polls on Election Day.

TOWN OF___________________

 Date of Election or Primary_____________________

Voting District________
I, the Moderator assigned to the above named voting district for this election do hereby acknowledge receipt from the election officials (or police officer):

· ___tabulator(s) whose label(s) shows that it is for the following voting district:  ____________

(record the number of tabulators)                            


(record the voting district listed on the tabulator)
   The seal on the bag containing the tabulator is intact and bears the number :  _____________

                     (This seal number must match the seal number on the “Election Officials’ Receipt for Ballots & Tabulator” Form).
If Second Tabulator Used:

The seal on the bag containing the tabulator is intact and bears the number  ________________

                     (This seal number must match the seal number on the “Election Officials’ Receipt for Ballots & Tabulator” Form).
· ______ unopened packages of ballots.

(#  of  ballot
  pkgs rec’d)
Date:_________________
     Time:__________     
Signed:_____________________________





Moderator

NOTE: To be completed by Moderator in duplicate upon receipt of tabulator and ballots from election officials or police officer before polls open

one copy given to election officials or police officer, Moderator retains the other as part of his/her election records

MODERATOR’S RETURN

CERTIFICATE for OPENING of the POLLS 


Town____________________

  




Voting District ___________ Election Date____________________
We, the undersigned Election Officials certify that before the polls opened, the tabulator delivered to the polls bore a label for the voting district and town referenced above; and that we prepared the tabulator for voting in accordance with the opening procedures in Appendix D.

We further certify that we inspected the seal located on the front of the tabulator and found it to be unbroken and also found that said seal bore the number _________________ which is the same seal recorded on the “Report for Pre-Election Tabulator & Memory Card Testing”.

We further certify, that before the polls opened the tabulator was turned on and produced a tape correctly stating the town, STATE, DATE, and VOTING DISTRICT; setting forth "Ballots Cast" total of "0000"; accurately setting forth all offices, accurately setting forth the name of each candidate; identifying each Question to appear on the ballot; accurately setting for a "WRITE-IN" line for each office group; accurately setting forth vote totals of  "0000".

We further certify that the display on the front of the tabulator showed the voting district number and a count of "0".

_________________________   _____________________    _____________________
Moderator
  Assistant Registrar
                                Assistant Registrar

MODERATOR’S RETURN

CERTIFICATE for CLOSING of the POLLS

We, the undersigned Election Officials certify that after the polls were closed, the voting tabulator was closed and secured against further voting in accordance with the closing procedures in Appendix D.

We further certify that seal number ___________ on the front of the tabulator had not been broken.

We further certify that the Moderator fed all remaining ballots that were eligible to be counted into the tabulator for processing.  If absentee ballots were counted at the polls, the number of absentee ballots which could be and were tabulator processed in whole or in part was__________.

We further certify that after all ballots that could be fed into the tabulator were processed, the number on the public counter (on the front of the tabulator) was __________.

We further certify that the tabulator thereupon produced an "ELECTION RESULTS REPORT" setting forth: the town, voting district, election date and vote totals for each candidate and question on the ballot.  

We further certify that any ballots which could not be processed by the tabulator and any ballots containing write-in votes were hand counted by two election officials from different parties.

Once all votes for each candidate and question have been counted either by tabulator or by hand all vote totals were recorded on the tally sheet and all final vote totals for each candidate and question were announced by the Moderator to all those present. 

The ballot transfer case is sealed with a seal bearing the number_____________.

The tabulator carrying case is sealed with a seal bearing the number______________.

_________________________   _____________________    _____________________
Moderator
  Assistant Registrar
                                Assistant Registrar

MODERATOR’S RETURN
BALLOT  LOG WORKSHEET          

Sheet ____ of ___
Town of _________________          Date of Election _________           
Voting District_____


Name of BALLOT CLERK _________________________
________________________




                                                                            

Print






                                                               Signed
UNOPENED BALLOT PACKAGES

1.  Total number of ballot packages received at the opening of the polls:  __________________________

______________________

______________________

2.  Total number of ballot packages received after the opening of the polls:     ______________________

______________________

______________________

3.  Total number of ballot packages received (1+2):___________________________________________

OPENED BALLOT PACKAGES

4.  Total number of ballot packages opened during the election:  ________________________________

BALLOT PACKAGES UNOPENED AT THE CLOSE OF THE POLLS

5.  Total number of ballot packages that remain unopened at the close of the polls:__________________

      Note:  The totals of sections (5) and (4) when added together should equal to total of section (3).

NUMBER OF LOOSE BALLOTS REMAINING

6.  Total number of loose ballots remaining at the close of the polls:______________________________

SPOILED BALLOTS

7.  Total number of spoiled ballots:________________________________________________________

District______                               MODERATOR’S RETURN
official CHECKERS’ CERTIFICATE
We the undersigned hereby certify the following numbers:

1.  Total number of names on the official check list including 

total number of names on the supplemental list of overseas ballot applicants            _________________ 
2.  Total number of names checked on the official checklist as 


having voted by absentee ballot*


                                                                               _________________      
3.  Total number of names checked on the supplemental list of 

overseas ballot applicants as having voted by overseas ballot*                                  __________________
4.  Total number of names checked on the official check list as 

having voted in person  [This will NOT be the same as public counter]                   _________________
5.  Total number of names checked on the official check list as 

having voted (2+3+4)                                                                                                  __________________
ATTEST:


_________________ 
__________________
          Assistant Registrar
  Assistant Registrar
   ______________    
_______________
          Checker
          
   Checker

* (a)Not applicable to polling place officials if central counting designated  -- polling place officials record "O".

   (b) Central counting officials fill out only #2, and #3.
MODERATOR’S RETURN 

	TALLY SHEET

A moderator can choose between the two tally formats.
	

	QUESTION*
	1
	2
	3
	4
	5
	6
	7
	

	Tabulator No.
	YES
	NO
	YES
	NO
	YES
	NO
	YES
	NO
	YES
	NO
	YES
	NO
	YES
	NO
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Aux. Bin hand counted
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Write-in Bin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Absentee 8pm
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	OFFICES

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	A
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator No.
	1A
	2A
	3A
	4A
	5A
	6A
	7A
	8A
	9A
	10A
	11A
	12A
	13A
	14A
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Aux. Bin hand counted
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Write-in Bin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Absentee 8pm
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator No.
	1B
	2B
	3B
	4B
	5B
	6B
	7B
	8B
	9B
	10B
	11B
	12B
	13B
	14B
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Aux. Bin hand counted
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Write-in Bin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Absentee 8pm
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator No.
	1C
	2C
	3C
	4C
	5B
	6C
	7C
	8C
	9C
	10C
	11C
	12C
	13C
	14C
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Tabulator Total
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Aux. Bin hand counted
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Write-in Bin
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Absentee 8pm
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


*
Not applicable in primary

	                                                                 TALLY SHEET                                               MODERATOR’S RETURN

	Office

	Tabulator
	Aux Bin /    Hand Count
	Write in

	Absentee 
	Totals

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	Office

	Tabulator
	Aux Bin /     Hand Count
	Write in

	Absentee

	Totals

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	Office

	Tabulator
	Aux Bin /     Hand Count
	Write in

	Absentee

	Totals

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

			 

	 

	 

	 


	 

			 

	 

	 

	 


	 

			 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 

	 

		 

	 

	 

	 


	 Questions
	YES
	NO
	YES

	NO

	
		 1
		4 

	 

	
		 2
		5
	 

	
		 3
		6
	 

	

	


MODERATOR’S RETURN

NOT APPLICABLE TO POLLING PLACE 

OFFICIALS IF CENTRAL COUNTING DESIGNATED
Date of Election_______________________Town_____________Voting District_________________ 


CERTIFICATE OF
ABSENTEE BALLOT COUNT
==================================================================================
TO BE COMPLETED AND SIGNED BY MODERATOR AFTER 8 P.M. COUNTING
==================================================================================

I hereby certify that the absentee ballot vote, including “overseas ballots”* set forth in this Return for each candidate and for and against each question** is correct and that the following numbers are true and accurate according to the worksheets signed by the absentee ballot counters.
ABSENTEE BALLOTS
a.
Absentee Ballots

Received
...................................

b.
“Overseas” Ballots*



Received (if applicable)
...................................
c.    “Presidential” Ballots**


Received (if applicable)
...................................
c.
Total ballots received (a+b+c)
...................................

d.
Absentee Ballots counted by

Tabulator (wholly or partially)
...................................

e.
Absentee  Ballots counted by

hand (completely)
...................................

f.
Total Ballots Counted (d+e)
...................................

g.
Total Ballots Rejected
...................................

                                             Attest:
.................................




         Moderator
          
*To be used only at elections or primaries at which U.S. Senators and/or Representatives in Congress are  elected or nominated.

**Not applicable in a primary.

MODERATOR’S RETURN
write-in VOTES for registered write-in candidates*
Town of​​​​​​​​​​​​​​________________

Date of Election_______________ 





Voting District________
	IF MORE SPACE NEEDED, ATTACH & SIGN ADDITIONAL SHEETS LIKE THIS FORM

	candidate name
	office
	Tabulator vote (includes absentee ballots if no central counting)

	absentee ballot vote

 (if central counting)
	total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*not applicable in a primary










_________________________________





Moderator.
Appendix B and C on the following pages are excerpts from previous pages and can be used as a quick reference for ballot clerk and machine tender duties.

Appendix B 

DUTIES OF BALLOT CLERK
1) Accounting for ballots BEFORE, DURING AND AFTER ELECTION -- preparation of ballot log

a) Prior to the opening of the polls, immediately upon receiving the ballot packages from the Moderator, the ballot clerk shall note the number of ballot packages received on the BALLOT LOG WORKSHEET.  If there is to be more than one ballot clerk, the ballot clerks shall allocate the unopened ballot packages among themselves, and each shall maintain the BALLOT LOG WORKSHEET.  (Regs. 9-242a-10)

b) Prior to the opening of the polls, the ballot clerk shall only open one package of ballots at a time.    
c) After the polls open, throughout the day, the Ballot Clerk shall keep track of the number of ballot packages opened and shall record the total number of ballot packages opened on the Ballot Log Worksheet at the end of the day
d) Issuing ballots.  No ballot shall be issued unless the voter's name has been checked off the official checklist.

e) Spoiled ballots.  No replacement shall be issued unless the old ballot is returned.  All spoiled ballots must be marked "spoiled" and a line must be drawn through the “timing marks” on the edge of the ballot and the ballot must be placed in the spoiled ballot envelope.  The total number of spoiled ballots shall be recorded on the Ballot Log Worksheet and envelope at the end of the day.

f) Check for printing defects.  As ballots are being handled, check the ballots for any serious printing problems, such as extremely light print, misaligned text or coding marks on the edges, or stray marks or blotches.  If such printing problems are seen, the Moderator should be informed, and the defective ballot should be marked "Spoiled", placed in the Spoiled Ballot Envelope and accounted for as a "Spoiled" Ballot on the Ballot Log Worksheet at the end of the day.

g) Any ballot found in a voting booth shall be marked "Abandoned Ballot in Voting Booth" and placed in the "SPOILED BALLOT ENVELOPE" after the Moderator makes a notation in the Moderator’s Diary.

h) When the polls close, the Ballot Clerk shall record all necessary information on the “Ballot Log Worksheet” section of the Moderator’s Return.  
2)  obtaining a new ballot (spoiled ballot)

a) Any elector may request a new ballot at any time prior to the acceptance of their ballot by the marksense tabulator.  No reason need be given.

b) To obtain a replacement ballot, an elector must return with their old ballot to the Ballot Clerk.  Whenever practical, an elector seeking a replacement ballot shall be escorted back to the Ballot Clerks by an available election official.  An elector seeking to obtain a replacement ballot need NOT go to the end of the line of electors entering the polling place.  Before a replacement ballot is issued the elector MUST give their old ballot to the Ballot Clerk, holding it in such a way that the markings are not visible.  Without looking at the markings, the Ballot Clerk shall mark the word "SPOILED" on the old ballot, draw a line through the “timing marks” on the edge of the ballot and place it in a depository envelope, or other suitable container reserved for SPOILED BALLOTS. 

The Ballot Clerk shall record the total number of spoiled ballots issued on the ballot log WORKSHEET at the end of the day.   After the Ballot Clerk has placed the spoiled ballot in the envelope, the Ballot Clerk shall issue a new ballot to the elector.  The Ballot Clerk shall then direct the elector to an available voting booth to mark their new ballot.  (Regs. 9-242a-20)

APPENDIX C

DUTIES OF TABULATOR TENDERS
The tabulator tender shall be stationed at least four feet from the voting tabulator. They shall control access to the tabulator and shall prevent anyone from tampering with the tabulator.  They shall instruct voters in the proper method for inserting the ballot. They must ascertain that the ballot has been accepted by the tabulator before a voter leaves the polling place.  

The tabulator tender shall advise the voter of any error message displayed by the tabulator.  If a ballot is rejected by the tabulator, they shall advise the elector on how to correct the problem. THEY SHALL NOT LOOK AT THE MARKINGS ON AN ELECTOR'S BALLOT; A VOTER'S RIGHT TO A SECRET BALLOT MUST BE PRESERVED. 

If a tabulator tender’s assistance is needed, they should use a privacy or other folder to cover the exposed ballot while explaining the problem or solution.  If a new ballot is needed, the tabulator tender shall instruct the voter to return to the ballot clerk. 

If the tabulator rejects a ballot

When the tabulator rejects a ballot, it displays a message indicating the reason for the return of the ballot.  The tabulator tender shall advise the voter of these messages.  The tabulator tender SHALL NOT LOOK AT THE MARKINGS ON AN ELECTOR'S BALLOT; A VOTER'S RIGHT TO A SECRET BALLOT MUST BE PRESERVED.  In many cases simply inserting the ballot in a different orientation ('bottom-first' vs. 'top-first'; 'upside-down' instead of 'right-side-up') may solve the problem; however the two special cases discussed below require special procedures.

1)  OVERVOTE

An overvote occurs when a voter votes for more candidates for an office than they are entitled to.  Sometimes, stray marks on the card can be read by the tabulator as an extra vote.  When an overvote message appears on the voting tabulator, the voting tabulator tender shall instruct the voter to recheck the ballot to be sure that the voter did not overvote for an office and that there are no stray marks on the ballot.  The tabulator tender shall instruct the voter to obtain and remark a new ballot.  See: "OBTAINING A NEW BALLOT (SPOILED BALLOT)", below.

The following is a suggested script for the tabulator tender to follow:

THE TABULATOR HAS REJECTED YOUR BALLOT BECAUSE IT IS IMPROPERLY MARKED. ACCORDING TO THE TABULATOR, YOU HAVE (CAST MORE VOTES FOR AN OFFICE THAN ALLOWED) 

IF YOU WISH TO CORRECT THE VOTING ERROR, WE WILL BE HAPPY TO SUPPLY YOU WITH A REPLACEMENT BALLOT.

IF YOU DO NOT WISH TO CORRECT THE VOTING ERROR, WE WILL BE HAPPY TO ACCEPT YOUR BALLOT AS PRESENTED. PLEASE BE AWARE, HOWEVER, THAT NO VOTES WHICH APPEAR UNDER ANY OFFICE THAT YOU HAVE "OVERVOTED" WILL COUNT.  ARE YOU CERTAIN THAT YOU DO NOT WISH TO RECEIVE A REPLACEMENT BALLOT?

If the voter insists that the ballot be processed as is, the tabulator tender shall instruct the voter that the tabulator will not count the vote for the overvoted office but will count the other votes.  The voter shall then be instructed to deposit the ballot in the auxiliary bin.

2)  UNREADABLE (BLANK) BALLOT

A blank or unreadable ballot is one on which the tabulator cannot read a single vote for any office.  It might occur if someone submitted a ballot and intentionally did not vote for anyone; however, it is much more likely that the voter has incorrectly recorded every one of their votes on the ballot (e.g., circled the names, used X's or checks that the tabulator could not pick up, or used the wrong kind of pen or pencil).  If this occurs, the tabulator tender shall review with the voter the instructions and direct the voter to obtain a new ballot.  See: "OBTAINING A NEW BALLOT (SPOILED BALLOT)", below.

The following is a suggested script for the tabulator tender to follow:

THE TABULATOR HAS REJECTED YOUR BALLOT BECAUSE IT DOES NOT READ ANY VOTES ON THE BALLOT.

IF YOU WISH TO CAST VOTES ON THE BALLOT, YOU MAY RETURN TO THE VOTING STATION. INSTRUCTIONS ON THE VOTING PROCESS ARE AVAILABLE AT THE VOTING STATION.  IF YOU DETERMINE THAT YOU HAVE COMPELTED THE BALLOT IN ERROR AND WISH TO CORRECT THE VOTING ERROR, WE WILL BE HAPPY TO SUPPLY YOU WITH A REPLACEMENT BALLOT.

IF YOU DO NOT WISH TO RETURN TO THE VOTING STATION, WE WILL BE HAPPY TO ACCEPT YOUR BALLOT AS PRESENTED.  IF YOUR BALLOT IS CAST AS PRESENTED, NO VOTES WILL COUNT FOR ANY CANDIDATES OR QUESTIONS THAT YOU HAVE LEFT BLANK. ARE YOU CERTAIN THAT YOU DO NOT WISH TO RETURN TO THE VOTING STATION?

If the voter requests that the ballot be processed as is, the voter shall then be instructed to deposit the ballot in the auxiliary bin. The voting tabulator tender shall instruct the voter that the ballot will be counted by hand after the polls close. If the election officials are unable to determine the intent of the voter, some or all of their votes could be lost.   
If the tabulator jams or malfunctions
If the tabulator jams or malfunctions, the tabulator tender shall summon the Moderator before any corrective action is taken.  An election official shall clear any jammed ballots in accordance with instructions provided for the tabulator and shall avoid looking at the markings on the ballot.  The tabulator shall not be opened unless two election officials are present.  The Moderator shall make a record of such event in the Moderator’s diary as to whether the tabulator indicates that it has counted the ballot.  No one shall be permitted to leave the polling place with a ballot, either marked or unmarked.  Once a voter's ballot has been accepted by the tabulator, the voter shall be directed to immediately leave the polls.  (Regs. 9-242a-16)

1)  BALLOT JAM
If a ballot jams in the tabulator, the tabulator tender shall immediately summon the Moderator before any corrective action is taken.  The Moderator shall make record of such problem in the Moderator’s diary as to whether the tabulator indicates that it has counted the ballot.  An election official shall clear any jammed ballots in accordance with instructions provided for the tabulator and shall avoid looking at the markings on the ballots.

CLEARING JAMS FROM THE ACCU-VOTE 

If a ballot jam occurs and does not feed through, the following steps must be taken: 
A.  Take the ballot box key and unlock the front panel access door that holds the Accu-Vote tabulator in place.

B.  Slide the Accu-vote forward approximately 5 inches. 

C.  Read the LCD message before preceding further to clear the jam. 

D.  If the LCD window displays: Counted ballot jammed in reader, it means the ballot has been read. Remove the ballot and manually deposit it into the ballot box through the slot at the back of the Accu-vote (where the tabulator would have); or 

E.   If the LCD window displays: Returned ballot jammed in reader, remove the ballot and slide the Accu-vote back into place, lock the front panel access door and then re-insert the ballot into the tabulator. 

If the jam cannot be cleared or the tabulator malfunction cannot be resolved, the Moderator shall call the Registrars and substitute a perfect tabulator for the malfunctioning tabulator.  

EVEN IF THE TABULATING TABULATOR IS OUT OF SERVICE, BALLOTS SHALL CONTINUED TO BE ISSUED, VOTED, AND PLACED IN THE auxiliary bin.  

When the tabulator is repaired or replaced, the election officials shall (1) process the ballots from the auxiliary bin through the tabulator, (2) return overvote ballots to the auxiliary bin to be processed and overridden at the end of the day, and (3) return ballots rejected as blank ballots to the auxiliary bin to be hand counted at the end of the day.  The Moderator shall make a memorandum of such incidents.  If the ballot box becomes full, officials of opposing political parties shall replace the ballot box in the manner prescribed by the Secretary of the State or empty the ballot box as long as the ballots removed are placed in a secure container.  (Regs. 9-242a-16)

APPENDIX D
OPENING AND CLOSING PROCEDURES
OPENING PROCEDURES

OPTICAL SCAN MACHINES
· Open the ballot box door (lower front lock) and the Auxiliary bin door with the ballot box key - insure that no ballots are in the box. Then close and lock the compartments.

· Ensure that all other ballot box compartments are locked and secure.

· Check the seal on the bag and record the number (#______________). Must match number on Pre-Election Report.
· Remove the seal on the bag and inspect the tabulator delivered to the polling place and record the Voting District_________ and Town______________________
 information located on the tabulator label.  If the information is not correct for the polling place in question, contact the Registrars of Voters immediately.

· Check the seal on the front of the tabulator to insure it is not broken and record the number (#_____________).  Must match number on Pre-Election Report.
· Remove the security plate from the back of the ballot box.  Be sure to leave lock in open position.

· Open the front panel access door (upper front lock on the ballot box) where the ACCU-VOTE is placed on the ballot box.
· Slide the ACCU-VOTE tabulator half-way onto the ballot box and put the power cord through the tube from the back of the ballot box.  Insert one end of the cord into the ACCU-VOTE and the other end into the Uninterruptible Power Supply (UPS) then plug the UPS into an extension cord or wall outlet.  Be sure to turn the UPS unit ‘On’. 
· Remove (with the bare key) the printer cover to the ACCU-VOTE.

· Turn the ACCU-VOTE on with the red switch located in the rear of the tabulator. 
· The tabulator will automatically print a zero report. The Moderator and both Assistant Registrars will sign the bottom of this printout.  Place this tape in the transfer case with the ballots at the end of the night.  Check to ensure that the Town, State, Date and Voting District are correct.  

· Inspect the zero report to ensure that all Offices, Candidate’s Names, Questions, Write-In Lines are correct. 

· When the ACCU-VOTE asks for another printout, press the YES button on the front of the tabulator.  Detach this printout and tape it to the wall at the polling place. 
· When the ACCU-VOTE asks for another printout, press the YES button on the front of the tabulator.  Sign this printout and leave it attached to the tabulator. Fold it so it will fit under the printer cover and lock it with the bare key. 

· When the ACCU-VOTE asks for another printout, press the NO button on the front of the tabulator and lock the front panel access door.  The tabulator should now display the voting district number and show a vote count of zero.  If the tabulator does not display this information, contact the Registrars of Voters immediately.  
· Carefully slide the tabulator back until it stops in place.  

· Close and lock the front panel access door. 

· Open the top slot of the Auxiliary compartment located on the upper left side of the ballot box and leave it open for the day. The ACCU-VOTE is now ready to accept ballots.
  IVS VOTE BY PHONE SYSTEM
· Unpack all hardware and cords.  Ensure that the telephone is set to “Dial” and the Fax handset is on the hook.

· Connect the power cords to the Fax (Black Cord) and Telephone (White Cord).

· Connect the telephone line from the wall to the “LINE” slot on the back of the Fax.

· Connect the cord from the EXT socket on the fax to the LINE socket on the back of the phone.

· Ensure there is paper loaded in the Fax Machine.

· Using the system, vote a “Test” ballot between the hours of 6 a.m. and 8 a.m. This ballot should be marked “VOID” and filed with your Moderator’s Paperwork at the end of the night.

CLOSING PROCEDURES

· Unlock the front panel access door (upper front lock on the ballot box) with the plastic covered key. This will make available the control panel with the YES and NO buttons. 

· Check the seal on the front of the tabulator and insure that it is not broken. Record the seal number (#________). 

· Process the ballots (if any) from the Auxiliary compartment by feeding them into the tabulator.  If there are any ballots that continually reject, and the ballot is marked correctly, but contains an over-vote, over-ride the ballot in the tabulator by pressing and holding the YES button while feeding the ballot through the tabulator.  

· If there are any ballots that continually reject, and the ballot is mis-marked, hand count these ballots in accordance with the Moderators Handbook.  

· If the Absentee ballots are to be counted at the polling place, they may be processed at this time.   The number of Absentee ballots that were processed at this time is (_________).  All absentee ballots, worksheets and Record of Vote were sealed in depository envelopes and labeled by voting district.

· The Moderator and Assistant Registrars of Voters record the number on the public counter (number of tabulator counted ballots) (________).  

· From the tabulator, unlock and remove the printer door with the bare key. 

· Obtain the ENDER card from the inside pocket of the black carrying case and insert it into the tabulator WHILE pressing BOTH the YES and NO buttons at the same time, this will automatically print the Election results report. 

· Remove and sign the Elections Results Report from the tabulator. The Moderator shall read the tabulator results for each Candidate and Question as shown on the Elections Results Report. Suggestion: Each Assistant Registrar of Voters should enter the total in the column Tabulator Total on the Tally Sheets. 

· Record the number of Total ballots from the bottom of the report (_________). It then must be attached to the Tally Sheet that is filed with the Municipal Clerk.   
· When the tabulator asks for another printout, press YES.  Detach this printout and place it in the ballot transfer case.
· When the tabulator asks for another printout, press YES. (This printout is signed by the Moderator and Assistant Registrars of Voters and post in the polling place for public inspection.) 

· When the tabulator asks for another printout, press NO. 

· Turn the Accu-Vote off with the red switch located in the rear of the tabulator - lock the printer cover back on. Place the tabulator along with the power cord into the black carrying case for transport to the secure location.

· Unlock the Write-In bin and the number of ballots in the bin was (________).  The Moderator and Assistant Registrars shall count by hand the write-in votes cast for the office in which the elector indicated a write-in vote and shall record them on the tally sheet.  All ballots containing write-in votes are sealed in a separate depository envelope marked write-in bin and placed in the ballot transfer case. 

· The Moderator shall total all tabulator and hand counted votes and publicly declared the total votes cast for each candidate and question, and the officials shall then sign the Moderator’s Return.

· All ballots from the regular bin must be placed in the Ballot Transfer Case.

· The ballot transfer case and tabulator bag are sealed with seals bearing the numbers (_________ &                    ).
  IVS VOTE BY PHONE SYSTEM
· Unplug the Fax machine and telephone from the wall outlets to prevent additional votes from being recorded.

· All IVS ballots, cover sheets and ending pages should be given to the Election Officials designated by the Registrars of Voters for counting.

· The designated officials shall ensure that the total amount of ballots recorded on the IVS log (_____) equals the total number of ballots contained in the ballot box (_____).

· The designated officials shall count the total votes cast for each candidate on the ballots.

· The totals for each candidate shall be reported on the Moderator’s Return in the “Hand-Count” column for each candidate.

· The Moderator shall continue to close the polls and produce the moderator’s returns as normally required.

· The ballots produced by the IVS system are not absentee ballots, however, they may be counted centrally or at the polling place as determined by the registrars of voters.
APPENDIX E
Certification of Poll Worker Training
Town:___________________________________







{Ward

                          Polling Place








 ___________________________________  {District











                                                                                                                        {Precinct

Section I

We the undersigned officials listed in Section I do hereby state, under penalties of false statement, that the training required pursuant to Connecticut General Statutes §9-249 has been administered to the election officials listed in Section II below.  Such training was held on the 

 ___day of ____________________ 

, 20___
 at________ 

 AM/PM at the following location: 






______________________________________________.
Registrars of Voters:




 _____________________________     _____________________________










                                                               Signed




                                                                     

Signed












                                  _____________________________     _____________________________

                                                               Printed                                                                      Printed






Certified Moderator   _____________________________     ____________________________










                                                                                    



                                                               Signed                                                                     

Signed












                                  _____________________________     _____________________________

                                                               Printed                                                                     Printed


Section II

We the undersigned election officials do hereby state, under penalties of false statement, that we have received the training required pursuant to Connecticut General Statutes §9-249 and that such training has been administered to us by the officials listed in Section I above.

Name

      
                      Address

                                   Title
          

                              Signature

_____________________________________________________________  ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

____________________________________________________________    ________________

(Use Reverse Side If Necessary)
Appendix F on the following pages contains excerpts from previous pages and can be used as a quick reference guide for security and storage of ballots and tabulators.

APPENDIX F
Security, Storage & Transportation of Ballots & Tabulators to and from Polls

A.  IMPORTANT REMINDER

From the time the tabulators, memory card and ballots are received, they should be stored in a locked storage location not generally accessible.  A log should be maintained of all persons having access to that storage location.  The log should show the names dates times and purposes for all persons having access to that storage location.

B. Pre-election testing and sealing of memory card & tabulator
At the conclusion of the pre-election testing of tabulators, the memory card should be inserted in each tabulator and secured with a numbered seal.  That number should be recorded on the pre-election testing report. A copy of that report should be given to Registrar of Voters.  The Registrar should give a copy of this report, including the number of the memory card seal number, to the Moderator when she picks up her supplies the day before the election.

The tabulator should be placed in the bag in which it will be transported to the polls.  A second numbered seal should be attached to the bag.  The bag should also have a label identifying the polling place to which it is assigned.
C.  ASSISTANT REGISTRARS, ELECTION OFFICIALS (OR POLICE OFFICER) PICK UP BALLOTS AND TABULATORS

The Registrars of Voters will have a choice as to the method of delivery of the tabulators and ballot packages to the polls.  They may either (1) deliver the tabulators and ballot packages to election officials on election day morning from a central location or (2) deliver the tabulators and ballot packages to election officials on a day prior to election day and have the tabulators and ballot packages kept in secure locations that may be associated with individual polling places.
The details of these two procedures are detailed below:
a.  DELIVERY OF THE BALLOTS AND TABULATORS ON ELECTION DAY MORNING

If the Registrars of Voters determine that tabulators and ballots should be delivered to the designated election officials on election day morning, from the designated central secure location, the following procedure shall apply:

At 4:30 a.m. on election morning, BOTH assistant Registrars from EACH polling place, or two sworn election officials from different parties or one police officer, shall appear at the designated secure location to pick up the voting tabulator and ballots for their polling place.

1.  The proper official shall administer the oath to the election officials from each polling place when they arrive at the designated secure location on election morning to pick up the ballots and tabulators, if they have not previously been sworn in.

2.  The election officials shall:

·  Examine the label on the outside of the tabulator carrying case to ensure that it is the correct one for their voting district.

·  Examine the seal on the bag containing the tabulator to insure the seal is intact;

·  Record the seal number on the “Election Officials' Receipt for Ballots and Tabulator" 
3.  Without opening any ballot package the election official shall ensure that the ballots are the correct ones for their polling place.  

4.  The election official shall give the Registrars of Voters a receipt for the tabulator and the number of ballot packages received (see form "Election Officials' Receipt for Ballots and Tabulator" in this manual.)

5.  THE ELECTION OFFICIALS SHALL TRANSPORT THE TABULATOR AND A SUFFICIENT NUMBER OF UNOPENED BALLOTS FOR AT LEAST 3 HOURS OPERATION TO THEIR POLLING PLACE BY 5:30 AM.

6.  Upon arrival at the polling place, the election officials shall deliver the ballots and the tabulator to the Moderator and shall receive a receipt from him (see form "Moderator's Receipt for Ballots and Tabulator" in this manual).

7.  The Moderator shall give the ballot packages to the Ballot Clerk who shall count the number of packages received and complete the BALLOT LOG, as described later.

8.  The assistant Registrars shall witness the Moderator install the tabulator on the ballot box and shall participate in the procedures described in the "Certificate for Preparation of Tabulator for Voting" and Appendix D.  (Regs. 9-242a-8, 9-242a-9, 9-242a-10)

b.  DELIVERY OF THE BALLOTS AND TABULATORS ON A DAY PRIOR TO ELECTION DAY MORNING

If the Registrars of Voters determine that tabulators and ballots should be delivered to the designated election officials on a day prior to election day morning from the central secure location, the following procedure shall apply:

At a time designated by the Registrars of Voters, BOTH assistant Registrars from EACH polling place, or two sworn election officials from different parties (which can include the Registrars of Voters) or one police officer, shall appear at the designated central secure location to pick up the voting tabulator and ballots for their polling place.

1.  The proper official shall administer the oath to the election officials from each polling place when they arrive at the designated central secure location on election morning to pick up the ballots and tabulators, if they have not previously been sworn in.

2.  The election officials shall:

·  Examine the label on the outside of the tabulator carrying case to ensure that it is the correct one for their voting district.

·  Examine the seal on the bag containing the tabulator to insure the seal is intact;

·  Record the seal number on the “Election Officials' Receipt for Ballots and Tabulator" 
3.  Without opening the inner seal of any ballot package the election official shall also ensure that the ballots are the correct ones for their polling place.  

4.  The election official shall give the Registrars of Voters a receipt for the tabulator and the number of ballot packages received (see form "Election Officials' Receipt for Ballots and Tabulator" in this manual.)

5.  The election officials shall immediately deliver the tabulator and ballot packages to the designated temporary secure location for their polling place.  In no event shall the tabulator or ballot packages be stored in a location other than the temporary secure location established by the Registrars of Voters.  

6. ON ELECTION DAY MORNING, THE ELECTION OFFICIALS SHALL TRANSPORT THE TABULATOR AND A SUFFICIENT NUMBER OF UNOPENED BALLOTS FOR AT LEAST 3 HOURS OPERATION TO THEIR POLLING PLACE BY 5:30 AM.

7.  Upon arrival at the polling place, the election officials shall deliver the ballots and the tabulator to the Moderator and shall receive a receipt from him (see form "Moderator's Receipt for Ballots and Tabulator" in this manual).

8.  The Moderator shall give the ballot packages to the Ballot Clerk who shall count the number of packages received and complete the BALLOT LOG, as described later.

9.  The assistant Registrars shall witness the Moderator install the tabulator on the ballot box and shall participate in the procedures described in the "Certificate for Preparation of Tabulator for Voting" and Appendix D.  (Regs. 9-242a-8, 9-242a-9, 9-242a-10)

D.  IMPORTANT REMINDER
Polling places must open at 6AM sharp.  Priority should be given to ensuring that sufficient ballots are available to begin distributing them to voters at 6AM.  If the set up of the tabulator is delayed, ballot should be distributed, voted and stored in the Auxiliary Bin on the side of the ballot box.  When the tabulator is put into service, ballots should be removed from the Auxiliary Bin and scanned.

E. Delivery of Ballots to Polls on election day

Teams of 2 election officials may be employed to deliver ballots to the polls as needed during election day.  Alternatively, a police officer can be used instead of 2 election officials.  Finally, the election officials can employ individuals who are not sworn to assist in the delivery of the tabulators and ballot packages to the polls as long as these individuals are directly supervised by the election officials. 

F.  Return of Voted ballots and Tabulator from Polls
1. Secure voted ballots for transport
a. The Moderator and assistant Registrars shall place all ballots from the Auxiliary Bin in a depository envelope marked "Auxiliary Bin".  
b. They shall place all ballots from the Write-in Bin in a depository envelope marked "Write-in Bin.  
2. All depository envelopes or containers must be sealed with non-reusable tape.  
3. Officials shall place the “Auxiliary Bin” depository envelope and the “Write-in Bin” depository envelopes in the ballot transfer case.  
4. If absentee ballots were counted at the polls, the labeled depository envelopes for hand counted absentee ballots for each count should be placed in a separate ballot transfer case.  
5. Ballots from the "Regular Bin" are usually too numerous to fit in a depository envelope and may be placed into the Ballot Transfer Case loose.  
6. Officials shall seal all Spoiled ballots in a depository envelope marked “Spoiled ballots.”  The depository envelopes containing (1) the spoiled ballots, (2) the empty absentee ballot envelopes and rejected absentee ballots, and (3) the challenged ballots, need not be placed in the ballot transfer case.
7. Note the number of the seal that will be used to secure the Ballot transfer case on the original Moderator's Return.  Place the duplicate machine tape in the Ballot Transfer Case.  Lock the case and seal it with the seal, whose number you just recorded.  Return it to the Registrar of Voters with the other election materials.
8. Finally, the tabulator should be sealed in the tabulator carrying case with memory card intact and sealed.  The seal number of the carrying case should be recorded on the Moderator’s Return.

G.  STORAGE OF TABULATORS AND BALLOTS
1. The voted ballots and the tabulator, with the memory card still in place and the seal still intact, should be returned to the designed central secure locations by the assistant Registrars, or two election officials of different parties.  Upon arrival, the Registrars should insure the seals on the tabulator carrying case and the ballot transfer case are intact & match the numbers recorded on the Moderator’s Return.  Any discrepancy should be noted and explained in writing.
2. The sealed ballot transfer case and the tabulator with the memory card still sealed in place should be stored in a locked storage location not generally accessible.  A log should be maintained of all persons having access to that storage location.  The log should show the names dates times and purposes for all persons having access to that storage location.
3. The secure long-term or short-term storage location in which to store the marksense tabulators and memory cards shall have the following characteristics:  (1) The location shall remain locked at all times; (2) Access to such location shall be exclusively controlled by the Registrars of Voters; (3) Access shall only be granted to such location for the purpose of tabulator programming, maintenance, testing or set-up; and (4) the secure short-term storage location may only be used for storage after adjustment and programming of the tabulators has taken place pursuant to 9-242a-4 and until the close of the polls on election day.  

WARNING:  If you sign this statement even though you know it is untrue, you can be convicted and imprisoned up to one year and fined up to $2,000.





AVISO:  Si usted firma estas declaciones, sabiendo que no son verdaderas, usted puede ser convicto y encarcelado por un máximo de un año, y multado hasta un máximo de $2,000.
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