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CITY OF ANN ARBOR, MICHIGAN

301 EAST HURON, ANN ARBOR, MI 48104
Fax: (734) 994-8296
24-Hr. Elections message line: (734) 794-6142
E-mail: Recruiters@A2gov.org

Dear Election Inspector:

The Ann Arbor City Clerk’s Office and the voters of the City of Ann Arbor appreciate your
effort to serve as an election inspector on Election Day. Your work is a critical part of the
process to ensure fair, open and honest elections. This manual was designed to guide
you in your preparation and training to serve in this role for our community. It is a
compilation of materials from the Michigan Department of State (Bureau of Elections),
Washtenaw County Clerk (Elections Division) and the City Clerk’s Office. This manual will
be a resource to you, providing the information you need to perform your duties and
responsibilities as an election inspector (poll worker) on Election Day.

You play an essential role in our democratic process -- a role that upholds the integrity of
our elections and instills confidence among our electorate. Your diligent and thorough
effort will ensure the Board of Canvassers can certify that our election was conducted
properly under Michigan and Federal election law.

On behalf of the City Clerk’s Office and the registered voters of the City of Ann Arbor,
thank you for participating in this important community service. We truly could not do it
without you!

Sincerely,
JACQUELINE BEAUDRY STEVE GERHART

City Clerk Chief Deputy City Clerk
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Arriving at the Precinct

MAKE SURE
YOUR CELL
PHONE

VOLUME IS
TURNED ON!

Election inspectors must arrive at the precinct by 6:00 AM
on Election Day. The chairperson (or their designate) will
arrive with a laptop (Electronic Poll Book - EPB) and a
zippered notebook. A paper Poll Book will be in the carrying
case of the laptop.

The Zippered Notebook contains:

Paper Poll Book

Tabulator and other Precinct Keys

Pens

Wire cutter to cut seals

Paper & Plastic Seals

Ballot Bag & Supply Box Certificates
Large Envelopes

List of Precinct Election Inspectors
Parking Passes (if applicable)

Election Inspector Manual

Precinct Coordinator Contact Information,
“Opening” and “Closing” Checklists

Voter Registration Problem sheet

Time Sheet

Example of Election Forms

“Managing Your Precinct on Election Day” flipchart
Miscellaneous Election Materials

$4424023023283003003300370

Zippered Notebook: The Zippered Notebook is for the use
of all election workers at the precinct. It is not the property
of the Chairperson.

Please Note: Anyone who is interested in observing your
precinct before the polls open has the right to do so.
Therefore, once you arrive at the precinct you must keep
the doors unlocked. Observers (or voters) may not help
set-up or in any way interfere or delay the set-up of the
polls by the precinct election inspectors (aka election
workers or poll workers).




Oath of Office

Upon arrival at the precinct at 6:00 AM on Election Day,
every election inspector must take the “Oath of Election
Inspectors” located on the inside cover of the Paper Poll
Book. Your chairperson will have already taken the oath
and signed their portion of the Poll Book prior to Election
Day.

On Election Day, the chairperson administers the “Oath of
Election Inspectors” to all election workers, including any
co-chairperson. The procedure to take the “Oath of
Election Inspectors” entails raising the right hand and
repeating out loud the oath.

Note: Any election inspector arriving after the initial 6:00 AM
oath must immediately be administered the “Oath” and sign
their name in the “Additional Signatures of Persons Taking
Oath” section on the inside front cover of the paper Poll Book.
Their arrival time should be noted as a comment in the “General
Remarks” of the Electronic Poll Book (EPB).

0 OATH OF CHAIRPERSON & ELECTION INSPECTORS precinct # [

| Do Solemnly Swear (or affirmj that | will support the Constitution of the United States and the Gonstitution
of this State, and that | will faithfully discharge the duties of the Office of Precinct Board Chairperson according
to the best of my ability.

X

Taken, subscrided and swarn to before me on Signature of Chairperson

e X

Month Qistering Oath

| Do Solemnly Swear (or affirm} that | will support the Gonstitution of the United States and the Gonstitution
of this State, and that 1 will faithfully discharge the duties of the Office of Elestion Inspector according to the
hest of my ability

............ ©DCATARG! DREDADATIAN ACRTICIA ="

et -

V BEFORE THE POLLS CPENED, WE COMPLETED THE FOLLOWING:

[ Administered the Oath of Offics to all presant

|1 Verified the serial and seal numbers on the tabulator and voter assist terminal (VAT) are the same as recerded on
the Clerk's Praparation Certificate.

[T Completed all preparation steps of the tabutator and voter assist terminal (VAT) and the equipment is in proper
working order.

T Verified the baliot by comparing sach candidate’s name and the placement of any praposals on the ballot with
tha sample ballot and zero tape..

[ Signed below, certifying the above were completed

0 SIGNATURES OF ™, ,ouns TAKING OATH AND CERTIFYING PREFAn-. . ="' “ERTIFICATE

1.X
31X 1. X
X o X
1 ¢ - 10.X
5 X fin | e
bscribed and swom ta before me an
1.X

Morth  Day . = S Person Administaring Osth

0 ADDITIONAL $IGNATURES OF PERSONS TAKING OATH ONLY

if not present at opening of polis

X ity S et |
X 16X
X X

Taken, subscribed and swarn to before me on

1.X_

TMonth  Day  Year Signature of Chairpersan ar Person Administering Oath




Supplies

INSIST that
your precinct
use the

Opening
Checklist and
Closing
Checklist

found in the
Zippered
Notebook:!

The City Clerk’s Office will have delivered (in addition to
tables and chairs) the following equipment to the precinct
prior to Election Day:

1)

2)
3)

4)
S)

Large black ballot box with the tabulator (Verity Scan)
on the top of it. Your ballots will be locked inside the
ballot box, sealed in a ballot bag;

Voter Assist Terminal (Verity Touch Writer or VAT);
Blue rolling supply bin containing all your other
supplies, such as an emergency “Precinct List” (QVF
print-out) in a secured bag, pens, pencils,
“‘Applications to Vote,” etc.;

Voting booths that you will set up;

Polling place signs (for outside the building).




Electronic Poll Book (EPB) Set-Up

If your precinct is
using DUAL EPB
laptops, see
Appendix L for more
information.

If your EPB
does not start
OR it your EPB

fails:

CALL THE
CLERK’S OFFICE
IMMEDIATELY!
734-794-6149

1)

3)

The laptop or Electronic Poll Book (EPB) will be
delivered to the precinct by the chairperson. The
chairperson will pick up the laptop the night before
the election as directed by the Clerk’s Office. The
election inspector assigned to set up the EPB may
work independently at set-up on Election Day
morning and may not be involved in the set-up and
checking of all the other equipment and paperwork.
However, they will sign the tabulator tape, Voter
Assist Terminal (VAT) Tape and the Election
Inspectors’ Preparation Certificate.

Check the precinct sticker located in the upper left-
hand corner of the laptop screen to ensure that you
have the correct EPB laptop. Unpack the laptop
(EPB) and all components from the carrying case
(laptop computer, mouse, mouse pad, flash drive,
card reader, surge protector and power cord).
Passwords, paper Poll Book and other additional
information/instructions can be located in the laptop
carrying case in a separate large envelope. Be sure
to open this envelope immediately!

Position laptop near electrical outlet. Plug laptop
power cord into surge protector. Plug surge protector
into wall outlet and turn surge protector on. Use
extension cord (in supply box) if necessary.

Plug mouse and card reader into appropriate USB
ports (see labels on laptop).

Turn laptop on and wait until it is fully booted up
before proceeding to the next step.

Once the laptop has booted up, insert the encrypted
flash drive into the appropriate USB port (see label
on laptop). When the flash drive is properly inserted
into the port on the computer, a window will open
displaying the USB Drive.




Login to the Encrypted Flash Drive

The encrypted flash drive is a vital component of the EPB software program. The
encrypted flash drive is a password protected file storage device. This means that while
there is no password for you to enter, the flash drive is set up so that it only works with
a designated computer. It keeps voter data protected and is the storage medium for your
backup files as well as all the other reports and files you will save on Election Day. The

City Clerk’s Office will use this flash drive to update voter history and print precinct
reports.

The flash drive is programmed to automatically unlock when plugged into

NOTE its corresponding EPB. When unplugged, it will automatically log out and it
won’t work with any other computer. This ensures the protection of voter
information.

When you insert the flash drive into the appropriate USB port, a new window should
automatically appear and indicate the presence of the encrypted flash drive. The faint
grey padlock indicates that the drive is encrypted.

USB Drive (D) — [m] x
@
“I &= * USB Drive (D:) A7 D 0
Dat fified Typ 5
s Quick access
[ Desktop This folder is empty.
ly Downloads
| Documents
= Pictures
b Music
B videos
8 This PC
J 3D Objects
Il Desktop
=] Documents
ly Downloads
. Local Disk (C2)
w= USB Drive (D2}
= USB Drive (D)
=¥ Network
0 items HEo) (=

Note:

e On the above screen, the USB Drive is highlighted (on the left side of the
screen). The letter (D:) may not match your screen. It can be D, E, F, G, etc.
That’s OK.

e When you first open the flash drive in the morning, the drive will be blank.
When you back up the EPB throughout the course of the day and save your
reports at the end of the night, the files will be saved on the drive.



Starting and Logging into the EPB Software

Once the encrypted flash drive has been plugged in and you have confirmed that the
flash drive is encrypted, minimize the USB Drive Window, and the EPB software can
be opened.

To login to the EPB software:

Electronic tigh

Poll Book |

1. From the computer’s main

this software was sefup:

desktop, double click on the
Electronic Poll Book icon.

. Enter the Encryption Password
(case sensitive) and click Enter.

. Enter your Username and

Password.
(Each election inspector operating the

1 Please enter the encryption password selecfed when

Enter

Encryption Password: |:|

FPlease enter a username and password fo login:
User Name:

User Password:

*Lote: This application shuts down automatically after four unsuccessful login attempts.

|State of Michigan Logon Notice - PLEASE READ CAREFLILLY A

This irformation system is the property of the

State of Michigan
agreeil enting to mo

and i restricied to authorized users. By
ring ducted

n
wthorized use of the

iviolator bj | certify that the information atements ma

with this account are true, camect, and comply with the provisions of state. | certfy that | am the v

Shutdown

EPB computer must use their specific

Username and Password (case

sensitive) as provided by the City Clerk’s

Office. (EPB passwords will be provided

for EPB Certified inspectors only.))

S e S - S— Precinct: 000
4. Click on the Enter button. L e e
The Main EPB Screen will i rr—— | .. e
7 o cammeaw ooio

Verify that the election date, ¢ e s ||| DSSSERTESS
election type, the name of the = e, Lock this voter record
jurisdiction (Ann Arbor City) and i (| IS e s
your precinct number are )

accurately displayed at the top of
the screen.

n O Type here to search

General Remarks



Perform the First EPB Backup

The encrypted flash drive must stay plugged into the laptop all day. Throughout the day,
a Backup will be performed to save the election work you are doing. This ensures the
data will not be lost if there is a hardware failure.

M QVF Electronic Pollbook

e From the computer’'s main EPB screen, look
Unlsd Dl alts | up the existing Backup Path.

Remarks

Save History Click “File.”
Backup

Restore I Click “Backup.”

=

s b Read the “Backup File:” path.
- L « It should read: D: epb.accdb

S Reminder: the Drive letter (D) may be
- x different on your screen, that is OK.

| ackup isinprogress fou wil b notifed i the s an ertr. d Click “Backup.” After a few seconds, the

“Backup is in progress. You will be
’ notified if there is an error.” screen will

Backup File: f POp up.

DIEPB accdo B o click “OK.”

The EPB is now ready for voters!

Backup

This is the Backup path!

It is important to back-up the data throughout Election Day. A flashing red Backup Overdue!
Message will appear on the information bar in the lower right corner of the EPB/screen
every 30 minutes as a reminder to back up your data. To back-up at any time, you may
click on this flashing reminder, or you may click the blank area where the/flashing
reminder would appear.

IBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
b Voter Details List of Voters
Search
gl o 133 FORESTRY RO
ccccccccccccccc sy WIASS CITY M1 49943
DOB
= 09110/1941
> BRADFORD, JOHNATHON e
MICHAEL s 2019
? BURRESS, JASON ARVID 120171945
BUSHELLE, PEGGY SUE 12011978
Geography
BUSHNELL, PAUL MICHAEL  04/09/1991
? DAVIS, CARRIE ANN 10/05/1965
2 ETN e 005 OMORNQ ) DU 351 If you nee d to perform an action for this voter, such as issuing or
? ERANKIRCKETEVMICHEL L 06/07/1575] spoiling a ballot, then you must first LOCK THIS VOTER by clicking
? HANSON, GEORGE DAVID __ 04/01/1934 this button:
? HURD, WILLIAM ROBERT 121081943
IVERSON, ANN MARIE 0610911964 :
JENKINS, CARLENE CARYS  03/06/1968 Lock this voter record
KENYON, SHARIANNETTE  08/23/1964
? LACEY, HEATHER ROSE 06/08/1932 If you do not LOCK this voter, then you cannot perform any actions for this
? LELAND, RALEIGH GRANT __10/08/1958 voter, and no changes will be recorded for this voter.
? LOCKWOOD, GARY OWEN 1110871942 e e
? MCQUF, AGATHA CHRISTIE 0811771955 _General Remarks | g m
MCQVF, ANDERSON JAVES 08/07/1981 | 4
2 e EARERL oarizioes || [VOTING STATUS: Did not vote in precinct ]
[1653 matching voters Fomco
Backup Overdue!

nnnnn

5
H O Type here to search




Ballots

Verify that the ballots in your precinct's Ballot Bag

o VOTER: PLEASE DO NOT RE! .OOO 1 O 1
1FSTUB DETAGHES, PI.EASEREN-DDB
+ -

Official Ballot

May 8, 2018 Election Dacn 1 fd
washtenaw County, Michigan e, e
City of Ann Arbor, Ward 1, Pets 2,3 R4

I —
SPECIAL ELECTION
PROPOSAL SECTION
LOCAL SCHOQL DISTRICT
- PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR |
== | REPLACEMENT OPERATING MILLAGE PROPOSAL 3

This aropsal would restore, replace #1¢ evtend the
autharity of the Public Schools of the City o° Ann Arbor
0 evy up to 1300 mills for general scaool district
eparating purposes on taxable property i, the Scheoi
Distrct £ the extent that such proderty is not exempt
Tiom sh levy and wauld restict the levy o1 2rncipel
residencas (ovrer cecupied haires) te ro more than
123777 mills. I pproved, this proposal would restore:
the authority of the Schonl Disirict to levy the statutory
Timit o* 18,00 mills o non homestead {principally
indlustial anl comherdil eal property 3nd res dential
rertl sroperty) which currently exoires with the Scheol
Distrct’s 2029 tax levy and aflow the district to
continue t3 levy te statutery | mit of 18 mils 01 non
homestead praperty intre event cf future Headlee

rol backe of up o 3 mils. Under existing law the
School Distict weuld levy on principel res derce
Froperty cnly that portion of the mills (in 2017 4 3564
millsi nezessary to allow the Schocl Distict to receive
the fal ravenve par pupil foundztion aliowance
peritted by ths State.

Shall the limitatio 1 on the amount of tases which may
e imposed on axable property in the Fubl ¢ Schasls
f the City of Ann Arbor, County o° Washtenzay,
Michigan, be ncreased to 21 mills (§21.00 per §1,000
of zaable valuel, with 18 mitls being the maximum
allowanla ‘evy (51820 per 1000 of tarable value), to
the extent such proserty is not sarutorily exemot and
of which not more thar 123777 mills may be imposed
cnpincipal residences, for twenty (20t years, the years
2018 to 2637, inclusive, to provide funds far operat ng
axpenses of the school distict This milage wou d
valse asproximately 584,773,572 n the irst year of
lewy.

e
ne

Book (EPB
Ballot Summary).

correspond to the ballof numbers recorded on the last page
of your paper Poll Book (“Receiving Board Instructions”
page) and that the ballots are for your
ballot numbers can also be found in the Electronic Poll
in the “Ballot Summar

. The

report (Reports >

Make note of any discrepancies in the ballot numbers in
the “General Remarks” section of the Electronic Poll Book
(EPB) and contact the City Clerk’s Office. If the ballots are
for a different precinct, call the City Clerk’s Office at 734-
794-6149 immediately.

@ need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking

this button:

Lock this voter record

TN

If you do not LOCK this voter, then you cannot perform any actions for this

voter, and no changes will be recorded for this voter. >

General Remarks
|

WVOTING STATUS: Did not vote in precinct.

Y

! Ballot Summary Report

NUMBER OF BALLOTS DELIVERED TO PRECIN
A~ Numberg delivered to precinct:

plda bR i
Stating Mo. | Ending No. | Commg |

1 00000101 00000500 400 |

B: Number of AV return envelopes received by board

C: Total

NUMBER OF BALLOTS AT CLOSE OF POLLS:

D: Number of ballots tabulated (Enter Tabulator Public
Counter reading)

E: Number of AV ballot envelopes delivered to precinct
which did not contain a ballot or were not processed
for any reason

F. Number of ballots reissued to voters who spoiled
their ballot at the polling place (spoiled or defective
ballots)

G- Number of ballots rejected

H: Number of ballots used by election inspectors for
ballot duplication

I Number of provisional envelope ballots issued

J: Number of UNUSED BALLOTS:

) Preview

Total =

Delete

JUUL e

x

Py Close

~

RECEIVING BOARD
INSTRUCTIONS

INSERT THE FOLLOWING
THREE (3) REPORTS
BEFORE THIS PAGE:

1. BALLOT SUMMARY REPORT
2. LiST OF VOTERS REPORT
3. REMARKS REPORT

— g,

- —_—
o
1-09 ¥
( BALLOT #'s: 101 - 500
A TOTAL: 400 |/

el




Tabulator Serial & Seal Numbers

Verify that the serial and seal numbers on the tabulator are
the same as listed on the cover (Clerk’s Preparation
Cetrtificate) of your paper Poll Book. The Serial Number is
found on the lid of the Verity Scan. The Seal Number is
located on the blue or red seal that is on the top of the
tabulator securing the memory device. Notify the City
Clerk’s Office (734-794-6149) if the serial or seal numbers
do not match what is recorded in your Paper Poll Book. Do
NOT remove the seal until the close of polls.

bly: 2005368
serial No.: S1700670403
Rev.i B LI INVWOITERMPERIAV

(EPB)
AT THE ELECTION

|
I Held On ,20 Inthe
B

Month and Day Year Vard;Frecinct

oitne_ City of Ann Arbor

Jurisdliction

County of __ Washtenaw " state of Michigan

| DUTIES OF THE ELECTION INSPECTORS |
« Prior to assuming any Election Inspector duties ALL Election Ing”ectors shall:

« Take and sign the Oath of Odfice.

= Complete and Certify the Election Inspeclors” Preparation G« ificate by signing the Oath of Office.

» Election Inspectors shall record:
« All comments in the Remarks section.
« All challenged procedures/veters on the Challenges  age.
= All valid write-in vates on 1he Write-In page.
« All valid precinct delegale write-in votes for the/ ugust Primary in the
“Precinct Delegate Statement of Votes” bookle

# Twn (2) Election Inspectors of different politics’ parties shall:

= Initial all red paper seals used to seal env'iopes.

= Aliesl fo the sealing of ail used and um‘ed ballols into an approved ballot storage container
affer the close of the polls by signing the' sesignated area on the Cerlificate of Election Inspectors
page and the Ballot Starage Gontaine Certificate attached 1o the baltot storage containgr,

= Attest to the sealing of the Tabulat: " Program Card and EPB-USB Flash Drive in an approved
transfer container after Ihe close ¢ the polls by signing the designated area on the Certificate of
Election Inspectors page and Tre'sfer Container Certificate attached to the transfer container.

CLERK” REPAR;%LION CERTIFICATE
TABULATOR SND VOTER ASSIST TERMINAL (VAT)

Tabulator Sertal No. Yoter Assist Terminal Serial No. Voter Assist Terminal Seal No.
Tahulator Seal Mo

|
‘Tabulator Seal Mo,

ignatura of Clark or Authorized Assisten Date
RETURN COMPLETED ELECTRONIC POLL BOOK IN THE MANILA ENVELOPE TO COUNTY CLERK
AN 430 21 &

s PivingSyEamE Uz (200] G-2345 FORM




Voter Assist Terminal (VAT or Verity Touch Writer) Serial & Seal
Numbers

Verify the and seal _numbers on the Verity Touch
Writer Voter Assist Terminal (VAT) are the same as those
listed on the cover (Clerk’s Preparation Cetrtificate) of your
paper Poll Book. Notify the City Clerk’s Office (734-794-
6149) if the serial or seal numbers do not match what is
recorded in your paper Poll Book. Please note: If two
precincts are located in the same location, the precincts will
share the use of the VAT equipment. Do NOT remove the
seal until the close of polls.

|

’~
POLL BOOK/ =
(EPB)

AT THE ELECTION
, 20 In the

T MonhandDay Year  WadiPreoinat
City of Ann Arbor
. - Jurisdiction

Washtenaw , State of Mich gan
DUTIES OF THE ELECTION INSPECTORS |
r duti

nfainer

CLERK™ PREPAR:\O'I;ION CERTIFICATE
TABULATOR AM”™ ._..... "SIST TER

nnnnnnnnnnnnnnn

nnnnnnnnnnnnnnn

RETURN COMPLETED ELECTRONIC POLL BOOK IN THE MANILA ENVELOPE TO COUNTY CLERK

smpreingysems s (3} 05254 FORM #480 i o215, as 1 0




Black Ballot Box From the front of the black ballot box (use black key), check
the interior of the box to make sure that there are no
inside and from the rear of the ballot box, check
the nylon pouch hanging from the top of the tabulator to
ensure the is empty. Note: In the
morning your unvoted ballots will be locked inside a sealed
ballot bag in the main compartment. You will need to
remove them at this time. Lock all ballot box doors. It is not
necessary to seal the doors of the black ballot box, as you
may need to access the box during the day.
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Precinct Set-up

Keep in mind that your precinct room may differ in size,
entrance and exit locations, electrical outlet locations, etc.
Set up your precinct’'s room so that there will be a logical
flow of traffic that will promote an efficient and orderly

processing of voters.

Election Day Precinct Setup

Voting gﬂtigﬁ Voting ::':; 3
Leli) 0
Your room may Booth Booth Termina 2
differ in size, o
entrance/exit %
locations, Voting g
electrical outlet Booth
locations, etc.
Set up your
precinct’s room Voting
so that there will Booth
be a logical flow
of traffic that will @
promote an g-s
efficient and =
orderly s
processing of .' ©
voters.
a 1om to yole
HP‘P‘":;;-.“d]a -é’ oF
‘:-E. GE
28 "2 '.
o =
[} -
3 aF
s - =
AR %% —~
5 ol
& | ’;,di'
e Enter/Exit
“igiar®> a5
City Clerk
Procinct Sotup 11723
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Assembling and Starting the Tabulator

Determine the best location for the tabulator (see diagram
on previous page.).

The tabulator will already be securely attached to the black
ballot container. Unlock the suitcase containing the
tabulator using the small silver key located inside the pencil
pouch in the zippered notebook, then unlatch the two
latches and pull the top to open.

Remove the power brick and power cord from the storage
compartment. Close the compartment and case. Plug the
power cord into the power brick. Important: Do not plug
the power brick into the wall yet!

Plug the power brick into the back of the Verity Scan (flat
part up). Important: Do not plug the power brick into the
wall yet!

13



Assembling and Starting the Tabulator Continued

Open the Verity Scan case and push the lid brace to lock it
into place.

Using the blue key, unlock the tablet and open the latch to
remove the tablet from the storage compartment.

Remove the tablet from the storage compartment. Place
the tablet into the cradle and tilt back as shown below.

14



Assembling and Starting the Tabulator Continued

Using the [JITEEY, lock the tablet into place. Important!
The tabulator will not function unless the lock is engaged.

Plug the tabulator into an outlet. If properly docked and
plugged into a working power source, a small green light
will display above the tape printer.

Power on the tabulator by pushing the red power button on
the back of the tabulator. The tabulator will take
approximately 6 minutes to power on. A Power-On Self-
Test Report will print.

15



Assembling and Starting the Tabulator Continued

Confirm the tabulator is running on power and not the

”

battery. Check to ensure the green “power plug” icon on
the bottom right-hand side of the screen is visible.

When powered-on, the tabulator screen will display an
option to “Print Zero Report.” Press “Print Zero Report” to
generate your zero tape. Compare the precinct and
candidates on the zero report to a sample ballot,
confirming the precinct, races, names of candidates, and
proposals are matching and correct. If discrepancies are
found, contact the City Clerk’s Office immediately at 734-
794-6149. A difference in the candidate name rotation
(order) is ok. Do not tear-off zero report from tabulator.

After the Zero Report is printed, the screen should display
“‘Ready to Open Polls.” Press “Open the Polls.”

16



Assembling and Starting the Tabulator Continued

You will be prompted to enter an “Open Polls Code.” This
code will be in your important information envelope. It may
take 1-2 minutes for the tabulator to load after you enter
the “Open Polls Code.”

Enter Open Polls Code

Next, conceal the Zero Tape/Zero Report under the
thermal printer lid. Open the thermal printer lid by lifting
the black lever, re-roll the tape back onto the spool and
place the paper roll back into the printer compartment. The
light on the printer will switch to orange. Orange means
that the paper is not properly loaded to print, which is good
because you do not need to print again until the end of the
night.

The Ballot Tabulator set-up is complete, and the tabulator
is ready for use by voters when the screen displays “Insert
Ballot.”
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Final Tabulator Prep
Remember to post the “Procedure for Ensuring Secrecy .
... sign on the front of the tabulator and the “Rejected
Ballots” script on the side of the tabulator. Both forms are
located in box two in your supply cart.

City ol Ann Arbor DfTice of the Cily Clerk
1¥ YOUR BALLOT 1S REJECUED BY THE TABULATOR

IMPORTANT
Iuioms am alection inspstor aim assis. you must proteet the seery of your hallol. Please returm the
balla Lo the sereey sleeve.

CROSSOVER BALLOT:
The tahulator has riectad vour hallot becaee it ie imprap
hiave east votes for candidates of more than onc political paty.

marked. Sceording to the tabulator, you

TF you wish ta correet this ermr. we will be happy (o provide vou with a replacement ballot

Iy do ot wish 1o eomet this error, yeur balll may be a
howsver, that any imvalid marks on your ballot will net be counic

an presemzd, Pleass be aware,

OVFR VOTRD BALLOT:
The tahulator has riectzal yeur hallol becauss it is imprap
have east more vates for an office or propesal than allowed.

marked. According o the tabulator, you

TF you wish tn eorrest this emor, we will be happy 10 provide vo

ith a replacement ballot

I you danot wish to
however. that any i

et this error. your ballot ay be accepled as presented. Please be aware,
d marks on your ballot will net be counted

BLANK BALLOT:
The tahulator has

et your hallot because it appears that you did not cast an

I you wish to remark sour ballor, you may retum 10 the voting station. lstructions on the voling process
will be provided upon request

1F you da not wish to re-mark vour ballor, your ballot may be aseepied as prescntod. Plonse be awats,
however, that no voles will count.

AMBIGUOUS MARK:
The tabulator has rjectzal your hallol because it does not fully detoet all the votes un the hallol.

You mwst setinn to the vting station and fill the roctangnlar boes in complerely. Instructions on e
voting pracess will be previded upom your reues.

AN ELECTION INSPECTOR WILL BE LAPPY TO OFFER ASSISTANCE, TOWEVER, TIIE

SECRECY OF YOUR BALLOT MUST BE PRESERVED. PLEASE, PLACE VOUR OTIN
THE $ECRECY SLEFVE BEFORE REQUESTING ASSTSTANCE, THANK

AT
O,

City of Ann Arbor | Office of the City Clerk
(TAPE ON OPTICAL SCAN BALLOT TABULATOR)
PROCEDURE FOR ENSURING SECRECY OF VOTED OPTICAL SCAN BALLOT DURING TABULATION PROCESS

1. Voter hands ballot te election inspector.
BALLOT REMAINS IN SECRECY SLEEVE TO PROTECT SECRECY OF BALLOT.

2. Election inspector verifies the number on the stub of the ballot removes the stub and returns the ballot to the voter.
BALLOT REMAINS IN SECRECY SLEEVE DURING THIS PROCESS TO PROTECT SECRECY OF BALLOT.

3. Voter feeds ballot infe the tabulator,

+ IMPORTANT «
It is improper for any member of the precinct board to view any of the votes cast on the ballot during
the above steps. It merits emphasis that if the tabulator rejects the ballot, the members of the pracinet
board do not hava tha autharity to viaw the ballat for arrors.

THE SECRECY OF THE BALLOT MUST BE MAINTAINED AT ALL TIMES.

18



Assembling and Starting Voter Assist Terminal (VAT) and Printer

Determine the best location for the Touch Writer, aka the
Voter Assist Terminal (VAT) and Printer (see diagram
page 12). The VAT location must provide the voter
privacy. Be sure to route the power cords so that they do
not cause a tripping hazard.

The VAT will already be securely attached to
its black accessible booth. Open the suitcase
containing the VAT by unlatching the two
latches and pulling the top to open.

Remove the power brick and power cord from
the storage compartment. Close the compartment and
case. Plug the power cord into the power brick. Important:
Do not plug the power brick into the wall yet!

Plug the power brick into the back of the VAT (flat part up)
Important: Do not plug the power brick into the wall
yet!
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Assembling and Starting Voter Assist Terminal (VAT) and Printer

Continued

Insert the flat end of the USB printer cord into the back of
the VAT. Insert the square end of the USB printer cord into
the printer.

Insert the power cord into the back of the printer, then plug
the power cord in. Next, turn the printer on using the power
button located in the front right corner of the printer.

Open the Verity Scan case and push the lid brace to lock
it into place.




Assembling and Starting Voter Assist Terminal (VAT) and Printer

Continued
Using the L1507 unlock the tablet and open the latch
to remove the tablet from the storage compartment.

Remove the tablet from the storage compartment. Seat
the tablet in the cradle and tilt back.

Using the TG, lock the tablet into place. Important!
The Voter Assist Terminal will not function unless the lock
is engaged. If properly docked and plugged into a working
power source, a small green light will display above the
tape printer.
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Assembling and Starting Voter Assist Terminal (VAT) and Printer

Continued

The VAT
helps ensure
all voters can
vote a secret

ballot!

The VAT
includes a
number of audio,
visual, and
mobility tools to
assist voters in a
number of ways
to successfully
mark and cast a
secret ballot! The
VAT can be
utilized by any
and all voters!

Plug Voter Assist Terminal (VAT) into power outlet. Power
on the VAT by pushing the red power button on the back

of the VAT.

Device will take approximately 6-10 minutes to start. A
Power-On Self-Test Report will print. This report will
indicate any hardware or connection issues: if any issues
are noted, check connections and restart the device using
the red power button. If issues persist on second restart,
contact Clerk’s Office immediately.

Confirm the tabulator is running on AC power and not the
battery. Check to ensure the green “power plug” icon on
the bottom right-hand side of the screen is visible. On the
VAT, the ballot counter indicates the number of ballots that
have been printed on the device each election.

[arsaay Ballots: 0
12/11/2014 Lifetime: 14
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Final Set-Up of the Touch Writer

When powered on, the Touch Writer will land at the “Print
Zero Report” screen. Press “Print Zero Report.” Check
that the City of Ann Arbor is listed in the heading of the
report. Then remove the Zero Report / Power On Self-Test
Report tapes and store them in the “Local Clerk Receiving
Board Envelope”.

Due to testing procedures used before
the VAT is delivered to the precinct on
Election Day, the zero report may show

ballots printed. This is OK. Remember,
the VAT is a tool to allow voters to mark
their ballots.

Ready to Open Polls

After the Zero Report is printed, the screen should display
“‘Ready to Open Polls.” Press “Open the Polls.”

You will be prompted to “Enter Open Polls Code.” This
code will be located in your important forms envelope in
your laptop case. Wait for the device to open the polls. This
may take 1-2 minutes.

Lrvme Coaw

\When the screen displays “Ready for use,” it is ready for

voters. For locations sharing a VA orker will need
to create the proper ballot style on the VAT prior to each
voter.

Remember there is no longer a need for a test ballot to
be printed on the Touch Writer.
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Voting Booths & Tables
Open up voting booths, arrange tables and chairs, post
instructions (including directional signs leading voters to
the polling location), and set out “Applications to Vote,”
ballots, secrecy sleeves & other election materials (see
page 12 for suggested precinct set-up).

Don’t forget to set
up the accessible
voting booth! This
booth is shorter in
height and must
be assembled
and be available
to all voters.

Ballots and the 24

EPB



Opening the Polls

“THE
POLLS
ARE NOW
OPEN!”

At 7:00 AM, you must announce: “The polls are now open!”
Then voting may begin at your precinct. During major
elections, such as Presidential or Gubernatorial Elections,
there will probably be a line of voters waiting to complete
an Application to Vote. Voters can complete an
Application to Vote prior to 7:00 AM, however, no one can
be issued a ballot before 7:00 AM.
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Application to Vote, Checking Voter’s Name, Photo ID (State

Requirement)

If a voter
completes the
Affidavit, election
inspectors can
record this
activity directly in
EPB! Utilize the
ticker above the
Voter Details box
to keep a digital
tally. Paper form
is now optional!

If a voter has
their photo ID
and refuses to
show it to an
Election
Inspector, the
voter must
not be issued
a ballot and

cannot vote.

Every voter must complete an Application to Vote and
present a valid Photo ID (or sign an affidavit if not in
possession of a valid photo ID). Voters must complete their
application to vote in pen.

The election worker at the Electronic Poll Book (EPB)
must ask EVERY voter who presents an Application to
Vote to show photo identification. Any of the following
listed below are acceptable:

Driver’s license or Personal ID Card (any state)

Expired Michigan Driver’s License or State ID

Federal or State government-issued ID

County or Local government-issued ID — New!

U.S. Passport

ID from a high school, college, or university

Military ID card

Tribal ID card

If the voter states that they do not have any of the above
acceptable forms of identification, the voter must sign an
Affidavit of Voter Not in Possession of Picture
Identification in front of at least one election inspector.
This affidavit is located on the back of the Application to
Vote.

A ballot cannot be issued to a voter unless the voter either
displays an acceptable photo ID or signs the affidavit.
There are no exceptions.

(Please see Appendix C for more details).

AFFIDAVIT OF VOTER NOT IN POSSESSION

Application to Vote — Poll List

Picture Identification requirement:

ELECTION INSPECTOR COMPLETES
] AFFIDAVIT ON REVERSE COMPLETED

Baliot Style

OF PICTURE IDENTIFICATION

Ballot No.
" | Voter No.
(POLL BOCK)

ELECTION INSPECTOR INITIALS »___

Ward Precinct

y Election Inspector

a registered and qualified elector in this precinct, and
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Application to Vote, Checking Voter’s Name, Photo ID Continued

It is acceptable if the voter
only provides day and
month of birth. Year of
birth is not required.

Voters can NOT leave
the precinct with their
completed Application
to Vote or a blank
application to vote.
Applications to vote
should never leave the
precinct.

The inspector verifies the voter’s identity by comparing the
voter's name and picture on the photo ID to the name
provided on the “Application to Vote” and the voter
standing before them.

The name on the ID does not have to exactly match the
name appearing on the “Application to Vote”; however, the
names must be similar enough to verify the voter’s identity.
For example, “Bill” is adequate for “William” and initials for
the first and middle names are also acceptable.

The picture ID does not have to display the voter’s address,
but the ID must be CURRENT unless it’s a Michigan Driver
License or State ID.

Application to Vote - Poll List

Ballot No.

ELECTION INSPECTOR COMPLETES Hl f;‘:f ‘;C. ’ﬁ:
[CJ AFFIDAVIT ON REVERSE COMPLETED

Ballot Style

ELE E FIOHIVSF CTOR INITIALS b

]\ POSSESSION
ENTIFICATION

T“yamk)h« D Roosedciﬁ hereby affirm hat | am

Eaion_ NOV. S 2013w

mek“v\ 7D. JQODSC,:)C;(},

/-me\ AV‘LG\F Vﬂi—

555 Lhite House Dr.

2 et _DA WN{,ZM Q M
*" 5. e ise a3
nnnnn % f Vora~Foo
What if .... The voter’s photo does not

resemble the voter?

If a voter shows you an acceptable photo ID that DOES
NOT resemble the voter and the voter is unable to show
another acceptable photo ID with a picture that DOES
resemble them, see page 48.
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I've completed my

application to vote,
@ and I’'m displaying my

photo ID. I’'m ready for
m my ballot!

Working at the EPB

/WAIT! The EPB ballot |
number is not
correct! The correct
next ballot is 26!
They were stuck
together, but | caught

it just in time! -

I’'m going
to issue
ballot 27!

Duties of inspector at the Duties of inspector at the EPB:
ballots: - Compare information on the
- Record Voter # and Ballot # Application to Vote to EPB
on Application to Vote - Verify resemblance of voter

- Verify Ballot # is the next & name to photo ID
available ballot (look at ballot - Check voter status on EPB
stub) - Issue voter ballot on EPB

- Issue voter ballot in secrecy - Tell Inspector 2, the Voter #
sleeve and Ballot #, and style if split

- Prepare “challenged” ballot, if precinct
necessary

- Provide voter with brief
instruction on marking ballot

Helpful Hint: Many Election Day problems can be eliminated if ballots are placed
individually and sequentially into secrecy sleeves in groups of 20 or 30 at a time — well
before they are issued to the voter. After ballots are placed into the secrecy sleeves, go
back and re-count the ballots, paying close attention to the numbers on the ballot stubs.
In this way, ballots sticking together, skipped, or missing will be easily caught and
corrected. For example: 22,23,24,25,27. Oops! 26 is missing. It is probably stuck to ballot
25.
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EPB Timeout

For security reasons, the EPB software will logout a
user after thirty minutes of inactivity.

This can be avoided by moving the mouse and/or
clicking into the DLN/Name field if there are long periods
of inactivity.

If the EPB software logs out the user, simply re-enter
the and (No need to re-

enter the Encryption Password).

e Click

Legin

this software was selup:

1 Flease enter the encryplion password selected when

Encryption Password: || Enter

Please enter a username and password to login:

2 User Name:

User Password:

Mote: This application shuts down automatically after four unsuccessful login attempts.

State of Michigan Logon Motice - PLEASE READ CAREFULLY -

This information system is the property of the State of Michigan and is restricted to authorized users. By
agreeing to this notfication, you are consenting to monitoring and recording of all activities conducted
within this information system. This information system may be monitored and information examined,
recorded, copied and used for authorized purposes. Unauthorized use of the system is prohibited and
violators may be subject to criminal and civil penalties. | certify that the information and statements made
with this account are true, comect, and comply with the provisions of state. | cerify that | am the W

Shutdown
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Logout/Login
For security reasons, every time a new election
inspector takes over at the EPB, the previous election
inspector MUST log out of the EPB.

To Logout:
O Click File.
® Click Logout.

To Login:

© The new inspector simply enters their User Name and
User Password in the Login window.

® Click Enter.

[2) QuF Electrenic Pollbook — X
File | Edit View Reports SysAdmin  Help
Un-Issued Defective Ballots
— BER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
Save History
Backup h Voter Details List of Voters
Restore Search #  Assigned To Ballot
L L
e Lo | ogin | L
Print Setup
= d inner
= D| Flease enter the encryplion password selected when
09 s software was sefup:
P , JOHNATHON o .
‘ H Encryption Password: I:I Enter
? BURRESS, JASON ARVID 12
BUSHELLE, PEGGY SUE 12
BUSHNELL, PAUL MICHAEL 04 .
? DAVIS, CARRIE ANN i N Please enter a usemame and password lo login:
?
? ELLIOTT, LUCAS DOMONIQUE 10 Lior Mot
? FRANKLIN, KELLY MICHELLE 06
? HANSON, GEORGE DAVID 04 User Password:
? HURD, WILLIAM ROBERT 12
IVERSON, ANN MARIE 08
JENKINS, CARLENE CARYS o3 Note: This application shuts down automatically after four unsuccessful login aite
KENYON, SHARI ANNETTE 0g
2 LACEY, HEATHER ROSE 06 [State of Michigan Logon Notice - PLEASE READ CAREFULLY ~
? LELAND, RALEIGH GRANT 10 (1pyg irfonmation system is m @ propety f e S of b hg andis esited o autnorzed aers. By
? LOCKWOOD, GARY OWEN 11| |agreeing to this natificatior nsenting to monitori drec rding of all activities conducted
? MCQVF, AGATHA CHRISTIE 0g [within this information system Th\s \niurmatlon syslem may be monnored and information exammed
3 recorded, copied and used for authorized purposes. Linathorized use of the sysl m is prohibited and
MG QVE AN RS ON JAMES B8 e e e v st an Stecats made
? MCQVF, BARBARA ANN 03] wll_h(hls \_a:cuunl are true, comect, and c _umpry with the provisions of state. | c mfy (hal lam the v
[1693 matching voters Shutdown Total -0
%30 AM
ﬂ O Type here to search SIS 5272020 l

The current user is listed in the lower right-hand corner of the screen as illustrated

below.
C o D |

\[0n) (o= It is important for all users to remember that there is a difference between
“logging out” and “exiting.”
e “Logout” will log out the current user and a different user can log in.

o “Exit” will shut down the EPB program, requiring the Encryption Password to be
entered again to reactivate the application. In addition, using the Windows close
button - the small red X at the upper right side of the window - is the same as
“exiting” the program. While “exiting” rather than “logging out” is not a fatal error,
it should be avoided.
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Voter Search In the Electronic Poll Book (EPB)

e The election inspector at the Electronic Poll Book (EPB)

performs a voter search in the EPB by swiping the voter's
MICHIGAN driver’s license through the electronic card
reader OR by entering the voter's last name into the
‘DLN/Name’ field in the ‘Voter Search’ area of the EPB.
See next page for complete instructions.

The election inspector will compare the voter's date of birth
and residential address written on the Application to Vote
with information displayed in the Electronic Poll Book
(EPB).

Make sure the Application to Vote is signed by the voter.

If the information on the Application to Vote matches the
information in the EPB and the EPB indicates that no other
information is needed from the voter, a ballot may be
issued. (See next page.)

What if the information on the Application to Vote does NOT

match the information in the EPB or the EPB indicates that
more information is needed from the voter? Additional
steps must be taken before a ballot may be issued.

If a “?” appears to the left of a voter's name in the
EPB...See pages 37-38.

If the voter is unable to satisfy ID requirements ...See page
39.

If the voter is not found in the Electronic Poll Book
(EPB)...See page 41.

If the voter has moved...See page 45.
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Election Day — Processing Voters (Overview)

The EPB main screen is divided into three sections. Take a moment to become familiar
with the various parts of the screen. Make sure the top line lists the correct election

°_ )

and precinct number.

5} QVF Electronic Pollbook
File Edit View Reports SysAdmin Help

Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP

[ Vorer Details \ [ List of Voters

Voter Search

DIN/Name: [ Search
° This Precinct | Other | Uniisted |

These voters are located within selected inner precinct{s):
Voter Name DOB
g
BRADFORD, JOHNATHON
MICHAEL 03/18/1943
? BURRESS, JASON ARVID 12/011945
BUSHELLE, PEGGY SUE 12/011978
BUSHNELL, PAUL MICHAEL 04/09/1991
? DAVIS, CARRIE ANN 10/05/1965
? ELLIOTT, LUCAS DOMONIQUE  10/05/1950
? FRANKLIN, KELLY MICHELLE  06/07/1978
? HANSON, GEORGE DAVID 04/01/1934
? HURD, WILLIAM ROBERT 12/08/1943
IVERSON, ANN MARIE 06/09/1964
JENKINS, CARLENE CARYS 03/06/1968
KENYON, SHARI ANNETTE 08/23/1964
? LACEY, HEATHER ROSE 06/08/1932
? LELAND, RALEIGH GRANT 10/08/1958
? LOCKWOOD, GARY OWEN 11/08/1942
? MCQVF, AGATHA CHRISTIE 08/17/1955
MCQVF, ANDERSON JAMES 08/07/1981
? MCQVF, BARBARA ANN 031211964

‘1593 matching voters

Precinct: 00001 A

Name: ALLEN, LINDA ARLENE DOB: 09/10/1941
Address: 1833 FORESTRY RD Precinct: 00001
MASS CITY MI 49945
Ballot Style: 1
Gender: F Perm | Reg.Date: 04/04/2019

Polling
Location :

3 /09
ROUSSEAU TOWN HALL Eff. RgDate:  06/09/2019

572 ROUSSEAU RD
MASS CITY MI 49945
Geography

If you need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:

Lock this voter record

If you do not LOCK this voter, then you cannot perform any actions for this
voter, and no changes will be recorded for this voter.

General Remarks

N

VOTING STATUS: Did not vote in precinct.

JSMITH

#  Assigned To

Bailot

Total =0

© Voter Search — The Voter Search section of the screen is the precinct list. All voters

in your precinct will be listed under This Precinct tab. In addition, access to the lists
of other precincts in Ann Arbor can be found listed in the Other tab. In certain situations,
the Unlisted tab is available to add voters not found in either list.

Q Voter Details — The Voter Details section of the screen shows the voter’s registration
information at the top, including Ballot Style (important for split precincts) that should
be issued to the voter. In addition, the Geography button will provide detailed district
information for each voter. The middle of the screen is the Action Box. Ballots will be
assigned and recorded in this section. The bottom of the screen displays important Voter
Status flags. This portion of the screen is important to verify before issuing a voter a

ballot.

O List of Voters — The List of Voters section shows the voter’'s name, voter # and
what ballot # was assigned to each voter in a running list. This section is for reference;
use it throughout the day to balance with the tabulator. This section is NOT interactive —
it is useless to click on names in this section. Think of this as your paper list of names
(formerly hand-written in the paper pollbook).
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Processing Voters
The EPB software contains the voter list for the precinct. It records the ballots issued
and creates the List of Voters for the paper back-up record of the precinct. With a few
clicks, a voter may be verified and assigned a ballot.
Important Note: If a voter does not wish to have their driver’s license scanned,
you must type their name into the Voter Search box.

Assigning a Ballot — Regular Ballot

Each voter must complete an “Application to Vote” and their photo identification must be
verified or the “Affidavit of Voter Not in Possession of Picture Identification” (on the back
of the Application) must be completed before processing a voter in the EPB. Once those
steps have been taken, process the voter in the EPB as indicated below:

FPPLT T OLL L L LT )
VoterSearch gesent Voter Details " " """ " nuuy, List of Voters
....... .
o

DLN / Name: Search = AssgeaTo
o+ Name:  ALLEN, LINDA ARLENE DoB: oononsdie,
This Precinct > ‘s
| other | unistd O Address: 1893 FORESTRY RD Precinct: 00001 L
These voters are locats cted inner pPoajget(s 0 g
e

rrrrrr

MASS CITY MI 49348 R
Ballot Style: 1 ot

ALLEN, LINDA ARLENE " aent®
P BRADFORD, JOHNATHON oD Gender: " Frawuyy,,, o Bara o/ ufe80ate * " 040412019

MICHAEL N Ealllr[\.g . ROUSSEAU TOWN HALL Eff. Rg.Date: 06/09/2013
? BURRESS, JASON ARVID 1200171945 | [SLgeation: 572 ROUSSEAU RD

BUSHELLE, PEGGY SUE 12/01/1978 MASS CITY MI 49948 Geography

BUSHNELL, PAUL MICHAEL _ 04/09/1991 graphy
? DAVIS, CARRIE ANN 101051965
? SULOTTT LLEL: DOLOULSUE L ZiE) If you need to pei an action for this voter, such as issuing or
? FRANKLIN, KELLY MICHELLE __ 06/07/1978 spoiling a ballot, then Yo must first LOCK THIS VOTER by clicking
? HANSON, GEORGE DAVID  04/01/1934 this button:
? HURD, WILLIAM ROBERT 121081943

IVERSON, ANN MARIE 06109/1964 -

4 JENKINS, CARLENE CARYS  03/06/1968 Lock this vo record
KENYON, SHARI ANNETTE  08123/1964
l? LACEY, HEATHER ROSE 06/08/1932 Ifyou do not LOCK this voter, then you cannot perform

? LELAND, RALEIGH GRANT  10/08/1958 voter, 0 changes will be recorded for this voter
2 LOCKWOOD, GARY(OWEN  11/08/1942
? MCQUF, AGATHA ChricTIE 081771955

MCQUF, ANDERSON JAMESH, 0810771981 = P i
7 WCQUE.BARBARA AN \anzioss . rowe STATUS. Bid ot vote nprecint DLN = Driver License Number

693 matching voters A [Total=0 "N
l = smm |
.

I

I
1. In the EPB, locate the voter’s ngme using the Voter Search function=Perform a voter
search by entering a voter’'s name (last name first) in the Voter DLN/Name field (top
left of illUstration above) OR swiping the magnetic strip on the back of the MICHIGAN
driver’s ficense. The voter's name must be highlighted in the Precinct List (left side) —
it will alSo be listed in the Voter Details section (top center of screen).
Helpful Hint! You do not havie to type in the entire name of a voter. Each letter of
last name typed in the Voter §earoh area will bring you closer to the chosen voter’s
name. Start with the last name. When the voter's name appears in the precinct list,
CI.ﬁCK on it and proceed to the next step.

2. Verify the voter’s date of birth ahd residential address provided on the “Application
to Vpte” is the same as the information displayed in the Voter Details window (top
center of screen). .

3. A "?” to the left of a voter’'s name in the Precinct List (left side) indicates that more
information regarding the voter’s qualifications must be reviewed before a ballot is
issued. Check the Voter Status' window (bottom middle) for details. See pages 37-

40 for additional details.
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Processing Voters Continued

4. If the voter is eligible to receive a ballot, click the “Lock this voter record” button
(middle of screen). You cannot continue until the voter's name is highlighted and
locked. Note: If the voter search is carried out by scanning the magnetic strip on the
back of the voter’s Michigan driver license, the voter’s record is automatically locked.

If you need to perform an action for this voter, such as issuing or
spoiling a ballot, then you must first LOCK THIS VOTER by clicking
this button:

Lock this voter record

Jfyou do not LOCK this voter, then you cannot perform any actions for this

voler, and no changes will be recorded for ihis voter.
General | Remarks J

5. From the Action Box section (middle of screen), you will assign a ballot number to
this specific voter.

9 Make sure I'm the right voter!

File Edt View Reports SysAdmin  Help

Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Pyécinct: 00001

Voter Details List of Voters
MG #  Assigned To Ballot
[CQVF, CAITLYN CARLOS DOB: 0612211980 s
This Precinct I Other } Unlisted
. 25833 DISHNEAU RD Precinct: 00001
MASS CITY MI 49948
Voter Name DOB Ballot Style: 1
? MCQVF, AGATHA CHRISTIE 081711955 ] } .
MCQVF, ANDERSON JAMES  08/07/1981 Gender: £ Perm  Reg.Date: 02/12/2018
? MCQVF, BARBARA ANN 03/12/1964 E:ICIQT.% - ROUSSEAU TOVIN HALL Eff. Rg.Date:  03/14/2018
? MCQVF, BENJAMIN LEVI 07/2411981 } 572 ROUSSEAU RD
MASS CITY MI 43948
MCQVF, C CAMPBELL 06/03/1980 EmmETY
? MCQVF, CACHE CORINA 07/14/1980
MCQVF, CADIE CONRAD 07/03/1980
MCQVF, CAIRENA CALL 07121980 sue & ballot Other actions
MCQVF, CAITLIN CHAD 06/18/1980 Record an absentee ballot
MCQVF, CAITLYN CARLOS 06/22/1980 Retgular el |
MCQVF, CALEB CECIL 08/01/1980 I Make sure
? MCQVF, CALEY CHEHATA 08/18/1980 Affidavit ballot-provisional | *® % I'm the right
MOGQVE, GALVIN CLAUDE DAIZ30 S Envelope ballot-provisional | ygy are about to issue a Regular Ballot to: m e rlg
MCQVF, CAMERON COVEN  04/27/1980 9 ballot #I
? MCQVF, CANDACE CLARENCE 04/29/1980 Challenged ballot ‘ MCQVF, CAITLYN CARLOS 06/22/1980
MCQVF, CANDICE CLARA 06/06/1980 /I
MCQVF, CAPRI CASIMER 07/05/1980 Undo Undo (Mothin [ VAT Ballgjz
? MCQVF, CAREAL CASCIANI  07/0111980 This ballot number will be assigned: :
MCQVF, CAREN CLEOPHIS __ 07/17/1980 ] oK
MCQVF, CAREY CHERIAE 06/101980 LY

‘VOT\NG STATUS: Did not vote in pr

T
1676 matching volers [Total=0

Admin ‘

6. Assuming there are no issues with the voter, click on “Regular ballot” ‘
7. Ensure the next available ballot number matches with the “This ballot
number will be assigned” box. This number will autofill. Be careful to verify

that this number matches the number on the stub of the physical ballot you
are issuing to the voter.

8. Click the “OK” button to complete the process. ’
The voter’'s name will now be added to the List of Voters. See next page to verify

that the process was done correctly.
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Processing Voters Continued

) QUF Electronic Pollbock - X
Fle Edit View Repors SysAdmin  Help

Election: 11/05/2019 - NOVEMBER CONSOLIDATED - BOHEMIA TOWNSHIP Precinct: 00001
Voter Search Voter Details List of Voters
DLN / Name: |MC Search #  Assigned To Baltot
Name: MCQVF, CAITLYN CARLOS DOB: 06/22/1980 1 MCGVF, CAITLYN GARLGS 00000101
This Precinct i ’
| otner | uristed | Address: 25833 DISHNEAU RD Precinct: 00001 2
These voters are located within selected inner precinct(s): MASS CITY Mi 49948 /
Voter Name DOB - Ballot Style: 1
> |? MCQVF, AGATHA CHRISTIE  08/17/1955
MCQVF, ANDERSON JAMES _ 08/07/1981 Gender: £ Pem | RegDate: 02122018 /
? MCQUVF, BARBARA ANN 03/12/1964 Eglcl::'.% . ROUSSEAU TOWN HALL Eff. Rg.Date: 031472018 /
? MCQVF, BENJAMIN LEVI 07/24/1981 ' 672 ROUSSEAU RD
MASS CITY MI 49948
MCQVF, C CAMPBELL 06/03/1980 Gengr%y
? MCQUVF, CACHE CORINA 07/14/1980
MCQVF, CADIE CONRAD 07/03/1980 /
MCQVF, CAIRENA CALL 07/12/1980

If you need to perform an action for this voter, such as issuing or
MCQVF, CAITLIN CHAD 06/18/1980 spoiling a ballot, then you must first LOCK THIS VOTER hyf’ clicking
MCQVF, CAITLYN CARLOS 06/22/1980 this button:

ICQVF, CALEB CECIL 08/01/1980 /

? QVF, CALEY CHEHATA 08/18/1980 H
e Lock this voter record
04/2711980

? 04/29/1980 Ifyou do not LOCK this voter, then you cannot perflm any actions for this
06/06/1980 voter, and no changes will be recorded for this voler
7RI / General Remarks

? Ad 07/01/1980 2

MCQVF CAREN 071711980

Regular ballot [00000101] issued at the precinct. v
VOTINGgRTATUS: Voted in precinct using a Rggular ballot
A y &

/ Admin |

MCQVF, CAREY CHER AE 06/10/1980

1676 matching voters Total=1

ey
9. Verify the ballot was issued. The main screen will return after the ballot is assigned.
There are three placss (see aboveyto verify the ballot was processed in the EPB.

1) The letters'REG wiu/appear to the-left of the voter's name in the QVF
Precinct List window indicating that the voter was issued a regular ballot.

2) The Voter Status’ window now reflects that.a ﬁ was
issued at the précinct.

3) The voter’'s ndme, voter # and ballot # are automatically added to the

ListlofViaters window/report (right side of screen) which will become
part of the Poll Book following the close of the polls.

Remember! This List of Voters is NOT interactive.

Application to Vote — Poll List [ ELECTION INSPECTOR COMPLETES

10. Once the ballot number has been recorded in the Electronic
Poll Book (EPB), the inspector issuing the ballots (not the

M. 5 2013 w D 06

h.” o [ inspector at the EPB) will record the ballot # and voter # on the
T voter’s “Application to Vote.” This inspector will also initial the
o 4o D e 06 “Application to Vote.”

Important: Two election inspectors must work together when issuing ballots at the EPB.
One inspector will verify the information on the “Application to Vote”, perform a voter
search and issue ballots in the EPB. The other inspector will verify that the ballot #
recorded in the EPB is the same as the number on the physical ballot, record the ballot
and voter numbers on the “Application to Vote” and give the physical ballot to the voter.
It is important that these two inspectors verbally confirm each step of the process!
Depending on the type of ballot issued, the auto advance feature may not function and
will have to be manually adjusted by the EPB election inspector.
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Processing Voters Continued

[
[ ]
Application to Vote — Poll List [ ELECTION INSPECTOR COMPLETES
Pic ant: [T AFFIDAVIT ON REVERSE COMPLETED
Ballot Style _
e | Ballot No. 8 3
5 Voter Mn i 8
ELECTION INSPECTOR INITIALS P#CI
2 Precinct __{ L _
Franklin D. RMH}; 4 /30/g2
2 555 White House  Dr.
A bor- MT
tered and qualified elector in this pre
|
| SiGH HE!KE W\LgM E K&L
[ ]

VOTER: PLEASE DO NOT REWOVE STUB
IF STUB DETACHES, PLEASE RETURN WITH BALLOT
i

Official Ballot

May 8, 2018 Electios
Page 1of 1
hve iwC n:y Mch higan

2,3

City o fA a4

SPECIAL ELECTION

PROPOSAL SECTION

LOCAL SCHOOL DISTRICT

AR

PUBLIC SCHOOLS OF THE CITY OF ANN ARBOR H
REPLACEMENT OPERATING MILLAGE PROPOSAL g
This proposal would restore, replace
thory of the pablic Schools of tho Cly of A
to 1800 mills for general school dist

Dstr((lelSta x Iy
ontinue to \vyth

rollbacks of up to
Schao\ D\smct wum
property only that p
mills) necessary to allow the School District to receive
the full revanue per pupil foundation aliowance
permitted by the State

Shall the fimitation on the amount of taxes which may
be imposed an taxable praperty in the Public Schools

ills ($21.00 per $1,000
being the maximum

PSI-06-00-0003

At this time, the inspector issuing the ballots
(working next to the inspector at the EPB) places
the ballot (in a secrecy sleeve with the ballot stub
exposed). The “Application to Vote” is tucked in
the clear pouch on the cover of the secrecy sleeve
and the sleeve (with ballot inside) is handed to the
voter.

The inspector offers the voter a cursory
explanation on properly marking an optical scan
ballot. The inspector tells the voter to take the
ballot and “Application to Vote” to the next
available voting booth and to use the pen (black
or blue ink, but never red) in the booth to mark
the ballot. The inspector also informs the voter to
bring their completed (voted) ballot in_the
secrecy sleeve (with the ballot stub exposed) and
the “Application to Vote” to the election inspector
working near the tabulator.

Please note that once the voter has a ballot in
his/her hand, a “challenger” (see page 49) may no
longer challenge this voter’s right to vote.

= 2
Numbered Stub Should Show Above Folder —+

; Place Baliot Into Folder.
Position Folder Near Tabulator npenlng
(Do Not insert Fokter Into Tabuiato

3. Slide Ballot Up Into Untll

Hold Side Tah |
while sliding ballot |

mp |
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Status Flags “?” in the EPB

This Precinct|Other | Unlisted |

These voters are located within the selected inner precinct:

DOB

2/8/1942

6/1/1985

6/20/1958

5111918 |
Mcawi, George Andrew 1/22/1958

? Mcavf, Harry Ray 9611955
Mcavf, Jonathan Clark 3/6/1954

? Mcavf, Ju \ndrew 8/11/1961
Mcavf, Kathryn Lauren 9/15/1990
Mcavf, Martha Carol 11511931
Mcavf, Matthew David 41511976

? Mcavf, Paul Robert 5/18/1987
Mcavf, Philip Carter 3/8/1980
Mcavf, Ray Ellen 3/22/1957
Mcavf, Rebecca Sandra 8/10/1935

? Mcavf, Richard Trent 8/11/1956

N
- ]

Some voters will have status flags in the EPB that need

to be addressed prior to issuing a ballot. A voter has a
status flag if they have a red question mark (?) next to
their name in the ‘Voter Search’ area of the EPB. When
a red question mark (?) is found, look to the ‘Voter
Status’ window at the bottom of the ‘Voter Details’
screen in the EPB to determine the issue and the
appropriate additional steps to be taken.

If necessary, you should contact the City Clerk’s Office
(734-794-6149) for guidance. If appropriate, write a
general or voter specific Remark in the EPB or on the
paper “Voter Registration Problems” form (1). Use the
paper form if typing your remark will take too long while
there is a line of voters.

Voter’s status is CHALLENGED: AGE or CITIZENSHIP - FORMAL or RESIDENCY

Votar's Staius is CHALLENGED: AGE g
Election inspactor action required: This voter has been formally challenged for AGE [
- contact the chairperson to complete the formal challenge process:

Voter's Status is CHALLENGED: CITIZENSHIP - FORMAL E
lection inspector action required: This voter has been formally challenged for

CITIZENSHIP - FORMAL - contact the chairperson to complete the farmal challenge «

This voter has been formally challenged and must
complete the challenge process before being issued
a challenged ballot. Seek assistance from the
precinct chairperson or the City Clerk’s Office (794-
6149) to complete this process. The EPB processing
is the same as a regular voter except “Challenged
ballot” is selected in the “Issue a ballot” box. CHAL
will appear next to the voter's name after processed
(see very bottom of page 50 for instructions on
“Preparing ‘Challenged’ Ballot”).
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Status Flags in the EPB Continued

ABSENTEE BALLOT SENT BY CLERK - Converting to Election Day Ballot —

NEW!

Issue @ ballal CEner actons

aboul lo convert an absentee ballol to an
in-person ballot for this voler

Confirm Tabulabion by Voter

Wesify the: balod number from the voter maiches the ballot number as
ick OK 1o record the
missi or

ok Edcance

If the EPB indicates that the voter was already issued an
Absentee Voter ballot AND the voter has the absentee
ballot with them, they may want to cast the absentee ballot
in the tabulator, rather than receiving a new ballot. The
EPB can now record this process using the “Voter
Tabulated AV” button. Using this button will record the
voter history with the absentee ballot that was issued by
the clerk, and automatically update the EPB ballot
summary. Before allowing an “AV to ED” transaction,
confirm that the ballot number of the AV ballot matches the
ballot number in EPB. If the number does not match,
proceed with the process for surrendering and issuing a
new ballot to the voter.

ABSENTEE BALLOT SENT BY CLERK - Voter does NOT have ballot with them or
does not want to vote absentee ballot.

[Absentee Balot [J0000101] sent by clerk—Voter must surendar ballolor sbmit +
|affidavit
VOTING STATUS: Did not vote in precinct

5suat B bkl | Confim

Regular ballot
Adtention: An Absentee Bailot has Deen tent out to this voter
Are you sure you want i continue?

Vil L

ballot was not

Erneiogs halor-rovsonal
Chaienged balot

|
- |

o
J v s vorar it paceing o action  Vter Rk Ll

The voter was already issued an Absentee Voter ballot.
Call the Clerk’s Office 734-794-6149 to verify the voter has
not returned their ballot to the Clerk’s Office before
proceeding. Voter completes Affidavit of Absent Voter if
they did not receive their ballot or it was lost or destroyed.
Process as a Regular ballot and click through the warning.
Place Affidavit of Absent Voter in Return to Local Clerk
Envelope.

If the voter has their ballot and wants to cast their ballot at
the precinct, see new instructions for converting the AV
Ballot to an Election Day ballot.

ABSENTEE BALLOT SENT/RECEIVED BY CLERK: DO NOT ISSUE BALLOT.

Absentee Ballot [00000102] sent/received by clerk--Co not issue ballat.

VOTING STATUS: Did not vote in precinct

The voter was sent an absentee ballot and
returned it to the Clerk. The voter may NOT
receive another ballot. DO NOT issue this voter
a ballot as they have already voted.
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Status Flags in the EPB Continued

Voter’s status is TO BE VERIFIED:

\oter's Status is TO BE VERIFIED: CONFIRMATION NOTICE A

\Voter's Status is TO BE VERIFIED: SURRENDERED LICENSE 2
Election inspector action required: Have the voter verify his or her address before [
i3suing a ballot. -

Voter’s status is TO BE VERIFIED:

Voter's Status is TO BE VERIFIED: CITZENSHIP i
Election inspector action required. Have the voter verfy citizenship by signing the ||
Aoplication to Vote before issuing a balot. .

Voter’s status is TO BE VERIFIED:

Voter's Status is TO BE VERIFIED: SIGN REGISTRATION GARD
Election inspector action required: Have the voter sign a vater registration form
|before issuing  ballot

NEW STATUS FOR 2024:

Voter voted before election day at early voting site
VOTING STATUS: Did not vote in precinct.

ADDRESS UNCLEAR, CONFIRMATION
NOTICE, OR SURRENDERED LICENSE

The voter must verbally confirm the address
listed in the EPB. If the voter confirms the
address, issue a Regular ballot. If the voter
does not confirm the address, the procedure
for voters who have moved must be taken (see
page 45).

CONFIRM CITIZENSHIP

The voter must verify their citizenship by
completing the Application to Vote. If the voter
does not complete the Application to Vote, DO
NOT issue this voter a ballot.

SIGN REGISTRATION CARD

No signature is on file for this voter. This voter
must sign a voter registration form prior to
being issued a regular ballot. No additional
remarks necessary. Voter registration forms
can be found in your supply carts in box #2.

VOTER VOTED BEFORE ELECTION DAY
AT EARLY VOTING SITE

The voter already cast a ballot at an Early
Voting Center during the 9-day early voting
period. DO NOT issue this voter a ballot on
Election Day.
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Status Flags in the EB Continued

Must show ID before voting (Federal Requirement)

This status indicates that the voter did not register to vote
at any of the following locations: Secretary of State Branch
Office; County, City or Township Clerk’s Office. The voter
is subject to the Federal ID requirement imposed on first-
time mail registrants as mandated by the Help America
Vote Act [HAVA] of 2002. The voter must show an
acceptable photo ID to the election inspector before the
inspector can issue a ballot. (For more detail on acceptable
documents, see Appendix C, “Identification and Residence
Verification Requirements: Listings of Acceptable
Documents.” The following current PHOTO ID’s are
acceptable:

. Driver’s License (any state)

. Personal ID Card (any state)

Election inspector action required: This voter must shaw [0 to meet the Federal D » ™ Any Federal or State issued ID
Requirement - refer to the fipchart for further instruction f the voter does nothave L1 ™ U.S. Passport

picture 0.

> PLACE W ENVELOPE TO CITY CLERK <<

v = Student ID card
. Military ID card
. Employee ID
. Tribal ID
. County or Local Government ID
OR any of the following current non-photo documents that
include the voter’'s name & address in your precinct:

= utility bill
= bank statement
= any government document

. paycheck or government check

Note: If the voter is unable to provide the required documentation, you must
issue the voter a “Provisional (envelope) ballot” without completing a
Provisional Ballot Instructions form. Mark the ballot as a “challenged” ballot
(see bottom of page 50). Issue ballot in a Provisional Ballot Form & Ballot
Security Envelope and give voter two notices: Notice to Voters Issued an
“Envelope” Ballot and Notice to Voters Unable to Satisfy State and/or
Federal Identification Requirement. (Located in Box #2 in the Supply
Carts) After the voter has marked their ballot, seal the ballot (still in secrecy
sleeve) in a Provisional Ballot Form & Ballot Security Envelope. Properly
complete the outside of the envelope and store in the Provisional Ballot
Storage Envelope. Write a Voter Remark in EPB and complete the “Voter
Registration Problems” form appropriately (see example on left). If needed,
call the City Clerk’s Office at 734-794-6149 for assistance.
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Voter Search — Voter Not Found

Tabs

When performing a voter search in the Electronic Poll Book
(EPB), if the voter’'s name cannot be located in the This
Precinct tab, click on the Other tab to see if the voter is
registered in a different precinct within the City of Ann
Arbor.

If the voter’s name is found under the Other tab, refer to
precinct. Click on “Perm” or “Temp” tabs if a location does
not immediately appear. No additional steps or notes are
required. It is not necessary to call the Clerk’s Office or
write a remark.

If the voter insists that a ballot be issued in your precinct,
contact the Clerk’s Office (734-794-6149) for instructions.

If the voter’s name is not found under the Other tab...SEE
NEXT PAGE.

A
m
11\
11\
Dortenpropod WL oy T . |
File Edit Vfw prnrt;‘SysAdmm Help
Election:l i1f8f2[\16—STATE GENERALlBOHEM\ATOWNSHIP Precinct: 00001
1 ] Yoter Search I Voter Details List of Voters
DLN#»Iame :J " Search Name: MCQVF, KELLY MICHELLE DOB: 6/7/1978 N
ThisFrecinct}omgr }um\grgql Address: 5783 PENEGOR RD Precinct: 00001

These voters are located within the selected inner lrecinct:

MASS CITY M1 49348 Ballot Style: 00023

Gender:  F s = -_———a

Voter Name DoB - Temp Perm\ Reg. Date:  4/30/2008
Mcaui, Agatha Christie SIWM_955 — 6;.9 ROUSSEAU TOWN HALL Eff. Rg. Date: 5/30/2008
Mcavf, Andrew David 5711943 Loca@: 572 ROUSSEAU RD /

? Mcavf, Ann Marie 6/9/1964 A ASS CITY M1 49348 - Geography

— o

? Mcavf, Barbara Ann 3121964
Mcad, Belle Jennifer 31871960 If you need to perform an action for this voter, such as issuing or
Mcavf, Carlene Carys 3/6/1968 spoiling a ballot, then you must first LOCK THIS VOTER by clicking

? Mcawf, Carrie Ann 10/5/1965 this button:
Mcavf, Dean Gene 1/9/1936
Mcavf, Dylan Shane 211411946 .

?  Mcov Gary Owen 11/8/1942 Lock this voter record

? Mcavf, George David 4/1/11934 L

? Mcavf, Heather Rose 6/8/1932

? Mcawf, Jason Arvid 12/1/1945 If you do not LOCK this voter, then you cannot perform any actions for this
WMcavf, Jeffrey Alan 1/12/1954 voter, and no changes will be recorded for this voter
Mcavf, Jennifer Lynn 5M18/1964 T e

? Mcaqvf, Johnathon Michael 3/18/1943
Mcaqvf, Kathryn Michelle 121611925 Voter's Status is TO BE VERIFIED: DOB

» Mcawi, Kelly Michelle 61711078 VOTING STATUS: Did not vote in precinct.

Mcavf, Kristi Ann 6/7/1962
Mcavf, Liam Daniel 5/9/1973
Mcaovf, Linda Arlene 9/10/1941

? Mcavf, Lisa Anne 2/8/1949

? Mcavf, Lucas Domonique 10/5/1950

Al
37 matching voters Total =0
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Voter Search — Voter Not Found Continued

If the voter’'s name does not appear in the “This
Precinct” or “Other” tabs...

In the zippered notebook, consult the Election Inspector
Flow Chart for a Voter Not Listed in E-Pollbook (see
Appendix P). Reminder that voters who are not listed in
the E-Pollbook can register at the City Clerk’s Office with
proof of residency on Election Day. If the voter does not
want to come to the City Clerk’s Office, or it is late in the
day and there is a chance they will not make it to City Hall
before 8 PM, remember that the voter can go through the
Provisional Ballot process at the precinct. Call the City
Clerk’s Office at 734-794-6149 for further assistance. If the
Clerk’s Office informs you that the individual should vote at
your precinct, have the voter complete the front side of the
Provisional Ballot Form and Ballot Security Envelope.
The election inspector completes the back of the
Provisional Ballot Form and Ballot Security Envelope.
Ask the voter to provide proof of identification and record
the information. Enter the name, address and any other
available information for this voter under the “Unlisted Tab”
of the EPB.

Now, you may issue the voter a ballot.

Following the directions in the Election Inspector Review
Checklist on the Provisional Ballot Form, issue the voter
a Challenged Ballot (see the bottom of page 50). If all
three questions are “YES,” the voter will cast a Provisional
Affidavit Ballot at your precinct, and the voter can tabulate
their ballot. However, if any question in the Election
Inspector Review Checklist is answered “NO,” the voter
will be issued a Provisional Envelope Ballot. The
inspector makes sure the Notice to Voters Who Do Not
Appear on the Precinct’s Registration List (located in
Supply Box #4) is completed and gives it to the voter. Your
precinct will return all the completed Provisional Ballot
Form and Ballot Security Envelops for both Affidavit and
Envelope ballots in the Provisional Ballot Storage
Envelope (see Appendix J) to the City Clerk’s Office at
the end of the day.
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Unlisted Voters

Voter Search

DLN/Name: |CQVE Search

This Precinct 1 Other Un!isledn

These voters are entered manually:

Voter Name DOB

o Unlisted Voter

First Name:

Middle Name: ‘
Suffix:
DOB: [

% New| Address:

a

0 matching vot]

Voter Receipt []

License: ‘

Ok Cancel

Clerk’s Office Voter Registration Receipt

JACQUELINE BEAUDRY - CITY CLERK.
ANN ARBOR CITY

301 E. HURON 5T, Registration approved by

ANN ARBOR MT 48107-8647

‘ ELECTION: 4122009

The following voter was registered to vole on4/5/2010  and should be issued a CHALLENGED ballot
e iy Wﬂmm
Voter Search
DLN/Name: |MCQVF Search

This Precinct I Other Unlisledn

These volers are entered manually: ‘
1

O Click the Unlisted tab in the Voter Search

section of the main screen.

® Click New (at the bottom left of the screen).

© Enter the voter’s information

a. Name,

b. Address,

C. Date of birth.

Date of birth must be entered as
MM/DD/YYYY.

Example: 11/20/1992

® Click OK to complete and save the Unlisted

Voter record.

Enter the voter’s information as described in
the above instructions.

O Click the Voter Receipt box to enable the
option and the cursor automatically moves to
the License field.

O If the voter has a DL/PID, swipe the DL/PID to
add the ID number and the Unlisted Voter
window will automatically close. The ID number

Vot -
g5 Unlisted Voter

eLast Name: |MCQVF ‘

First Name: |JOHN ‘
Middle Name: IDOE ‘
Suffic | |

DoB: 41112000 |

Address:  |123MAIN ST

|MASS CITY, MI 49948

oter Receipt:

icanse: |M123456789999|

«| can also be hand-typed and saved by clicking

OK when finished.

Caution: After the voter is added, you will need
to issue them a ballot. Be very careful when
issuing a ballot to an “unlisted voter.” Do not
depend on the auto advance feature of the
EPB to assign the correct ballot. PAY
ATTENTION!

Ok Cancel
F | —
|

|D matching voters ‘
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Unlisted Voters Continued

Issuing a Ballot

Issue a ballot Other actions

Regular ballot Record an absentee ballot

Affidavit ballot-provisional Spoil a ballot

Envelope ballot-provisional
Reject a ballot
Challenged ballot

Undo Undo {Nothing to undo;

9 Unlock this voter without performing any action | Voter Remarks Label

e You should already have the

Issue a ballot

You are about to issue a Provisional Envelope Ballot to:

‘ SMITH , JOHN

[0 VAT Ballot?
This ballot number will be assigned: :

OK m Cancel

QVF Electronic Poll Book Xt

You have issued a ballot to a voter whose name does not appear on
your precinct list, The auto-advance and lockout features will not
recognize this voter or ballot number. Carefully review the ballot
number on the E Poll Book when you issue a ballot to the next voter
and adjust it to match the number on the ballot itself,

=

To issue a ballot to an unlisted voter, proceed as follows:

tab open. If the
unlisted voter's name is not already highlighted in the
Voter Search area (left side of screen), click on the name
of the unlisted voter to highlight it.

Click on Lock this voter record.
o Click on the appropriate ballot type for
each voter:

Voters who present a receipt from the Clerk’s Office
indicating they registered in person in the last 14 days
prior to the Election, or on Election Day, will be issued a
Regular ballot, depending on the instructions on the
receipt.

The City Clerk’s Office will provide guidance, but usually
an unlisted voter will be issued a Provisional
(envelope) ballot or a Provisional (affidavit) ballot if
they have not previously registered at the Clerk’s Office.
When issuing a Provisional envelope or affidavit ballot,
the EPB software will remind you with a bold red
comment, “You are about to issue a Provisional
Envelope (or Affidavit) Ballot to:” see example on the
left. Process this ballot as Challenged. (See page 50.)

Enter the correct ballot number. Ballot numbers MUST
be manually entered for unlisted voters.

Be very careful! The auto advance feature will not assign
the ballot number for you. The next regular ballot issued
after an Unlisted Voter ballot will also need to be
manually adjusted, as the computer does not recognize
ballot numbers issued to unlisted voters. The EPB auto
advance function will not work in this situation.

Click OK.

44



Voters Who Have Moved

Election Day Change of Address/Autherization to Transfer Voter Registration
far use by voters that are fisted 'n the ePallbook with an address change

VOTER REGISTRATION PROBLEMS.

P
N

»» PLACE IN ENVELOPE TO CITY CLERK <<

If a voter who has
recently moved out-of-
state insists on voting

at your precinct, call
the Clerk’s Office for
further instruction.

If the voter's name appears in the Electronic Poll Book
(EPB) but the voter's address on the Application to Vote
does not match the EPB:

e Movep WITHIN CITY OF ANN ARBOR
If the address on the Application to Vote is a City of Ann
Arbor address, the voter is entitled to vote one last time at
your precinct. You might need to call the City Clerk’s Office
(734-794-6149) to verify this address (e.g., a Scio
Township resident might have an Ann Arbor mailing
address). However, the voter must complete a Election
Day Change of Address/Authorization to Transfer Voter
Registration form®. The election inspector may issue a
regular ballot to this voter. Place the completed form in the
white RECEIVING BOARD envelope. The voter also has
the option of coming to City Hall with proof of residency and
reregistering on Election Day.

e Moveb OUTSIDE CITY OF ANN ARBOR BUT WITHIN MICHIGAN
If the address on the Application to Vote is outside the City
of Ann Arbor, but within Michigan, the voter is entitled to
vote at your precinct one last time if the voter moved within
60 days of the Election. Ask the voter “When did you move
to this address?” as you are pointing to the address on the
Application to Vote. If the voter is entitled to vote at your
precinct, they must complete a new Election Day Change
of Address/Authorization to Transfer Voter Registration ©
with their new address. The inspector may now issue a
regular ballot to this voter. Place the completed registration
form in the white TO LOCAL CLERK: RECEIVING BOARD
envelope. If the voter moved more than 60 days prior to the
Election, or wishes to vote in their new jurisdiction, direct
them to visit their local clerk’s office with proof of residency
prior to 8:00 PM.

e MoVvED OUTSIDE STATE OF MICHIGAN
If the address on the Application to Vote is outside the
State of Michigan, the voter is NOT entitled to vote at your
precinct. Complete the Voter Registration Problem form @
stating voter moved outside Michigan. Inspector writes
appropriate note on the person’s Application to Vote and
places it in the white TO LOCAL CLERK: RECEIVING
BOARD envelope. (Do NOT place application on
Application to Vote Spindle!)
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ed Gummed Saal which has be

NOTETO INS

PLACE IN THIS
ENVELOPE

Spoiled Ballot

THIS STUB IS GONE!

SPECIAL ELECTION

SPOILED .. ™o
L]
\ .
- L]

o I

CLERK’S RECORD ONLY
DESTROY AFTER

SCAN BALLOTS WITH BALLOT
WardPresinet]

STUBS REMOVED
¢ SECURE TH!S ENVELOPE WITH

VOTED AND UNUSED BALLOTS

IN BALLOT CONTAINER

SPOILED OR DEFECTIVE BALLOTS"

v SPOILED OR DEFECTIVE OPTICAL

A voter who makes a mistake on their ballot may
apply for a new ballot as follows:

1)

2)

3) "

4)

S)

6)

or | Ballot Style

/U Voter No.
POLLBOCK)

ELECTION INSPECTOR INITIALS »;ffC'

Application to Vote — Poll List [ ELECTION INSPECTOR COMPLETES
Pi [ AFFIDAVIT ON REVERSE COMPLETED

T

= [ Franklin D, Romevelt t /30 g:

| e 555 White House  Dr.
- AMH Ar‘gov’/ VHJ——-:?

a cinct, and

| certi ind qualified elector in this precir
hereby plic to vote on.

“ SI—GN X, v . r\gj M

| B> x M/,g/wv , {

| & SETRLaT o

‘: Ballot No. 2 ?LK
3

Have the voter return the spoiled ballot in the
secrecy sleeve with the stub exposed.

Verify the ballot was issued to this voter —
compare the Application to Vote to the ballot
number on the stub of the ballot. (In the rare
event that the numbers do not match, you must
confiscate the ballot, but do not re-issue a new
ballot.)

.. With the spoiled ballot still inside the secrecy

sleeve, remove the stub and have the voter
write in the word SPOILED at the top of the
ballot.

Instruct the voter to remove the spoiled ballot
from the secrecy sleeve and have the voter
place it into the Spoiled or Defective Ballots
envelope. Make sure no election inspectors
can see the exposed ballot.

The election inspector at the EPB finds the
voter's name in the section
again, spoils the original ballot and reissues
another ballot to the voter. (See next page for
complete instructions on SPOILING a ballot in
the EPB).

Record the new ballot number on the
Application to Vote. Draw a line through the
number first issued. (Re-initial the application if
you are a different election inspector from
when the first ballot was issued.)
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Spoiling a Ballot in the EPB

LS | Pull the voter’s record up in the main screen of
- [ = e the EPB by typing the voter's name into the
Ty ————— ‘ DLN/Name field of the Voter Search section,
entering the last name first. Click on the voter’s

name to highlight.

ifyou need to perform an action for this voter, such as issuing or
spollng a ballot, thenyou must fissLOCK THIS VOTER by elicking
this bution

Click the Lock this voter record button.

Lock this voter record

From the Voter Action section (middle of the
screen) you will spoil the ballot.

Issue a ballat Other actions
Regular ballot Record an absentee ballot o Clle Spoil a ba"ot
Affidavit ballot-provisional Spoil a ballot ﬂ/g CI|Ck OK - yOU W|" nOtlce that the EPB
Envelope ballt-provisona| T software automatically enters the correct
g ballot number to be spoiled.

Undo Undo (Issuanc | Seells ballot . “
Click “OK.
* Unlack this voter withaut perform | YOu are about o spoil 3 s@llot for:

MCQVF, CALEB C 08/01/1980
Regular ballot [00000001] i d at tl i i
i I et A After the ballot is sp0|led,_ the regular ballot
P peis I E process must be used to issue a new ballot
S to the voter.

Spoiling of ballot is complete, Please issue a new ballot,

>

Verify the Process was done correctly:

Once the process is complete, verify the recording of the new ballot number was done
properly by looking at the main screen. Notice the Voter Status (bottom middle of screen)
and the List of Voters (right side of screen).

Fegular Balor D000 e saaed astae prac-met [Socilod] ”
Reqular Ballot [00000003] issued at the precinct
WVOTING STATUS: Votedf\ precinct using a regular ballot. List of Voters
= Assigned To Baliot ~
CO000003
2 Mgy, Heather Rose 00000002
3

1. In the Voter Status window (bottom of screen) the new and old (eressed-out) ballot
numbers will appear along with a [Spoiled] notation.

2. In the List of Voters window, the voter’s old ballot number will be erossed-out and
the new ballot number will be listed below it.
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What if...Voter’s Photo ID Does Not Resemble Voter?

If a voter shows you an acceptable photo ID that does NOT
resemble the voter and the voter is unable to show another
acceptable photo ID with a photo that does resemble them,
the inspector must issue the voter an

without having the voter complete the Provisional Ballot
Form and Ballot Security Envelope form. On the back of
the Provisional Ballot form and Ballot Security envelope,
you will complete the Other Envelope Ballot Reason
portion of the envelope. The ballot will be marked as a
“challenged” ballot on the back of the ballot (see page 50
for process).

PROVISIONAL BALLOT SECRECY SLEEVE

v

Issue the ballot in a Provisional Ballot Secrecy Sleeve and
give voter two notices, Notice to Voters Issued an
Envelope Ballot and Notice to Voters Unable to Satisfy
State and/or Federal Identification Requirement. After
the voter has marked their ballot, seal the ballot (still in

B |- ) secrecy sleeve) in a Provisional Ballot Form and Ballot
Security Envelope. See Appendix C for additional Photo
: 2 ID requirement questions.

In the Electronic Poll Book (EPB) the voter is issued a
Provisional (envelope) Ballot.

e
'

p
&
e

NOTICE TO VOTERS ISSUED AN “ENVELOFE™ BALLOT

{Noice must be issued eo all voiers who
¢ azpear om (/VF fisi 1) vaters unable io sauiyfy Mickigan's voier

. “smvelope” balla imcluding: -
v -
e envent and 3) veters unable fo saiisfy the federal vater idensification

NOTICE T VOTERS UNASLE TO SATISFY
FEDERAL IDENTIFIC QUIREMENT
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Challengers

|

Under the authority invested by statute, I hereby appoint !

and designate _ ~din e HauEs ‘

NAME .

representing the Michigan Democratic Party, as a Challenger |

inthe A Ward _’L Precinct of the (City) (Village) |

(Township) of Qnn (f@@ , County of |
I4 h(éffn {w __, Michigan to act in the that capacity

according to law at the November __ &~ . 2002~

General Electlon

Signed

Had G
B dpidnrs -

Mark Brewer
County/District Chair .z = Democratic State Chair

Challengers are permitted to:

Election challengers are appointed by political
parties or qualified interest groups to observe the
election process. They serve a vital role in the
election process. However, it is the Election
Inspectors who ultimately must make decisions
concerning voting and keeping order at the precinct.

A challenger must have in their possession a
Challenger Card issued by the political party or
organization that they represent. The challenger
must show the card to the chairperson (or their
designee) upon arrival at the precinct. Please note
that the challenger’s credentials should stipulate
where they may serve as a challenger.

Observe the processing of voters and ballots from
behind the Electronic Poll Book

Visually examine all equipment, forms, and records
Challenge a person’s qualification to vote — the
challenge must be based on a “good reason to
believe”

Challenge the actions of Election Inspectors

Serve in more than one precinct (no more than two
per precinct per political party or group).

Challengers are not permitted to:

Interfere with the Election Process or handle Election
material

Campaign or display campaign material

Question the voters directly.

See next page for Challenge Procedure.
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Challenge Procedure
If a challenger has reason to believe that a person who
applies to vote is not qualified to vote in the precinct, a
challenge may be made immediately after the voter
completes an Application to Vote, but before the voter

receives a ballot. The challenge must be directed to the
e ——— Chairperson (or designee) not to the voter. The election

inspectors must ensure that the challenge is conducted

promptly and courteously. Note: for individuals being
challenged on the basis of being issued an absentee ballot
and coming to vote in the precinct, skip to next page and

proceed to preparing the ballot as Challenged.

e The election inspector administers the following oath to the
challenged voter (have the voter raise their right hand):

“I swear (or affirm) that | will truly answer all

questions put to me concerning my
qualifications as a voter.”

\ e After the oath has been administered, the election

inspector begins to question the challenged voter, limiting
the questions to the person’s qualifications as a voter (i.e.
citizenship, age, residency and date of voter registration).
The election inspector must complete the
page in the paper Poll Book.
¢ A challenged voter is permitted to vote a specially prepared
“challenged” ballot (see below) if the answers given under
oath prove that they are qualified to vote in the precinct. A
challenged voter may not vote if the voter:
(a) refuses to take the oath
(b) does not answer the election inspector's questions
or
(c) is proven not to be qualified to vote based on their
answer(s).

Preparing “Challenged” Ballot  The election inspector (next to the EPB inspector)
g Writes the number appearing on the voter’'s ballot
_"stub on the back of the ballot in , then conceals
the number with a piece of white post-it tape (in
supply box #1). EPB inspector issues a Challenged
ballot in the EPB. Finally, inspector gives the voter
the ballot in appropriate secrecy sleeve.
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Issuing a Challenged ballot in the EPB:

Pull the voter’s record up in the EPB software by entering
the voter’'s name (last name first) in the DLN/Name field of
the main screen OR swiping the magnetic strip on the back
of the Michigan driver’s license. The voter's name must be
highlighted in the Precinct List (left side of screen) before
continuing. If necessary, lock it in (click on Lock This Voter

Record).

© Click Challenged ballot.

Issue a ballot Other actions
Regular ballot
Affidavil ballot-provisional Spoil a ballot
Envelope ballot-provisional
Reject a ballot
o Challenged ballot

stue 3 ballot

Undo
You are about to issue a Challenged Ballot to:

* Unlock this voter without performing any act i MCQVF, BAILEY LYNN 117251961

% ok EJcancel

This ballot number will be assigned 00000002 E

® Verify the ballot number being issued is correct or enter the
correct ballot number and Click OK.
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Casting Ballot at Tabulator

The

VOTER: PLEASE DO NOT REMOVE STUB
IF STUB DETACHES, PLEASE RETURN WITH BALLOT
+

Official Ballot

May 8, 2018 Election

Washtenaw County, Michigan
City of Ann Arbor, Ward 1, Pets 2, 3 &4

SPECIAL ELECTION

PROPOSAL SECTION

LOCAL SCHOOL DISTRICT

PUBLIC SCHOOLS OF THE CETY OF ANN ARBOR

REPLACEMENT OPERATING MILLAGE PROPOSAL
This proposal would restore, replace and etend the
authority of the Public Schools of the City of Ann Arbor
to levy up to 18.00 mills for general school district
operating purposes on taxeble property in the Schoul
District to the extent that such property is not exemgt
Trom such levy and would restrict the lavy on principal
residences (owner oceupied homes to no more than
12.3777 mills. If approved, this proposal would restore
the autharity of the Schaol District to levy the statutory
limit of 18.00 mills on non homestead {pringipally
industrial and commercial real property and residential
rental property) which currently expires with the School
District's 2019 tax levy and allow the district to
continue ta levy the statutory limit af 18 mills on non
homestead praperty in the event of future Headlee
rellbacks of up to 3 mills, Under existing law the
School District would levy on principal residence
praperty only that portion of the mills (in 2017 43564
mills) necessary to allow the Schoal District to receive
the full revenue per pupil foundation allowance
permitted by the State.

Shall the limitation on the amount of taxes which may
be imposed o taxable property in the Public Schools
of the City of Ann Arbar, County of Washtenaw,
Michigan, be Increased to 21 mills (§21.00 per §1,000
of taxable value}, with 18 mifls being the maximum
allowabla levy (518.00 per $1,000 of taxable value), to
the extent such property is ot statutorily exempt, and
of which not more than 12.3777 mills may be imposed
on principal residerces, for twenty (20} years, the years
2018 to 2037, inclusive, 1o provide funds for operating
axpenses of the school district? This millage would
taise approximately 584,779,572 in the first year of
levy.

Jes
[ 0]

(N

Page 1of1

24446

TR

After marking the ballot, the voter brings the ballot in the

L. AFFIDAVIT ON REVERSE COMPLETED
M _
Ballot No. 8 i
wore B8
ELECTION INSPECTOR INITIALS L#&

Application to Vutmust\ ELECTION INSPECTOR COMPLETES
o ard

Ward 2 Precinct_ D &

ct

mekliv\ D. Rooseve ;Jﬁ{
= 56 wWhite House Dr ;
Ann Arbor mI

egistered and qualified elector in this precinct, and
ke app

secrecy sleeve and the Application to Vote to the election
inspector stationed at least 10 feet away from the tabulator.
inspector compares the ballot number on the
Application to Vote with the number on the stub of the ballot
to make sure they match. In the extremely unlikely event
that the ballot numbers do not match, first check the EPB
to verify that an error was not made by the inspector who
wrote the ballot number on the application. If the numbers
still do not match, contact the City Clerk’s Office (734-794-
6149) for further instructions.

52



Casting Ballot Continued

The inspector removes the ballot stub (and retains it in a
secure location) without removing the ballot from the
secrecy sleeve. Do not give the stub to voter — you might
need the stub to reconcile your paperwork at the end of the
night. The election inspector retains the voter’s Application
to Vote, placing it face up on the spindle. The inspector
then directs the voter to insert the ballot into the tabulator.
The election inspector should remain at least 10 feet from
the tabulator so as not to compromise the secrecy of the
ballot. See photos on this page.

Ooo0nss | ballot stub
r;ﬁ?ﬁ;ﬁﬁ‘%;iﬁfﬁghz- P:I.06.00.00D3 )
__________________ o Balor
Toewy & S0 % ER T

) Page 1 of 1
Weshilzraoe Samrty, Wi dhagan
Ciy ol Apn ddber, Ward 1, Pos 2, 38 8

L T TR T

Application to Vote — Poll List

Picture Identification requirement:
) af

ELECTION INSPECTOR COMPLETES
[ AFFIDAVIT ON REVERSE COMPLETED

Ballot Style

Ballot No. 8 i .
verne. F8
picture | (FOLCE00Y
ELECTION INSPECTOR INTALS ». ZPFC—

’LL, jon _ 4/\7/0\/ S; R 0/37 Ward 2 Precinct__ D&

| wish she

Franklin D. Roosevelt 1 /30/g2 .
o 4 - e | P X l/JL\Ji:c Huu:g—e. Dr. 5 WOUId glve
s i“é;;."-'.i!_-'_'-'..-:__;-'_(f}}g{-' [, Ann Arbor mi o me some

registered and qualified elector in this precinct, and

privacy!

| need to stay 10 feet
from the tabulator!!
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Use of Video Cameras, Cell Phones, Cameras, Televisions, and
Recording Equipment in the Polls

While in the voting booth only, voters may use a camera
or cell phone to take a photograph of their voted ballot.
Note that the voter cannot appear in the photo along with
their ballot or take a “selfie” style photo due to the risk of
accidentally photographing other voters. Otherwise, the
use of video cameras, still cameras and recording devices
by voters, challengers, and poll watchers is prohibited
during the hours the polls are open for voting.

The Clerk’s Office has created selfie backdrops for each
precinct to allow voters to take Election Day photos for
social media and/or sharing. These backdrops must be set
up outside of the voting location (e.g., in the hallway
leading into your precinct). We encourage voters to share
their photos on social media using #A2Votes.

Voters may only use their cell phones in the voting booth
for the purpose of taking a photo of their ballot or to look up
information, if desired. They cannot, however, use the
phone for conversation while in the voting booth. Voters
may use their cell phone in line in the precinct prior to
getting to the EPB, provided they are not disruptive.
Similarly, poll watchers and challengers are also permitted
to use their phones in the precinct, provided they are not
disruptive.

Broadcast stations and news media representatives may
be permitted to briefly film from the public area of the
polling room (typically the entryway to the precinct). In no
case can personnel working for broadcast stations or the
news media set up a camera in the voting area of the
polling room. Any questions regarding media can be
directed to the City’s Clerk’s Office.

The use of televisions and radios is prohibited in polling
locations during the hours the polls are open for voting.
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Rejected Ballots

Your ballot may not be properly
marked.

United States Senate

Make changes
st the

or ca:
ballot as is.

Too many choices are marked.
This contest will not be counted. A

To make changes, pull the ballot.
_or-

Cast ballot as-is

poll worker.

Friday Ballots: 9
11:52 AM iorssons S
i Lifetime: 42

If a ballot is rejected by the tabulator, the tabulator
will partially eject the ballot with a message stating
the reason. A portion of the ballot will be held inside
the tabulator. The voter should be asked whether
they want to pull the ballot out to correct or to “Cast
Ballot As-Is.” The reason for the rejection may assist
the voter in making their decision.

An Election Inspector cannot view a voter’s ballot in
an attempt to identify the voting error. Instead,
inspectors should look at the screen on the tabulator
to help explain the reason for the rejection.

Ballots are generally rejected for one of the following
reasons:

-Blank Voted Ballot — tabulator does not recognize
any votes in the target area. Note: for a two-sided
ballot, the tabulator will also reject a ballot if one side
of the ballot is completely blank, to ensure the voter
did not accidentally miss marking one side.

-Over Voted Ballot — more votes detected by the
tabulator than the number allowed for a particular
office or proposal.

-Cross Over Voted or Split Ticket (Primary

Elections Only) — Votes are detected in more than
ONE party section.
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Ballot Rejections Scripts

To ensure the proper handling of voters who have their ballot rejected, the following
“scripts” are offered.

STEP 1: Election inspector reads the following statements to any voter who experiences
the rejection of his or her ballot due to a voting error:

SCENARIO RESPONSE

The tabulator has rejected your ballot because it is improperly marked. According
to the tabulator, you have cast more votes for an office or proposal than allowed.

Over-voted
Statement —
e If you wish to correct this error, we will be happy to provide you with a
The voter has replacement ballot.
“over-voted”
one or more offices
or proposals on the

¢ If you do not wish to correct this error, your ballot may be accepted as
presented. Please be aware, however, for any races in which you have voted for
more than the allowed number of candidates, your vote will not be counted in

ballot: that race.
Crossover The tabulator has rejected your ballot because it is improperly marked. According
Statement — to the tabulator, you have cast votes for candidates of more than one political
party.
The voter has e If you wish to correct this error, we will be happy to provide you with a
“crossover” replacement ballot.
voted "_‘ apartisan |, If you do not wish to correct this error, your ballot may be accepted as
primary: presented. Please be aware, however, that only non-partisan and proposal votes
would be counted. No partisan primary votes can be accepted.
Blank Ballot The tabulator has rejected your ballot because it appears that you did not cast any
Statement — votes. Alternatively, you may also have forgotten to vote one side or page of your

ballot.

The voter has not | | If you wish to re-mark your ballot, you may return to the voting station.

cast any Instructions on the voting process will be provided upon your request.
votes (“blank”
ballot): * If you do not wish to re-mark your ballot, your ballot may be accepted as

presented. Please be aware, however, that no votes will count.

Step 2: If the voter wishes to have their ballot cast as presented, the election inspector
should re-emphasize how the ballot will be counted and afford the voter a second
opportunity to spoil their ballot or return to the voting booth. If the voter wishes to receive
a replacement ballot, follow the instructions to spoil a ballot on page 46.

If the voter wishes to cast the ballot as-is, instruct the voter to override the tabulator by
selecting the Cast ballot as-is button.

Incorrectly
marked contest

To make changes, pull the ballot.
_or-

Cast ballot as-is

bal a
poll worker.
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Correcting Mistakes in the EPB

The Unlock button

Issue a ballot
Regular ballot
Affidavit ballot-provisional

Envelope ballot-provisional

Challenged ballot

Undg

Mistakes are very easy to correct in the EPB. Use the
correct tools for correction and you will have a trouble-free
Election Day. Election inspectors must pay close attention
to the voter name and ballot numbers when attempting to
correct a mistake.

Described below are two procedures for correcting
mistakes.

Unlock allows the election inspector to simply “get out” of
a voter’s record without making any changes to it.

Undo allows the election inspector to change information
previously put into the EPB. Be very carefull This
procedure is a very powerful tool! Pay close attention to
the ballot numbers assigned to the voter throughout this
procedure. If you have any questions or are unsure as to
how to proceed when using these tools, call the City
Clerk’s Office at 734-794-6149 for help!

If a voter is selected in error, simply click Unlock this
voter without performing any action to return to the
main screen.

Clicking on this button will not change any information in
the voter’s record.

Other actions

Spoil a ballot

Reject a ballot

@k this voter without peﬁormin@ Voter Remarks Label
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Correcting Mistakes in the EPB Continued

The Undo button

Some important information about the Undo button.

Read this section carefully.

If an entry mistake occurs, whether the wrong
ballot number issued in the EPB, or the wrong
voter was issued a ballot, using the Undo
function may aid in correcting the mistake.

Caution: The Undo function will remove the ballot
assigned to a voter. It is the equivalent of erasing
the voter and the ballot assigned to them from the
List of Voters on the right-hand side of the main
screen.

Be very careful to keep track of the ballot numbers
when using this tool. The auto advance function of
the EPB will not work correctly when using the
Undo function. The next ballot number issued
after an “undo” will need to be adjusted.

Use the Application(s) to Vote to ensure you are
making the correction(s) properly.

The Undo function should not be used to attempt
to fix major mistakes. If several ballots have been
issued out of sequence, correct this type of error
with a General Remark and by ensuring the next
voter is correct from that point forward.

Important Note: The Undo feature is NOT for spoiling ballots (see Processing
Spoiled Ballots on page 46 of this manual). If you have questions as to when the
Undo function is appropriate to use, call the City Clerk’s Office, 734-794-6149.
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The Undo Functi

on Continued

To correct a mistake using the Undo Function:

O Pull the voter’s record up in the EPB software by entering
the voter’s name (last name first) in the DLN/Name field
of the main screen.

@® Select (click on to highlight) the voter. The voter's name must
appear highlighted in the Precinct List (/eft side of screen)
before continuing.

© Click Lock this voter record. Make a note of the ballot # in

the List of Voters (right hand side of screen). It is about to
disappear from the screen.

O Click Undo. Notice the action you are undoing is in brackets
next to the Undo button.

© Click Yes. The action you are undoing is shown again in
brackets.

The voter’'s entry/record has now been removed from the List of
Voters.

Vorer Details

Mame: MCQOVF, RANDALL RUDOLPH DOB: 05/08/1993
Address: 2258 STATE HIGHWAY M35 Precinct: 00001
MASS CITY Ml 49948
[Ballot Style: 1B
Gender: i Borm Reg.Date: 05/12/2016
. : P
ED"::E\.-.  ROUSSEAU TOWN HALL Eff. Rg.Date: 06/1172016
Confirm
Geography

Undo the following action:{lssuance of regular ballot
[DOO20001])

In absentee ballot
o Yes Mo 3

Affidavit ballot-provisional Spoil a ballot
Envelope ballot-provisional

Reject a ballot

Challenged ballot
o [ Undo Undo (Issuance of regular ballot [00090001])<
* Unlock this voter without performing any action Voter Remarks Label

Reqgular b

allot [D0080001] issued at the precinct.

WOTING STATUS: Voted in precinct using a Reqular ballot.

JOHMSMITH
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Un-issued Defective Ballots

If a ballot becomes unusable and it is within the number range being used, it must be
recorded as defective in the EPB software to ensure balancing at the end of the night.

To record defective ballots:

I8 QVF Electronic Pollbook

File | Edit View Reports SysAdn O Click File.
Un-lssued Defective Ballots I

ﬂ Un-tesued Defectrve Ballots y 9 CIICk Un-ISSUGd DefeCtlve
Use this screen to ecord unissued balols that are rendered defective. | A, Gl Ballots.
S e — © Click Render Ballots Defective.

& Define 3 new range of defective ballats X

O Select the ballot style, enter the

BalotSile 18
L ballot number range, and record

Ballot Number Range: (00000009 | To 00000010 | the reason the ballot is defective.
Remarks: ( belot)
' © Click OK.
spiled coffes
O Click Close.

|

Render Balots Defective | /1 s D

ERERETT

‘Call the Clerk's Office
BEFORE
recording defective
ballots.
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Ballot Jams

Occasionally ballots will get caught in the ballot path of the
tabulator. When this occurs, two election inspectors with
different political party affiliation will need to open the front
ballot box access door and either push down the already
tabulated ballots or remove some of the ballots (more
likely when experiencing increased voter turnout).

When ballots are removed from the ballot box during the
day, they will need to be stored in an approved ballot
container and sealed using a blue pull-tight seal. It is
important that you make a remark under General Remarks
in the Electronic Poll Book, noting the time that the ballots
were removed from the tabulator ballot box and the seal
number used to seal the ballot container.

STEPS FOR REMOVING A JAMMED BALLOT

1. Instruct the voter to put their secrecy sleeve over the
ballot as you approach the ballot tabulator.

2. Follow the instructions on the screen of the tabulator
to resolve the error. The tabulator will tell you if the
ballot was scanned and tabulated or not. If the ballot
was not tabulated, depending on the condition of the
ballot when you remove it, you may need to spoil the
ballot and issue the voter a new ballot.

3. Ifthe tabulator states the ballot was counted, after you
remove the jam, deposit the ballot into the ballot
container with the rest of the voted ballots. Ensure the
voter that their vote has counted.
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Auxiliary Compartment

Place Voted
Ballots in the
Auxiliary Bin
when the
Tabulator is not
working.

In case of a power outage or a jammed ballot, voting
must continue uninterrupted. Follow the instructions
below if your tabulator is temporarily “out of order”
for any reason.

One of the election inspectors from the precinct
should immediately contact the Precinct Coordinator
(listed on your precinct contact information sheet in
your precinct’'s Zippered Notebook). You should also
inform the City Clerk’s Office (734-794-6149) about
the problem.

Next, the election inspector stationed at the
tabulator instructs each voter to lift the flap covering
the Auxiliary Compartment located in the top right-
hand corner of the ballot compartment and insert
their voted ballot for later tabulation.

Voting proceeds as usual except that voters place
their ballots in the Auxiliary Compartment, not
through the tabulator. The election worker at the
tabulator continues to verify the ballot stub number
against the Application to Vote and places each
application on the spindle as explained in Casting
Ballot at Tabulator (see pages 52-53).

Don’t forget to continue to remove the stub from the
ballot. This ensures the secrecy of the ballot.

After the polls close at 8:00 PM, the Auxiliary
Compartment can be opened, and the ballots
removed and tabulated by two inspectors of
opposite political parties using the tabulator.

62



Remarks

Any time a correction is made, a remark should be entered in the EPB. In addition,
remarks should be made throughout the day to document events that happened in the
polling place that are significant. Providing this information aids the City Clerk and the
Board of Canvassers in understanding what took place throughout the day.

All Remarks entries are automatically date/time-stamped and are attributed to the
specific inspector logged into EPB. There are two types of Remarks: General Remarks
and Voter Remarks.

To enter a General Remark:

©O0®0e

e

Click File (or the General Remarks button and skip to step 3).

Click Remarks.
Click New.
Enter your remark. Always

identify WHO, WHAT and WHEN .

in every one of your remarks.
Remember: General Remarks
are not linked to a specific voter.

If appropriate, type the full name

of the person the General Remark
is about. Include the time of the
event — EPB automatically

records the time of the remark

entry, but that is probably not the
time that the event took place.

Click OK.

® Click Close.

WRONG: “John threw a fit and left in a huff after

we talked to him about campaigning.”

CORRECT: “At 10am, John Smith was told

) QVF Electronic Pollbook
0 File | Edit View Reports SysA

Remarks

Un-lssued Defective Ballots e

to record any general remarks E- Close |

DateTi |me\ User

Remarks |

\Remarks

5
3 ox

Remarks

Use this screen to record any general remarks

WHEN! WHO
WHAT!

mCanceI \\
<

Date/Time User } Remarks i

ﬁDe\ete
NIS voter recora

oter,
I be

to campaign outside the 100-foot designation. He

was very vocal and left while still upset.”

then you cannot perform %acﬁons for this
recorded for this voter.
General Remarks
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Voter Remarks (Tied to a Specific Voter)

Open the voter’s record in the EPB software, by typing the voter's name into the
DLN/Name field, entering the last name first. Click on Lock this Voter Record.

O Click Voter Remarks.

® Enter your remark. The EPB software automatically records the voter name, voter
number, and date/time of entry; however, adding the time that the event took place
may be helpful if this is different than the time of entry in EP or relevant to the
information being recorded. Remember to provide as much detail as necessary for
the City Clerk’s Office to properly investigate and update the records if necessary.

WRONG: “Daughter states mother is dead.”

g CORRECT: “Daughter (Vera Mae) states mother died on May 22, 2011 in Atlanta,
GA’~

© Click OK.

Undo Undo (Rejecting of ballot [00000007]) 1
ﬁ Unlock this voter without performing any action Label
Regular ballot [00000007] issued at the precinct. [Rejected]
VOTING STATUS: Did not vote in precinct.

Ok EJ cancel
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Call the Clerk’s Office
BEFORE rejecting a
ballot!

Rejecting a Ballot

A ballot is rejected only in a situation where a voter will not be issued a new ballot
(the ballot will be confiscated). Valid reasons for rejection are:

1. Exposure — A voter intentionally exposes their marked ballot to others at the
polling place.

2. Missing stub/ballot number does not agree — It is discovered during the
ballot serial number verification process that the stub on the ballot that was
issued to the voter at the polls is missing or bears a different number than
the number recorded on the voter’s Application to Vote.

3. Ballot was left in booth/voter did not tabulate — A voter neglected or refused
to tabulate their ballot.

If any of these situations arise, a voter may not be issued a replacement
ballot. The ballot must be rejected.

e WO, BATMOND R e =
. Y &S O .
Gesder: M e e o .”-“
Pollisd mousseay TownHALL . R D 1 |
Fepext b balee .
o BpeTy
i . “You are about to reject a ballot for
To RejeCt a baIIOt. MCOVE, RATYTMOND RAY 04051893 s e
Open the voter's record in the EPB Thie number of e ballot 1o be rejected is 9 00000 T ° e
Hepesrl o baslod

software by typing the voter's name @F4 o Bcues
into the DLN/Name field, entering . Bdeuseibstus oo

the last name first. Click Lock this e —
Voter Record and:

O Click Reject a ballot.
@ Verify ballot number is the same as assigned - Click OK.

© Click OK to confirm the rejection.

® Record a voter specific remark (see Voter Remarks on previous page) that
includes the reason for rejecting the ballot.
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Assisting Voters All voters are entitled to assistance by election inspectors;
however, if an elector indicates they need voting
assistance from the election inspectors or other person, the
following statement must be read to the voter:

“If you are requesting assistance to vote by reason of
blindness, disability, inability to read or write, or for
any other reason, be advised that a type of ballot
marking device is available that can be used to mark
your ballot. The ballot-marking device is specifically
designed for use by voters who might otherwise
require assistance to vote their ballot. Would you like
to use this device to mark your ballot?”

If the voter answers “yes,” follow the procedure on the next
page regarding issuing a ballot and preparing the Touch
Writer and then direct the voter to the Touch Writer (VAT).
Never record a Voter Remark in the EPB or on the problem
sheet identifying a specific voter for using the VAT -
persons using the VAT must always remain anonymous.

If a voter wants a companion to assist in voting, an election
inspector must first ask the voter: “Are you requesting
assistance to vote by reason of blindness, disability or
inability to read or write?”

I'm a
Republican!! o
If the voter answers “no”, election inspectors — not the
voter's companion -- must assist the voter (see Election
Inspectors Assisting Vote section below). If the voter
answers “yes,” the person accompanying the voter is
asked: “Are you the voter’s employer or agent of that
employer or an officer or agent of a union to which the
voter belongs?”

I'm a
Democrat!

If the answer is “no,” this person may assist the voter.
+ Record a Remark in the EPB stating the companion’s
[ name. If the companion answers “yes” to your question,
~ then election inspectors must assist the voter (see Election
Inspectors Assisting Voter section page 68).
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Touch Writer Prep

\":_;‘é“_"u‘\').\v:,"
jporr QL marking
Ready for use

. /8

? Help

Spoil current ballot

Print summary report

Exit

Confirm Selections

Is this cormrect?
Yes, activate this ballot

Prior to setting up the Touch Writer for use, first issue the
voter a ballot in the EPB following normal procedures.
Never enter a remark in the Remarks section of the EPB
regarding a voter using the Touch Writer VAT.

Record ballot number, voter number and inspector’s
initials on the Application to Vote.

Remove the ballot stub (ballot number is on it) cleanly
from the ballot and place it in the clear plastic pouch on
the secrecy sleeve. On the ballot, write VAT and place it
into the VAT Ballot Storage Envelope to be sealed into the
ballot container at the end of the night.

Place the Application to Vote in the clear plastic pouch on
the secrecy sleeve.

Give the voter the secrecy sleeve containing the
application to vote and ballot stub.

At the Touch Writer VAT generate an electronic ballot for
the voter by pressing and holding your finger on the Ready
for Use button on the screen (or alternatively, press the
blue poll worker button on the back of the Touch Writer.

Enter the Poll Worker Code found in your Important
Document folder (found in Laptop Bag) and select
Accept.

Select Activate Ballot.
Choose the correct precinct and ballot style from the list.

Confirm the selection you have made, and then select
Yes, activate this ballot.

Allow the voter privacy as they mark their ballot using the
Touch Writer VAT.

*Verbally instructing a voter on how to mark a ballot or how
to use the VAT is NOT considered assisting a voter.
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Election Inspectors Assisting Voter

When assisting a voter, TWO inspectors of opposite
political parties must assist the voter at the same time.

Note 1: With the exception of a minor (under 18 years old),
only an approved assistant can accompany a voter in the
voting booth as they vote. However, the minor cannot be
a part of the voter's union or an employer/agent of the
employer.

Note 2: Never enter a remark in the Remarks section of
EPB regarding a voter using the Touch Writer VAT.

Note 3: A complete record of any assistance must be
entered in the Remarks section in the Electronic Poll Book
(EPB) — include the name of voter and the person(s)
providing the assistance.

Note 4: If a voter asks about Write-in Candidates, you
cannot give the names of any candidates — tell them to
contact the City Clerk’s Office for more information. While
you can explain to the voter how to mark the ballot to vote
for a Write—in Candidate, you cannot provide them with
the name of any candidate even if the voter gives you part
of the name of the candidate. Sorry, but that is a violation
of Michigan election law!
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Closing the Polls

-

-0

TR

Insist that your precinct
use the Closing Check-Off
List! Your closing will be
smoother, and you will be
less likely to make errors
or skip a step.

Auxiliary Compartment

Ballots Out

At 8:00 PM, you must announce: “The polls are now
closed!” DO NOT LOCK DOORS! Any individual has the
right to witness election workers “Tabulating the Vote” and
closing up the precinct. If you lock doors, it is impossible
for observers to enter the polling place and watch you
finalize your work and tally the vote.

PLEASE NOTE: Any voter in line for an Application to Vote
(or in the precinct room) at 8:00 PM is entitled to receive a
ballot.

At 8:00 PM, pass out Applications to Vote
to everyone standing in line who is eligible to vote. If
you pass out applications to be used as a “ticket,” you
don’t have to stand and watch the end of the line. Only
those with applications can vote.

After the polls have closed and the last in-person voter has
cast their ballot, two inspectors of different political parties
remove the ballots from the Auxiliary Compartment at the
rear of the tabulator (if it was used during the day) and
insert the ballots one at a time into the tabulator to be
tallied.

If a ballot is rejected during this procedure, two inspectors
with different political party preferences should determine
if the ballot can be duplicated (see

in Appendix G). If the ballot cannot be
duplicated, the two election inspectors must the
ballot as voted (see page 56).

After the ballots have been processed as stated above,
the inspectors close the slot and lock the Auxiliary
Compartment. The election workers should then explain
in the section of the EPB how many ballots were
overridden and the circumstances.
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Verify the Tabulator Count

After all the ballots have been inserted into the tabulator,
the election inspectors must verify the tabulator count. To
do this, take the number of “in-person” voters (found in EPB
List of Voters) and subtract from this number the
Provisional “envelope” ballots that you will return to the
Clerk’s Office at the end of the day. This number should be
the same as the total displayed on the bottom left of the
Verity Scan screen. If the number of “envelope” ballots
inside the Provisional Ballot Storage Envelope does not
equal the number recorded on the EPB Ballot Summary
report (line I), your precinct made a mistake issuing ballots
during the day. Call the Clerk’s office IMMEDIATELY for
assistance.

Make a note of the total count from the bottom left of the
Verity Scan screen, as you will need to input it when
completing the Ballot Summary report in the EPB.

Only compare Ballots against the List of Voters.

If the numbers are the same proceed to the next page.

If the numbers are different, Contact the Clerk’s Office
IMMEDIATELY! 734-794-6149
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Election Day — Close of Polls

After the close of polls on Election Day, data processed in the EPB software must be
saved one last time to the encrypted flash drive and reports must be generated to
complete the paper Poll Book.

M QVF Electronic Pollbook
a File | Edit View Reports  Sys Adr

One Final Backup En-\ss:edDefe(tweEallnts Ll
e Save History
. Backui
After all voters have been processed in the == i -
EPB, perform one last Backup to ensure i < e
all data is saved to the encrypted flash Logo jEcR -
d rive - EOE”MBS\[}IAE?_E I‘i o D:\EEJ db already exists. Overwrite? I:|d
do this from timz 6 s]
that can be resty
i i i y = It
O Click File. | e :
@® Select Backup from the list. — !
. . . ackup File: ‘
© A dialogue box will open. Click DAEPB.accdb IE |
Backup. o e |

O Click Yes. (It will take a few seconds
before the next dialogue box N
appears.)

6 CIiCk OK : Backup is in progress, You will be notified if there is an erraor.

| (5

Creating Reports

The EPB software generates the three reports necessary for completion of the paper
Poll Book (official record of the precinct) in just a few steps. The reports include the Ballot
Summary, the List of Voters, and the Remarks report. In addition, voter history is also
saved in a manner that it can later be easily uploaded into the Qualified Voter File (QVF),
ensuring accurate recording of voters in the Statewide voter registration database.

IMPORTANT - The AV to ED button (AV ballot conversion to Election Day ballot)
now populates totals in the Ballot Summary Report in Line B to account for these
additional ballots that voters “delivered” to the precinct themselves. AV Ballots
tabulated by Voters will be an automatic number similar to the numbers that autofill for
Spoiled Ballots and Rejected Ballots.
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Ballot Summary Report

() QVF Blectronic Pollbook

The Ballot Summary report is prepared in the
Electronic Poll Book.

File  Edit 0 Reports | SysAdmin  Help

Election: 11/0F

DLN / Name: |ﬁ

Remarks To complete the ballot summary:

List of Voters 1. Click Reports.

Ballot Summary 2. Select Ballot Summary from the list.

Defective Un-Issued Ballot

Activity Log Report 3. The Ballot Summary report is designed to

account for multiple ballot styles (Line A). Verify

[ ——

the Number of ballots delivered to precinct for
% o= each ballot style was correctly entered. The

C. Total

NUMSER OF BALLOTS DELIVERED TO PRECINCT:

A Mo of ks derred ot ballot numbers are listed on your paper poll

B: Number of AV returm envelopes receved by board

n Number of AV ballots tabulated in person by volters

NUMSER OF BALLOTS AT CLOSE OF POLLS:

8 Delete]

book, which you should have verified at the open
of polls.

4. (Line B) AV Return envelopes will be “0” as
- absentee ballot envelopes are not delivered to

R i the precinct. NEW! — Number of AV ballots
R — tabulated in person by voters — this line will
i —— i e automatically tally the number of AV to ED
i i conversions recorded throughout the day. (Line
C) The total number of all ballots delivered to
v . your precinct, including A (precinct ballots) and
— ‘> B (AV conversions). This number is
O e | automatically calculated.

5. (Line D) Enter the total number of ballots tabulated. This number is taken
directly from the tabulator. Do not worry about the Sheets or Lifetime counts,
just enter the number for Ballots.

Friday Ballots:
12/12/2014

Sheets:

6. (Line E) This box will automatically show “0” as AV ballots are not being
processed in the precinct. (Line F) The total number of ballots re-issued to
voters who spoiled their ballot at the polling place (spoiled or defective
ballots). This number is automatically calculated based on the information
you entered throughout the day.
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Ballot Summary Report (Continued)

TR —

NUMSBER OF BALLOTS DELIVERED TO PRECINCT:
A Number of balots Gelvered 1o precinct

S Delete)

B: Number of AV retum envelopes receved by board

D Number of AV ballots tabulated in person by volers

C. Total

G. Number of ballots reected

o« Number of baliots used by election inspeciors for
baliot duplcanon

L Number of PROVISIONAL “enweiope™ ballots
Sued

I ==

202

If Line L is not 0, double
check items 3-8 and
ensure everything was
entered correctly. Contact
the City Clerk’s Office for
further assistance and
make a General Remark
with explanation why the

STOP! (Line L) must be 0.

precinct does not balance.

(Line G) The total number of ballots rejected by
election inspectors at the polling location. This
number is automatically calculated.

. (Line H) Count the number of ballots in the

Original Ballots that have been Duplicated
Envelope. It is very likely that this will be 0. The
only time you should need to duplicate a ballot
is in the event the auxiliary bin was used and a
ballot needed to be duplicated at the end of
night.

(Line 1) The total number of provisional
envelope ballots issued to voters. This number
is automatically calculated based on “the
number Envelope Ballot assigned to voters in
the EPB”. You can double check this number
by comparing the number of Provisional Ballot
Envelopes containing ballots you have in your
Provisional Ballot Storage Envelope.

(Line J) — Enter the Number of UNUSED
BALLOTS for each ballot style. Working with
the unused ballots, enter the first “style”
followed by the “Starting Number”. This is the
ballot number you would have issued to the
next voter. Next, enter the “Ending Number” —
the last number of the remaining ballots. This
is the same ending number from A above.
Complete this process for each ballot style
assigned to the precinct.

(Line K) — This box will automatically calculate

the totals of Lines D, E, F, G, H, | and J. In order

to get this number to calculate and update, click
in any of the white boxes on the Ballot
Summary.
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Ballot Summary Report Continued

J: Number of UNUSED BALLOTS:

Style Starting No. | Ending No. | Count
00000113 | 00001000 188

Delete

Total=

K- Total of Lines D, E, F, G, H, land J

L: Difference

[ 9

10. _Click Preview. This is at the bottom of

O\ Preview | <

11872019 - NOYEMBER CONSOLIDATED - BOHEMIA

TOWNSHIP
Precinct 00001

BALLOT SUMMARY

WE CERTIFY THE FOLLOWING:
NUMBER OF BALLOTS DELIVERED TO PRECINCT:

A Number of unvoted official ballets delivered to precinct:

Ballot Style StartingNo.  Ending No. Count
1 00000101 00001000 900
S00

B. Nurrber of absentee voter return envelopes received by board: 0
500
NUMBER OF BALLOTS AT CLOSE POLLS:
D. Hurmber of ballots tabulated: 9
E. Nurber of AV ballot envelopes dslivered to precinet which did net contain 0
aballot or ware not processed for any reason:
F. Number of ballots reissued to voters wheo spailed their ballot at the polling [
place (spoiled or defective ballots)
G. Number of ballots rejected 1
H. Nurmber of ballots used by election inspectors for ballot duplications: 0
|. Number of provisional envelope ballots issued: 2
J. Number of UNUSED BALLOTS {excess ballots)
Ballet Style Starting No.  Ending No. Count
[None] 00000113 00001000 868

888
K. Total of Lines D, E, F, G, H, | and J (Must match Line C above): 900
L. Difference: 0

the dialogue box. You likely will have to scroll
down to see it.

The Ballot Summary report will pop-up after
clicking Preview. Be sure to review the
summary to ensure all of the information was
entered correctly and the summary balances
(Line L = 0).

At this point, the ballot summary is ready to be
saved to the encrypted flash drive. The Ballot
Summary, along with the List of Voters, and
Remarks, will be printed at the Receiving
Board when you deliver your precinct materials
at the end of the evening.
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Ballot Summary Report Continued

o5 Report Preview [Ballot Summary]

1 of 1 O 2| -

PDF

To save the Ballot Summary: i »

2 Docu

pppppp

1. Click the disk icon " in the &=
upper left-hand corner of the =

nnnnnnn

screen. $ oo

=] Pictu

e Local sk (C)

2. Click PDF from the drop-down  -=f-

| = ussoilk @)

menu. ’ B=]

3. The computer will default to saving |on the flash drive. Just confirm that the
pathway is correct:

This PC» USB Drive (D:). The letter|(D:) may not match your screen. It can be
D, E, F, G, etc. That's OK. Then...

4. Click Save.

After the Ballot Summary has been saved, close out of the Report Preview screen,
and close the Ballot Summary Report screen as wéth

& Report Preew B0 - X

‘ ! a4 WW\ -
o5l Ballot Summary Report \d
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Produce Final Reports on the EPB and Shutdown Laptop

After the Ballot Summary report is completed, two more reports and a file must be
saved before the laptop can be shut down and packed away. Paper copies of the
reports will be printed at City Hall when you return your election materials in the
evening.

List of Voters (Report)

The List of Voters is created by the EPB Software and must be saved to the encrypted
flash drive. Use the triangle buttons next to the page number, to view the report.

Remember to view the number of voters in order to record that number in the paper

poll book.
Reports | Sys Admin  Help
Remarks
List of Yoters | |
a5 Re

To save the List of Voters:

1. Click Reports.

2. Click List of Voters. 5

3. Click the disk icon [#7| in the =
upper left-hand corner of the
screen.

4. Click PDF from the drop-down
menu.

5. The computer will default to = E=|
saving on the flash drive. Just confirm that the pathway is correct:

20 Objects

This PC» USB Drive (D:). The letter (D:) may not match your screen. It can be
D, E, F, G, etc. That's OK. Then click save...

6. Once the file saves, a pop-up window will appear notifying you the file has been
exported. Click OK. Then, close out of the preview screen.

D rptVoterList. pdf

ot Preden ot i) _
KT -
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Remarks Report

Remarks recorded in the EPB software are also saved in a report and must be saved
to the encrypted flash drive.

To save the Remarks Report:

. Reports | Sys Admin  Help
1. Click Reports. e |

-l Report Preview [Remarks]

of 1

2. Select Remarks.

3. Click the disk icon ™ in the mm.. .. .. e -
upper left-hand corner of the e WP T ST —

# Quick access
] EPB.accdb
[ Desktop =4
SC ree n [2) rptBallotsummary
' ¥ Domionch ptVoterList
4 Documents
& Pictures
D Music
Report Photo

4. Click PDF from the drop-down  sn-

Screenshots
menu i
. 3 30 Objects
I Desktop
) Documents

¥ Downloads

5. The computer will default to I

[ Videos

saving on the flash drive. Just ==
confirm that the pathway is ™" -
correct:

This PC» USB Drive (D:). The letter (D:) may not match your screen. It can be
D, E, F, G, etc. That's OK. Then click save...

6. Once the file saves, a pop-up window will appear notifying you the file has been
exported. Click OK. Then, cwut of the preview screen.

\
\&wptﬂemarks.pdf
a2l Report Preview [Remars]
o | 100% ? N, Closs
1 o & 100 ACl

———

Important note: There must be one recorded Remark for the report to save. If you
have not recorded any remarks during the day, enter a remark like “No problems
throughout Election Day.”
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Save Voter History File

After all other reports are saved, save the voter history file to the encrypted flash drive.
This file records who voted on Election Day and will be used later to update the voter
registration files in the Qualified Voter File (QVF).

To save Voter History: -3 (i Becniciolbank This is a File,
File | Edit View Reports SysAdi T
. . Un-lssued Defective Ballots nOt a Report'
1. Click File. i k--
Sawve History 4= |

2. Click Save History.

3. The computer will default to saving on the —— A
flash drive. Just confirm that the pathway is | "o

correct: Sy

This PC» USB Drive (D:). The letter (D:) may b

not match your screen. It can be D, E, F, G, etc.

That's OK. Then click save... T ——

4. Once the file saves, a pop-up window will appear notifying you the file has been
exported. Click OK.

N

SUF Electronic Poll Book X

History data has ™agn saved successfully,
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Ensure Files are on Secure Flash Drive

Verifying that all files have been saved on the encrypted flash drive is an important last
step.

To verify files have been saved on the encrypted flash drive and in the Privacy
Zone:

1. Click on Windows Home Button.ﬂ Alternatively click on the file folder icon
in the lower left-hand corner of the screen and skip to step 3.

2. Click Documents. E
3. Double Click the USB Drive.

4. Verify there are 5 files listed in the folder. Those files should be the
rptBallotSummary.pdf, EPB.accdb, epb_history.zip, rptVoterlList.pdf, and
rptRemarks.pdf. If those files are not found on the flash drive, repeat the steps
outlined for saving reports. =

nnnnnnnnnnnnn

Votor, and no changos wil b6 rocorded for this voler.

omarks (4]
tnoea ‘vomubv/\vub Voted n precint using a reguar balot

Once all reports have been saved, the EPB programjcan_be closed and the laptop
. Return all items to the carrying case, except the encrypted flash drive.
The encrypted flash drive must be placed in the small blue vinyl pouch along
with the USB drives from both the tabulator and VAT, sealed with a flexible
plastic seal, and returned to the Receiving Board with your EPB laptop.
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Closing the Tabulator

Before closing the tabulator, open the thermal printer
lid, and un-roll the paper until just after the signatures
of the poll workers who signed the report at the
opening of the polls. Close the lid so that the printer
will begin printing right after the last report. The
printer light will turn green to indicate it is ready to
print.

Push the blue poll worker button on the back of the
ballot tabulator. The main menu will load. Select
Close Polls. The tabulator will ask you to confirm
you wish to close the polls, press Yes, Close the
Polls.

Enter Close Polls Password. Your password will be
located in the important forms envelope in the supply
box.

Wait while the Close Polls and Tally Report print.
The tabulator will attempt to send results via the
wireless modem. This may take 1-3 minutes. If the
modem transmission fails, try to re-send once. If the
transmission fails a second time, proceed with the
closing procedure, as normal.

All Election Inspectors present at the close of polls
must sign the bottom of all reports printed. Remove
the reports and place in the City Clerk envelope to
be taken back to the Receiving Board. DO NOT
separate the tapes; the Receiving Board will
separate the tapes during their review.

Creating report... Enabliogmedem ¢
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Closing the Tabulator Continued

The Polls are Closed

the frth vot ng c

ce
Print Tally

t
Print Ballot Count

Print Transmission Report

Clear ballots and counters

Once the Close Polls and Tally Reports have printed, check
the write-in statement of votes page of the poll book to
determine if you have any valid write-ins. With the exception
for an even-year August primary, where precinct delegates can
file in your precinct on Election Day, the list of valid write-in

andidates will be provided to you by the City Clerk’s Office. If
there|are any valid write-in candidates, from the main screen,
press| Print Write-in Report, to generate a tape that shows
each write-in vote that was recorded. The Write-In Report tape
should be placed in the Local Clerk envelope to the Receiving
Board. It is no longer necessary to hand-tally write-ins or
record on in the pollbook.

Turn the tabulator off using the red power button (back of unit)
and then unplug the tabulator.

IMPORTANT: Do not remove the Verity Scan from the docking
station before it is completely powered down and showing a
black screen (powered off).
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Delegates Elected to County Convention

The DELEGATES ELECTED TO COUNTY CONVENTION
booklet is only to be completed in even-numbered
years (e.g., 2026, 2028, 2030 etc.) at the August
Primary.

Check Republican and Democratic sections of your
tabulator tape under Candidates to County Convention.
If there are any write-in votes recorded in either party,
print a Write-In report tape prior to powering off the
tabulator (See previous page). This Write-In Report
tape is returned to the City Clerk’s Office in your To
Local Clerk Receiving Board Envelope. You do not
need to record the Write-In Candidates for Precinct
Delegate on your “Statement of Votes” page of the
pollbook.

Individuals Wishing to File as Precinct Delegate on Election Day

Precinct Delegate Write-In Candidate Declaration of Intent

Individuals wishing to file to run for Precinct
Delegate on Election Day may do so in the precinct
up until the time the polls close. To file in the
precinct, the voter completes the Precinct Delegate
Write-In Candidate Declaration of Intent form
located in Supply Box #2. Once the voter completes
the form, an election inspector signs the form in
place of the notary in Section 4 of the form. Once
the form is completed, contact the City Clerk’s Office
at (734) 794-6149 so we can update our records
with the new candidate. File the completed
application in the Return to Local Clerk Receiving
Board Envelope.

Do NOT suggest to any voter that they should
declare themselves as a Precinct Delegate Write-in
Candidate — this is viewed as campaigning within
the 100-foot prohibition in the polling location.

82




Depositing of Ballots

Totera

1)

2)

Put all unused ballots back in one of the two vinyl
canvas ballot containers and zip closed.

Remove ALL voted ballots using the front door of the
ballot box and place them neatly in the other vinyl

canvas ballot container.
Check again that NO ballots are left in the black

ballot box — every inspector should check both the
auxiliary bin and main compartment of the box.

Seal spoiled and defective ballots in the SPOILED
OR DEFECTIVE BALLOTS envelope using a red
paper seal. Seal the original ballots that you
duplicated from — assuming your precinct had to
duplicate ballots — in the ORIGINAL BALLOTS (THAT
HAVE BEEN DUPLICATED) envelope using a red paper seal.

Place the SPOILED OR DEFECTIVE BALLOTS
envelope, the ORIGINAL BALLOTS envelope, the
VAT BALLOT envelope sealed with a red paper
seal, and the SURRENDERED AV BALLOTS
envelope sealed with a red paper seal in the vinyl
canvas ballot container containing the voted ballots
and zip it closed.

IMPORTANT! Except for the envelope ballots in the
PROVISIONAL BALLOT STORAGE ENVELOPE
that will be returned to the City Clerk’s Office at the
end of the evening, ALL USED BALLOTS will be
sealed in one vinyl canvas ballot container and all
UNUSED BALLOTS will be sealed in the second
vinyl canvas ballot container.
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Sealing the Ballot Container

BALLOT CONTAINER CERTIFICATE

OATE 8 /5 /08 waromcr 2-0¢

THIS BOX CONTAINS S¥F _ VOTED BALLOTS
CUATITY

We ihe undarsigned certify thet
SWi#_/PLIFI is being olftxad 10 the balol box

In the front pocket of the Zippered Notebook, you will
find two plastic sleeves - one containing a blue card
(Ballot Container Certificate) and one white card
(Unused Ballot Container Certificate) and four plastic
pull-tight seals with serial numbers imprinted on their
end tabs. ONE pull-tight seal will be used to properly
seal each of the vinyl canvas ballot bags containing
ballots. Use the second set of plastic seals ONLY if you
have to replace the first.

1)Complete the Voted Ballot Container Certificate.
Remove the blue card (Ballot Container Certificate) from
its plastic sleeve. Record the following on the
appropriate line:

a. The number of tabulated ballots (the number of ballots
contained in the bag).

b. The seal number of the pull-tight seal that is being
used to seal the bag.

c. The signature of the person who will seal the blue
ballot container AND the signature of the person who
will verify the sealing of the blue ballot container. The
inspectors sealing and verifying the pouch must be a
Democrat and a Republican (no minor political party
inspectors) — one will seal, and the other major
political party election inspector will verify.

The information from items a, b and c above will also be

entered into the Certificate of Election Inspectors form
in the paper Poll Book. (See page 88).
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Sealing the Ballot Container Continued

2) Complete the Unvoted Ballot Container Certificate.
Remove the white card (Unvoted Ballot Container
ertificate) from its plastic sleeve. Record the following
on the appropriate line:

Use this opening!

a. The seal number of the pull-tight seal that is being
used to seal the bag.

b. The signature of the person who will seal the blue
ballot container AND the signature of the person
who will verify the sealing of the blue ballot
container. The inspectors sealing and verifying the
pouch must be a Democrat and a Republican (no
minor political party inspectors) — one will seal, and

Not these Not these the other major political party election inspector will

holes! holes! verify.

3) Seal the Ballot Containers.

Put the Ballot Container Certificate card back into the
plastic sleeve. Now attach it with the proper blue pull-
tight seal (make sure you use the seal with the seal
numbers you recorded on the Certificate). See left for
proper sealing technique. Pull it tight! Use the correct
holes! Repeat this step for both the Voted and Unvoted
containers.

Remember...if you break these seals for any reason,
a new seal must be used and the new seal number
must be recorded on the Ballot Container Certificate
and Certificate of Election Inspectors in the paper Poll
Book.
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Closing the Touch Writer VAT
Push blue poll worker button on back of the touch writer. Main menu will load.

poit (20524 power

WORKER || S BUTTON

’ k. Y
«',‘_

Select an option from the list below

Close Polls
Change settings

Administrator Menu

11:54 AM _itimou G2

Menu

Confirmation required

Yes, close the polls

No, don’t close the polls

11:54 AM

At the top of the screen select Menu.

3)
4.)

5.)

6.)

7))

8.)

9)

Enter the VAT Poll Worker Code. This code will be
provided in your important document envelope.

Select Close Polls.

The Touch Writer will ask you to verify that you want
to close the polls. Press “Yes, Close the Polls.”

Enter Close Polls Code. This code will be provided
in your important document envelope.

Remove report tapes, sign and store in To Local
Clerk Receiving Board Envelope.

Press the red power button on the back of the unit to
power-off the Voter Assist Terminal.

Using a pair of scissors or wire cutters, cut and
remove the blue pull-tight seal on the memory device
lid. Using the black key, unlock the lid.

Hold the black USB drive firmly and gently pull it
from the device. Place the USB Drives in the small
blue vinyl transfer pouch labeled “Washtenaw
County.”

10.) Close up the unit by reversing the directions on page

19.

11.) Leave the Touch Writer VAT and printer where you

found them in the morning.
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Closing the Tabulator

1.) Unplug the tabulator if you haven'’t already done so.

2)

3.)

4.)

Using a pair of scissors or wire cutters, cut and
remove the blue pull-tight seal on the memory
device lid of the ballot tabulator.

Using the black key, unlock the lid covering the USB
drive.

Hold the black USB drive firmly and gently pull it
from the device. (DO NOT REMOVE the blue
wireless modem from the lid of the ballot tabulator).

Place the USB Drive in the small blue vinyl transfer
pouch labeled “Washtenaw County.”

Record the date of the election; Ward/Precinct; and
and the person verifying the sealing on the
Tabulator Program  Transfer  Container
Certificate (see picture to the left). The inspectors
sealing and verifying the pouch must be a
Democrat and a Republican (no minor political
party inspectors) — one will seal, and the other
major political party election inspector will verify.

Place the sealed small blue vinyl transfer pouch
labeled “Washtenaw County” in the Zippered
Notebook. The Zippered Notebook will be returned
to the Receiving Board at the end of the night.
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Certificate of Election Inspectors
Complete the Certificate of Election Inspectors form in the paper Poll Book in ink.

PRESS FIRMLY!

Statement o Vates ~ CLIF or ATTACH Tabulsar Tape 1 this Page

JURISOI PRECINCT #
) ELECTION INSPECTORS’ COMPLETION CERTIFICATE

/ After the Polls closed, we completed the following:

[1 Recorded the m

0

umber of voters ai
0 Vote. If they do not agree and a
A

(3€) SEAL VERIFICATION
. ston nspecors, cirly
ina b

See next page for
large size illustration
of this report.

Insert the humber of voters according to the
EPB List of Voters Report - This is the total
number of people that voted at your precinct as
shown on the last line of the List of Voters report
(in the EPB).

Insert the number of ballots tabulated
according to the Public Counter of the
Tabulator - This number must be taken directly
from the bottom left corner of the tabulator screen.
It is also Line D on the Ballot Summary report in
the EPB and on the printed tabulator tape.

Check off the pink shaded boxes to indicate that
each task listed has been completed.

Record the appropriate seal number(s) for the
BALLOT STORAGE CONTAINERS (the large
Zippered canvas bag(s) used to store and transport
the voted and unvoted ballots).

Record the appropriate seal number from the
TRANSFER CONTAINER (the small zippered blue
bag used to store the EPB flash drive and the flash
drives from the tabulator and VAT).

The election inspector who SEALED the BALLOT
STORAGE CONTAINER and the TRANSFER
CONTAINER must sign in the appropriate pink
space (must be a Democrat or a Republican).

The election inspector who VERIFIED the sealing
of the BALLOT STORAGE CONTAINERS and the
TRANSFER CONTAINER must sign in the
appropriate pink space (inspector must be of the
other major political party than the sealer).

ALL election inspectors present at the closing must
sign the Certificate of Election Inspectors form in
INK.
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Don'’t forget!

Ve rify th iS Statement of Uoles ~ LLIE nr. ATTAGH Tehuipine Tape to this Page

mformagon is

correct!g

[
»

JURISDICTION: PRECINCT #:

@) ELECTION INSPECTORS’ COMPLETION CERTIFICATE

PRESS ¥

+ REMEOWE ONLY THE WHITE AND PINK COPIES 1

ARSI LEAT 1B

|/ After the Polls closed, we completed the following:
[ Recorded the numher of hallots tabulated according to the public counter of the tabulaior as:............

[ Sealed all provisional envelope ballots for delivery to the Clerk, and recorded the number as:
'] Recorded the number of voters according fo the List of Voters (including AY Listif used) as. ............

[ Verified the number of hallots tabulaled plus provisional envelope ballots equals the number of voters b
if they do not, no discrepancies exist between the List of Voiers and Applications to Vote. If they do not ag
valid discrepancy exists, a notation was made in the Remarks Section. [ Yes [ N/A

|3 Completed and balanced the Ballat Summary Reporl. If the Ballot Summary Report did not balance and a vl
discrepancy exists, a notation was made in the Remarks Seclion. [ Yes [ N/A

[ Recorded all formal challenges made in the pracinct. if any, on the Challenged Page.
[7] Tahulated all valid ahsent voter baliots {if processed in the precinct).
[T Duplicated and tabulated ballats requiring duplication, if any.

 Tallied all valid write-in votes, if any, and recorded the totals on the Write-in Statement of Yotes.

i Attached a signed tahulalor total tape to all three copies of this page.

¢) SEAL VERIFICATION

WE, the undersigned members of the Board of Election Inspectors, certify that all used and unused balloy
voter assist terminal (YAT) ballots, Spoiled and Original ballot envelopes, but not the provisional ballot storake

envelope, were properly sealed into an approved .
Ballot Storage Container hy affixing seal(s): & Ho. %
K] If ballot container reqm'es twe (2] seald

WE, further certify that the Tabulator and/or EPB’Memory Device(s}, if removed, were propeny seale(ﬁmo an
approved Transfer Container by affixing seal No :

Sigpatura of Election Inspacior whi sealad \aerlﬁd the Ballot S‘lcrage
Ceftalnar and tha Transfer Contalner.

X

Jorage

/ Signature o Bhone #
1 CH B 3 PN
2. Xoniay 8. X :: =
a X / 5. X ::
2 X / P 0. - :: P,
1. 500 .:
1. X : N Ty

MANILA - Remiaing in Poll Bonk Whith iseiaced in Envsiope i COUNTY CLERK
L

A o coun,
%,

: &
'!b <&
182%
Washtenaw County,
Michigan

The difference
between
these two
numbers must
be the number
of “envelope”
and
confiscated
ballots. This
number is
recorded on
the middle
line.
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Relax! you are on the home stretch!
Now is the time to put things in their final location.

Packing up Supplies

EPB Laptop Carrying Case:

e |aptop, surge protector, mouse, mouse pad, magnetic
card reader, and the computer power cord.

Blue Rolling Supply Bin:
Unused Application to Vote forms
Unused Voter Registration forms

Unused Provisional Ballot Form and Ballot Security
Envelopes

Secrecy Sleeves

Posted signs and other election materials that you put
up in the morning. Don’t forget the flag (if applicable).

Other miscellaneous supplies such as pens, paper clips
and tape.

You may now dispose of (or preferably, recycle) the ballot
stubs.

Break down the voting booths.

Leave large white curbside and street signs in place. They will
be picked up by City Staff later.

Misc. Supplies

o i
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Tidying Up the Precinct

Return the blue rolling supply bin and voting booths to
the location where you found them in the morning.

Leave the Black Ballot Box with tabulator in place and
the front ballot door unlocked. The sealed ballot bag

containing the UNVOTED BALLOTS may be placed
inside the back bin where you found them in the
morning. (The voted ballot bag will be delivered to the
Receiving Board at the end of the night.)

Please DO NOT REMOVE large signs, sawhorses, or
other markers on the outside of the precinct building
unless you, an election inspector, placed them outside.
These signs and markers were set up by City workers
and they will be collected by City workers after the
election as well. If you move them, the workers may not
be able to find them.
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Receiving Board Envelope

RETURN THIS
ENVELOPE TO
LOCAIL CLERK

TO: LOCAL CLERK
RECEIVING BOARD ENVELOPE

RSN e AN NN PN N e
R

BIG WHITE ENVELOPE!

Place the following items into the large white
envelope marked TO LOCAL CLERK: RECEIVING
BOARD. This envelope will be delivered to the
Receiving Board on the night of the election.

2-ring Poll Book (do not detach any forms)

Zero tapes with 3 totals tapes attached signed by all
inspectors (do not cut any of the tapes)

Opening Check-Off List

Voter ID Affidavit Tally Sheet

Problem Sheet

Notes to Jackie, Kristen, & Steve

Precinct Reconciliation Form

Completed Voter Registration Applications
Completed Provisional Ballot Form and Ballot
Security Envelope for voters who were issued either
provisional envelope or affidavit ballots stored inside
a Provisional Ballot Storage Envelope (see
Appendix J)

10.) Completed Flow Charts for Voters not in EPB
11.) Voter Registration Receipts (from voters who

registered with last 14 days at Clerk’s Office)

12.) Completed Applications to Vote on spindle(s)
13.) Completed Time Sheet (times will be amended for

individuals returning election materials to the
Receiving Board)

14.) Completed Closing Check-Off Lists

Seal the envelope with a paper seal and affix proper
initials on it.

Make sure to properly complete paper seal!

92



Depositing of Keys

Good Job!

Place the tabulator, VAT, and room/building keys in
the black zippered pouch (inside front) of Zippered
Notebook. Make sure to put the orange handled
metal cutters in the black zipper pouch also.

The Zippered Notebook is not a garbage bag.
Please don’t put everything that is left at the precinct
in this notebook. Make sure to close the rings and
don’t force the zipper closed.

One Democratic election inspector and one
Republican election inspector (not necessarily
including the Chairperson) shall deliver the following
election documents to the Receiving Board:

e Sealed TO LOCAL CLERK RECEIVING
BOARD envelope

o Zippered Notebook with keys to the tabulator
and room/building; sealed small blue vinyl
pouch containing EPB Flash drive and flash
drives from tabulator and VAT

e Sealed large vinyl canvas Ballot Container(s)
containing all VOTED BALLOTS

e EPB Laptop(s).

Thank you for your help!!
Elections are possible
only because of people
like you! Congratulations!
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Appendix A - Trouble shooting at the EPB!

Laptop won’t turn on

Unplug power cord from the left side of the laptop.
Re-plug power cord back into laptop.

Press “ON” button.

“ON” button that you just pressed will light up.

Passwords

o PASSWORDS ARE CASE SENSITIVE!!l ONLY PASSWORDS ARE
CASE SENSITIVEI!

Screen goes blank

e Wiggle mouse. EPB screen will re-appear.

Screen goes blue

e |If the screen goes blue except for the two icons in the upper left hand
corner, you minimized the EPB Screen.

e Look at the bottom of the computer screen to see the minimized button.

e Click on this minimized button to maximize EPB screen.

Can’t perform first BACKUP.

e Minimize the EPB screen so you can see the blue screen with two icons
at upper left-hand corner.

e Unplug flash drive.

e Put flash drive back into the proper port (marked with an arrow €)
ensuring the flash drive is completely plugged in.

e Wait for the pop-up to appear displaying the USB Drive. Be patient!!

e See page 5 for complete instructions.

e Once you are sure that the flash drive is detected, minimize that screen.

e Maximize EPB ||i button at the bottom of the computer screen.
e Try to BACKUP again.
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Hint to clear DLN/Name search box quickly

e Double click anywhere on the string of characters (whether name or driver
license number [DLN]) inside the search box.

e While the string of characters (name or DLN) is highlighted in blue, hit the
backspace button. This will clear the search box of all characters.
Remember, driver license numbers have too many characters to quickly
erase by using the back space button.

Screen appears frozen OR Can’t put in new voter name

e First, check to see if you have a voter’s record locked in. If so, you must
click the “Unlock this voter without performing any action” button.

e Next, check to see if the DLN/Name search box is completely empty. Look
closely in the box for any periods (.), commas (,) or spaces ( ) from last
voter’s driver license you swiped.

e You must remove ALL stray characters from the search box before you
can continue.

Having trouble? | bet there is a
period or comma inside this box!
Make sure to erase everything
inside the search box.

File Edit R

Election:

DLN / Name:

This Precinct}other | Unisted |

Thaes watare ara | r within tha eal, d innar

e |If the above doesn’t work, click “Lock this voter record” button. If voter
action buttons appear (Regular ballot, Provisional ballots, Challenged
ballot, Spoil a ballot, etc.), then click on “Unlock this voter without
performing any action” button. Now you can use the DLN/Name search
box again.

« If your computer locked up (see picture below), then you need to enter
the password Elections inside the password box.

Type Elections inside the
password box. Remember,

passwords are case sensitive!
Then, hit the enter key on the

kevhoard
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Other IMPORTANT Hints

e Do NOT use the Caps Lock key. Use the Shift key for all capital letters.

¢ |f you want to use the numeric keypad on the right side of your keyboard,
make sure that the “NumLock” button is “on”.

e Dates are to be entered in this way: 4/2/1956. The computer will not
recognize month names if they are spelled out. Use numbers to indicate
dates separated by slashes.

e Use the Table of Contents in your Manual, to easily find things!

e Read all the words in a dialogue box when they appear on your screen.
Don’t be afraid!

¢ Do not attempt to use the EPB laptop for anything other than recording
election information.

¢ Do not have food or beverages near the EPB laptop! Do not eat or drink
while you are working at the EPB laptop!

e Be patient with the computer especially when first setting up the EPB
(e.g., Privacy Zone) and “backing up”. Randomly clicking and re-clicking
on icons or buttons will only slow the computers processing.

e The Back-up procedure takes just a bit longer as you go through the day.
Be Patient!

e Use the one-page guides! There is a Provisional Ballot Quick Guide (bi-
fold) in your zippered notebook and checklist for opening and closing the
polls.

e Remember to use Helpful Hint (page 28) when preparing ballots for
voters.

e Don'’t forget that the auto advance of the EPB will be off if you issue a
voter a ballot from the “Other” tab or from the “Unlisted” tab. Listen for
the ballot number the inspector at the ballot station tells you!

INSPECTORS AT THE EPB & BALLOT STATIONS SHOULD
CONSTANTLY COMMUNICATE WITH EACH OTHER! Make sure the EPB
ballot number matches the ballot number on the physical ballot given to
that voter. Look and read the number on the ballot stubs!
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Appendix B - Voter Status Note Reference Guide

Status Description Actions to Implement
Challenged Age Voter is given oath, and
Citizenship answers questions
Residency regarding eligibility.
Complete the challenged
portion of the poll book.
Write ballot number on the
back of and cover with
post-it tape. Let voter
tabulate ballot.
Status Description Actions to Implement
Verify Confirm Address Have voter verbally
Date of Birth confirm the information in
question. Let voter
tabulate ballot.
Citizenship Have voter complete the
application to vote. As long
as the application is
signed, let voter tabulate
ballot.
Sign Registration Card Have voter complete voter
registration form in binder.
Let voter tabulate ballot
Description Actions to Implement
Absentee Ballot Call 734-794-6149 to confirm a ballot was not
Sent received. If voter does not have the ballot, have
them complete affidavit of voter not in possession
and vote as normal. If the voter has their ballot,
they may choose to cast that ballot or receive a
new one.
Absentee Ballot | Inform the voter they have previously returned a
Sent/Received | ballot and the ballot is being counted at the AVCB.
Do not allow them to vote in precinct.
Description Actions to Implement
Must show ID before | Refer to Appendix C for acceptable forms of
voting (Federal ID. If voter does not have ID, they must vote
Requirement) a provisional envelope ballot.
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Appendix C - ID Requirements Information Sheet

State Photo ID Requirement — Everyone!!

The following are acceptable forms of identification:

Driver’s License or photo ID form MI or another state

Federal or state government-issued photo ID

U.S. Passport

Military photo ID

Photo ID from high school, college or university

Tribal photo ID

Local photo ID (e.g., a Washtenaw County ID Card) — not for federal ID

NO ID = must fill out Affidavit on back of Application to Vote
NO ID and NO Affidavit = NO Ballot

Federal ID Requirement — Voters with “Must show ID before voting (Federal
Requirement)” in the Voter Status Window

Voter must supply an acceptable form of picture ID (above) OR

e Read the following to the voter:
“Our records indicate that you are subject to the Federal ID Requirement. This applies to any
voters who have registered by mail and have never voted. Therefore, in addition to signing the

Affidavit (above) you must provide one of the following”

These must be dated/issued within the last year and have the voter’'s name and address:

e Paycheck/paystub e Tuition Statement (public
e Social Security Check college/university
e Tas Return Check or Statement e Bill/Correspondence from Federal,
issued by the IRS or State State, or Local Government
e Gas, Phone, Electric, Water, Cable or e Resolution of a Criminal Case
other utility bill Document (contact Clerk’s office)
e Bank Statement e Public Transportation Discount Card
e Vehicle Registration e Marriage License
e Electronic Benefit Transaction (EBT)
Card
e Department of Social Services (DSS)
Card

e Medicare/Medicaid Card
e Veteran’s ID Card
e Public Housing Lease Agreement
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Appendix D - Challenger -v- Poll Watcher Quick Reference Sheet

polls close.

Challengers Poll Watchers
Must.ca_rry creden.tlals issued by Yes No
@ppointing authority.
M'ust. be registered to vote in Yes No
Michigan.
Has th? rlg_ht_ t_o_ challenge a Yes No
person’s eligibility to vote.
Ha; the right tq chgllenge the Yes No
@ctions of election inspectors.
May stand or sit behind processing Yes No — must remain in public
table. area.
Has the right to look at the Poll Yes - but only as permitted _by
. . Yes precinct board and when voting
Book and other election materials. )
process will not be delayed.

May handle the Poll Book and other

. : No No
election materials.
May use a video camera or

! o . No No

recording device in polling place.
May use a cell phone in polling Y_es - |f not Yes - if not disruptive.
place. disruptive.
May wear clothing, buttons, arm
bands, vests, etc. that name No No
organization he or she represents.
Has the right to approach and No No
question voters.
May remain in the polling place
until the election inspectors Yes Yes
complete their work.
May obtain the vote results
generated in the precinct after the Yes Yes
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Appendix E - The Appointment, Rights and Duties of Election

Challengers

THE APPOINTMENT, RIGHTS AND DUTIES OF
ELECTION CHALLENGERS AND POLL WATCHERS

Michigan Department of State
Bureau of Elections
September 2020
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This publication is designed to familiarize election inspectors, voters, interested organizations,
and others with the rights and duties of election challengers and poll watchers. Election
challengers and poll watchers who follow the guidance provided in this publication can play a
constructive role in verifying that the election is conducted openly and fairly.

Challenges must not be based on an “impression” that the voter is ineligible due to his
or her manner of dress; inability to read or write English; the voter’'s perceived race,
ethnic background, physical or mental disability, support for or opposition to a candidate
or political party; or the voter’s need for assistance with the voting process. A challenger
cannot challenge a voter’s right to vote unless the challenger has “good reason to believe” that
the voter is not eligible to vote in the precinct.

A voter cannot be challenged simply because he or she does not have or is not in possession of
acceptable picture ID, as long as the voter signs the Affidavit of Voter Not in Possession of
Picture ID. However, a voter who is unable to show picture identification can be challenged if a
challenger has good reason to believe that the person is not qualified to vote in the precinct,
independent of the voter's inability to provide acceptable picture ID.

NOTE for November 2020 general election: Pursuant to Governor Whitmer’'s Executive
Order 2020-153 (and any subsequent orders replacing it), all challengers and poll
watchers must wear a face covering over their nose and mouth when in a polling
location.

Abuse of the challenge process can have serious consequences including the
disenfranchisement of qualified voters, criminal violations, and legal challenges over the election
results. The precinct chairperson has the authority to expel challengers who abuse the
challenge process.

Voters who have questions regarding election challengers or poll watchers must seek
assistance from election inspectors or the city or township clerk. Election inspectors should
direct any inquiries regarding this publication to their clerk.

Challengers and poll watchers requiring additional information should direct their inquiries to
their sponsoring organization and/or legal counsel.
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Introduction

Each election is an open and transparent process that may be observed by any interested
person. Election challengers may be appointed by political parties and qualified interest groups
to observe the election process. A person who wishes to observe but is not a qualified election
challenger is commonly called a poll watcher. There are a number of important distinctions

between challengers and poll watchers:

ELECTION CHALLENGERS AND POLL WATCHERS:
SUMMARY OF RIGHTS AND DUTIES

Challengers Poll Watchers

Must carry credentials issued by appointing authority. Yes No
Must be registered to vote in Michigan. Yes No
Has the right to challenge a person’s eligibility to Yes No
vote.
Has the right to challenge the actions of election
. Yes No
inspectors.
May stand or sit behind processing table. Yes No — must remain in public area.
Must wear a face covering over their nose and mouth

. o Yes Yes
at all times while inside.
Has the right to look at the Pollbook and other ves -~ but or?ly as permitted by

. . Yes precinct chairperson and when
election materials. X ;
voting process will not be delayed.

May touch or handle the Pollbook and other election

. No No
materials.
May use a video camera or recording device, or the
camera or recording features of a smart phone or No No
tablet in polling place or clerk’s office.
May otherwise use a smart phone, tablet, laptop, or Yes — if not
other electronic device in polling place or clerk’s . . Yes — if not disruptive.

X disruptive.

office.
May use a smart phone, tablet, laptop, camera or
other electronic device in absent voter counting No No
board.
May wear clothing, button, arm band, vest, etc. that
. e 2 No No
identifies organization he or she represents.
May place tables in the polls. No No
Has the right to approach and question voters. No No
Can offer assistance to voters. No No
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May remain in the polling place after the close of

polls until the election inspectors complete their Yes Yes
work.

May obtain the vote results generated in the precinct Yes Yes
after the polls close.

ELECTION CHALLENGERS

| Challenger Eligibility

All election challengers must be registered to vote in Michigan. Additionally, a challenger must
not serve as an election inspector in the election, and must not be a candidate for any elective
office in the election (except that during the August even-year election, a candidate for precinct
delegate may serve as a challenger in a precinct where he or she is not a candidate.)

Appointment of Challengers

Election challengers may be appointed by:

* A political party that is eligible to appear on the ballot in Michigan.

+ An organized group of citizens interested in the passage or defeat of a ballot proposal
being voted on at the election.

* An organized group interested in preserving the purity of elections and guarding against
the abuse of the elective franchise.

* An incorporated organization.

Note that candidates, candidate committees, or any other types of organizations expressly
formed to support or oppose candidates are not authorized to appoint challengers.

Political parties may appoint election challengers to serve at partisan and nonpartisan elections,
and the appointments may be made at any time through the date of the election. A political
party is not required to follow the application process described below in order to appoint
election challengers.

However, other sponsoring organizations must successfully complete the appointment
authorization application process to appoint challengers. An incorporated organization, a group
interested in the adoption or defeat of a proposal on the ballot, or a group interested in
preserving the purity of elections and in guarding against the abuse of the elective franchise
must file the following with the clerk of the county, city or township where the election will be
held, between the 20" and 30" day prior to Election Day:

+ A written statement indicating the organization’s or group’s intention to appoint election
challengers and the reason why the right to make the appointments is claimed. The
statement must be signed under oath (notarized) by the chief presiding officer, secretary
or any other officer of the group or organization; and
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* A copy of the challenger identification card which will be carried by the group’s or
organization’s appointed challengers. The identification card must have entry spaces for
the challenger's name, the group'’s or organization's name, the precinct or precincts in
which the challenger is authorized to serve, and the signature of a recognized officer of
the group or organization.

The county, city or township clerk receiving a challenger appointment authorization application
must approve or deny the request and notify the group or organization of the decision within two
business days. If the application is approved, the clerk must notify all precincts in the
jurisdiction of the groups and organizations that have gained the right to appoint challengers at
the election before the opening of the polls.

The clerk may deny a challenger appointment authorization application if the group or
organization fails to demonstrate that it is qualified to appoint challengers, or the application is
not timely filed. If the application is denied, the group or organization may appeal the decision
to the Secretary of State within two business days after receipt of the denial. Upon the receipt
of an appeal, the Secretary of State must render a decision and notify the organization or group
of the decision within two business days. Notice of the decision is also forwarded to the clerk
who issued the application denial.

Challenger Identification Cards

A challenger must have in his or her possession a challenger identification card issued by the
political party, organization or group he or she represents.

When entering the precinct, the challenger must show the card to the chairperson of the
precinct board.

It is recommended that a challenger also wear a badge with the words “ELECTION
CHALLENGER," but the badge cannot refer to the challenger’s political party or organization.

| Challenger Conduct Standards

Challengers must conduct themselves in an orderly manner at all times. A challenger can be
expelled from the precinct for unnecessarily obstructing or delaying the work of the election

inspectors; touching ballots, election materials or voting equipment; campaigning; or acting in a
disorderly manner.

NOTE: If a challenger viclates these standards of conduct, an election inspector will ask them to
leave. If they refuse to leave, an election inspector will call law enforcement.

¢ A challenger is prohibited from threatening or intimidating voters entering the polling
place, applying to vote, entering a voting station, voting, or leaving the polling place.

* A challenger must have challenger credentials and have in his or her possession a
challenger identification card issued by the political party, organization, or group that he
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or she represents. If someone shows up without challenger credentials, then they are a
poll watcher. See “POLLWATCHERS” section below. If they do not comply with the
requirements of a poll watcher, they will be asked to leave. If they do not, law
enforcement will be called.

¢ Challenges must not be made indiscriminately or without good cause.

* Challengers cannot campaign, distribute literature wear campaign apparel or display any
campaign material in the polls or within 100 feet of any doorway used by voters to enter
the building where the polling place is located.

¢ A challenger is prohibited from wearing a button, armband, vest, shirt, hat or similar item
which identifies the organization he or she represents.

¢ Challengers are not authorized to approach voters or talk directly to voters for any
reason.

¢ Challengers are prohibited from wearing, displaying, or saying anything that suggests or
implies they are available to assist voters in any way or answer questions that voters
may have.

e Challengers are not authorized to place tables in the polls.

¢ Challengers may stand behind the processing table, but must give precinct workers
ample space to perform their duties and must not hinder or impede voters.

o Challengers are prohibited from using video cameras or recording devices in the polling
place, including the camera or recording features of a smart phone or tablet.

* Challengers are prohibited from using phones, laptops, tablets or other electronic
devices in an absent voter counting board.

In the polling place. Note that a challenger may be appointed to serve in more than one
precinct. Up to two challengers appointed by the same political party or sponsoring organization
may simultaneously serve in the same precinct. If two challengers are representing a political
party or an organization in the precinct, only one of the challengers is authorized to challenge at
any given time. The challengers may alternate who possesses the authority to challenge, but
must advise the precinct board each time the authority is transferred.

In the absent voter counting board. Only one challenger per political party or sponsoring
organization may serve in an absent voter counting board. Note that all electronic devices,
including phones, laptops, tablets, cannot be used in an absent voter counting board.
Additionally, any challenger who serves in an absent voter counting board is required to remain
in the room where the absent voter counting board is working until polls close at 8:00 p.m., and
must take and sign the following oath:

“l (name) do solemnly swear (or affirm) that | shall not communicate in any way information
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relative to the processing or tallying of voters that may come to me while in this counting place

until after the polls are closed.”

Rights of Challengers

Election challengers have the right to:

Observe the election process in voting precincts and absent voter counting boards at a
reasonable distance, allowing precinct workers sufficient room to perform their duties.

Challenge a person'’s right to vote if the challenger has good reason to believe that the
person is not eligible to vote in the precinct.

Challenge the actions of the election inspectors if the challenger believes that election laws
are not being followed.

Examine the voting equipment before the polls open and after the polls close.
Observe the processing of voters, but in a manner that does not hinder or impede voters.

Observe each person offering to vote. (Challengers must respect the voter's right to a
secret ballot and cannot monitor voters marking their ballots.)

Inspect the Applications to Vote, Pollbook, registration list and any other materials used to
process voters at the polling place. (When exercising this right, challengers cannot touch
any of these materials.)

Take notes on the persons offering to vote, the election procedures being carried out, and
the actions of the precinct board. (Notes may be kept or recorded on a smart phone or
tablet, but challengers are prohibited from using the camera or recording features of any
electronic device in the polling place.)

Notify the precinct board of any improper handling of a ballot by a voter or an election
inspector; that the 100-foot campaign restriction is being violated; or that any other election
law or procedure is being violated.

Remain in the precinct until precinct inspectors complete their work.

The precinct board must provide space for challengers to enable them to observe all election
procedures. Challengers may position themselves behind the election inspectors’ table but
must give election inspectors sufficient space to work.

Those present in the polls (including election inspectors and voters) are prohibited from
threatening or intimidating any challengers present in the polling place.
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Types of Challenges

Against a practice or procedure. In addition, challengers may challenge the actions of
election inspectors if the challenger believes that election laws are not being followed.

Against a voter. A challenger cannot challenge a voter’s right to vote unless the challenger
has good reason to believe that the voter is not eligible to vote in the precinct. Challenges must
not be based on an “impression” that the voter may be ineligible due to his or her manner of
dress; inability to read or write English; the voter’s perceived race, ethnic background, physical
or mental disability, or support for or opposition to a candidate or political party; or the voter's
need for assistance with the voting process.

A voter cannot be challenged simply because he or she does not have or is not in possession of
acceptable picture ID, as long as the voter signs the Affidavit of Voter Not in Possession of
Picture ID. However, a voter who is unable to show picture identification can be challenged if a
challenger has good reason to believe that the person is not qualified to vote in the precinct,
independent of the voter’s inability to provide acceptable picture ID.

Every effort must be made to ensure that challenge procedures are properly carried out. Abuse
of the challenge process can have serious consequences including the disenfranchisement of
qualified voters, criminal violations, and legal challenges over the election results. The precinct
chairperson has the authority to expel challengers who abuse the challenge process.

There are six types of challenges that may be made on Election Day: unqualified voter,
absentee voter in the polls, precinct board’s failure to issue a challenged ballot when required,
challenge against an absent voter ballot, precinct board’s failure to comply with election laws, or
precinct board’s administration of the voter identification requirement.

Unqualified Voter/Voter Lacks Qualifications to Vote. A challenger has the right to
challenge a voter if the challenger has good reason to believe that a person who offers to vote:
1) is not a resident of the city or township, 2) is under 18 years of age, 3) is not a United States
citizen, or 4) is not registered to vote in the precinct. Generally, these challenges are based on
research conducted before Election Day by the challenger or organization he or she represents.
In other cases, the voter may make a statement regarding his or her age, residency, registration
or citizenship status when offering to vote that gives the challenger good reason to believe that
the voter is not qualified to vote in the precinct.

Challenges must be directed to the precinct chairperson before the voter is issued a ballot.
After the challenge is made, the chairperson (or an election inspector designated by the
chairperson as responsible for supervising the challenge) must ensure it is conducted promptly
and courteously. If there are other voters waiting in line, the challenged voter can be taken
aside for questioning to avoid processing delays. The challenge proceeds as follows:

1. After the challenge is made, the precinct chairperson or designated election inspector
administers the following oath to the voter:

“I swear (or affirm) that | will truthfully answer all questions put to me concerning

112



my qualifications as a voter.”

2. After the voter takes the oath, the precinct chairperson or designated election inspector
questions the voter, confining the inquiry to the person’s qualifications to vote (age,
residency, citizenship or registration status).

3. If the answers given under oath prove that the challenged voter is qualified to vote in the
precinct, he or she is allowed to vote a specially prepared challenged ballot. After voting,
the voter deposits the ballot in the tabulator under the regular procedure. Challenged
ballots are not placed in provisional ballot envelopes unless the voter is required to
vote a provisional envelope ballot for some other reason. However, a challenged voter
cannot vote if he or she refuses to take the oath, refuses to answer appropriate questions
under oath, or is found to be not qualified to vote through the answers given under oath.

4. A complete record of the challenge must be entered on the Challenged Voters page in the
Pollbook. The record must include the name, address and telephone number of the person
making the challenge; the reason for the challenge; the time of the challenge; the name,
address and telephone number of the person challenged; and any other pertinent
information.

Absentee Voter at Polls. A challenger has the right to challenge any voter issued an absentee
ballot who appears at the polls to vote on Election Day claiming that he or she never received
the absent voter ballot, or that the absent voter ballot was lost or destroyed.

If this type of challenge is made, instruct the voter to either: 1) Surrender the absent voter
ballot, or 2) Complete the Affidavit of Lost or Destroyed Absent Voter Ballot; an election
inspector must contact the clerk to verify that the absent voter ballot was not returned. Allow the
voter to vote a specially prepared challenged ballot and enter a complete record of the
challenge on the Challenged Voters page in the Pollbook. It is not necessary to question the
voter under oath.

Precinct Board’s Failure to Issue a Challenged Ballot When Required: Under the
circumstances described below, precinct inspectors must automatically issue a challenged
ballot:

1. A voter who refuses to enter the day and month of birth or enters an incorrect birthdate on
the Application to Vote form is required to vote a challenged ballot.

2. All provisional ballots must be prepared as challenged ballots.
3. If absent voter ballots are processed in the precinct, an absent voter ballot must be prepared
as a challenged ballot if the ballot stub is missing or the ballot number does not match the

number recorded.

4. A person who registers to vote in the 14 days immediately preceding Election Day without
providing a driver’s license or state-issued personal identification card is required to vote a
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challenged ballot. (The precinct list or voter registration receipt will indicate whether a
challenged ballot is required.)

If a challenger has reason to believe that the precinct board is not issuing a challenged ballot
when required, he or she must direct the challenge to the precinct chairperson. If the
chairperson rejects the challenge, the challenger may contact the clerk to resolve the matter.
The election inspectors must enter a complete record of the challenge on the Challenged Voters
page in the Pollbook.

Challenge Against an Absent Voter Ballot. If an absent voter ballot is challenged, prepare
the ballot as a challenged ballot and make a notation on the Challenged Voters page in the
Pollbook. Proceed with routine processing and tabulation of the ballot.

Precinct Board’s Failure to Comply with Election Laws. If a challenger has reason to
believe that the precinct board is not following applicable election laws, the actions of the
precinct board may be challenged by consulting with the precinct chairperson. If the
chairperson rejects the challenge, the challenger may contact the clerk to resolve the matter.
The election inspectors must enter a complete record of the challenge in the Pollbook.

Precinct Board’s Administration of the Voter Identification Requirement. Every voter who
attends the polls must show acceptable picture ID or sign an Affidavit of Voter Not in
Possession of Picture ID. A challenge may be made if an election inspector attempts to issue a
ballot to a voter who has not shown acceptable picture ID nor signed an Affidavit of Voter Not in
Possession of Picture ID. A challenge may also be made if the challenger has good reason to
believe that a person is not qualified to vote in the precinct (i.e., if a voter provides acceptable
picture ID with an address that is different than the address in the Pollbook).

A voter cannot be challenged simply because he or she does not have or is not in possession of
acceptable picture ID, as long as the voter signs the Affidavit of Voter Not in Possession of
Picture ID. However, a voter who is unable to show picture identification can be challenged if a
challenger has good reason to believe that the person is not qualified to vote in the precinct,
independent of the voter's inability to provide acceptable picture ID.

Penalties

Michigan election law provides penalties in the event of the following:

* A person submits a challenger appointment authorization application on behalf of a
group or organization that is not authorized to appoint challengers.

¢ A clerk knowingly fails to perform the duties related to the challenger appointment
process.

* A person challenges a qualified elector for the purpose of annoying or delaying the voter.

* A challenged elector gives false information regarding his or her qualifications to vote.

10
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* An election official or precinct board prevents a challenger from being present in the
polls or refuses to provide a challenger with any conveniences needed for the
performance of his or her duties.

11
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POLL WATCHERS

A person who wishes to observe the election process but who is not a qualified election
challenger is commonly called a poll watcher. Poll watchers must conduct themselves in an
orderly manner at all times. A poll watcher can be expelled from the precinct for acting
in a disorderly manner, including by campaigning; threatening or intimidating voters or
election inspectors; touching any election equipment; or disrupting the administration of
the election.

NOTE: If a poll watcher violates these standards of conduct, an election inspector will ask them
to leave. If they refuse to leave, an election inspector will call law enforcement.

Poll watchers:

Are not required to be registered to vote in Michigan.
* Are subject to the same conduct standards as challengers.
« Cannot be candidates for an elective office to be voted on at the election.

* Are not authorized to challenge a person'’s right to vote or the actions of the precinct
board.

* Are not permitted to position themselves or sit behind the election inspectors’ processing
table.

e Must sit or stand in the “public area” of the polling place where they will not interfere with
the voting process.

* Are not authorized to approach or talk to voters for any reason.

e Are allowed to view the Pollbook at the discretion of the precinct board chairperson.
Poll watchers who wish to be present in an absent voter counting board must remain in the
room in which the absent voter counting board is working until close of the polls at 8:00 p.m.,
and are required to take and sign the following oath:

“I (name) do solemnly swear (or affirm) that | shall not communicate in any way information

relative to the processing or tallying of voters that may come to me while in this counting place
until after the polls are closed.”

12
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Appendix F - Campaigner -v- Exit Pollster

Campaigning — Basic Rules:

No Campaigning Material/Campaigning within 100 feet of any doorway
used by voters to enter the building in which a polling place is located.
No posting/displaying campaign items on public or personal property
within 100 feet:

e No displaying “pro and con” info on the proposals on the ballot.

e No approaching voters to encourage who or what to vote for.

e No distributing any type of campaign literature or write-in stickers.

e No displaying signs, posters or bumper stickers.

e No attempting to collect petition signatures.
No requesting donations, selling tickets or engaging in similar activities.
Voters entering the polls must remove campaign buttons or cover up
clothing bearing a campaign slogan or a candidate’s name.
There is nothing to prohibit a voter from referring to campaign literature
or “slate cards” when voting.

e Voters must conceal campaign literature or other campaign materials

brought into the polls.
e Such materials may not be left behind in the voting station.

Inspectors are authorized and expected to uphold the rules!

Exit Polling — Basic Rules:

*Exit polling is the questioning of voters after they have left the polls.

No exit polling within 20 feet of any doorway used by voters to enter the
building in which a polling place is located.

Exit Pollsters may not enter the building in which the polling place is
located.

No interviewing Voters before they enter the polling place.
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Appendix G - Ballot Duplication

After 8:00 PM, two Election Inspectors of different political party affiliation will
determine if ballots need to be duplicated. There are only two reasons a ballot
would have to be duplicated:

e The ballot is defective and the voter was unwilling to re-vote a new ballot;
o Ballots were cast while the tabulator was inoperable and could not be
tabulated due to defect or improper markings.

Process of Duplicating Ballots

Remove all ballots from Auxiliary Bin. (Access from rear of ballot box);
Count out a number of unused ballots equal to the number of ballots to be
duplicated;

At the top of the first ballot to be duplicated write “ORG 1”. At the top of the
replacement ballot write “DUP 1”. The next ballot to be duplicated would be
“‘ORG 2” and then “DUP 2” and so on until all remaining ballots have been
duplicated;

One Election Inspector calls the valid votes from the original ballot as the
second Election Inspector marks the votes on the duplicate ballot. Following
the standards for “Valid” and “Invalid” ballot markings see Appendix H,
record all “Valid” ballot marks on duplicated ballot even if those marks
results in an over vote or crossover voter, (Only except is in the event an
invalid write in would create an overvote, see Appendix H for additional
information);

Once the ballots have been duplicated switch, so that the person that
marked the ballot reads the duplicated ballots to the person as the other
Election Inspector checks them against the original ballots;

Insert ballots into tabulator accepting ballots rejected for overvotes and
crossovers as needed.
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Appendix H - Determining the Validity of Optical Scan Ballot
Markings

DETERMINING THE VALIDITY OF BALLOT MARKINGS
Michigan election law, MCL 168.799a (3), provides the following direction on recounting ballots:

If the electronic voting system requires that the elector place a mark in a predefined area on the
ballot in order to cast a vote, the vote shall not be considered valid unless there is a mark within
the predefined area. A stray mark made within a predefined area is not a valid vote. In
determining whether a mark within a predefined area is a stray mark, the board of canvassers or
election official shall compare the mark subject to recount with other marks appearing on the
ballot. The secretary of state shall issue instructions, subject to the approval of the board of state
canvassers, relevant to stray marks to ensure the fairness and uniformity of determinations made
under this subsection. A secretary of state's instruction relevant to stray marks shall not be
applied to a ballot unless the secretary of state issued the instruction not less than 63 days before
the date of the election.

Similar direction is provided under Michigan election law, MCL 168.803(2):

If an electronic voting system requires that the elector place a mark in a predefined area on the
ballot in order to cast a vote, the vote shall not be considered valid unless there is a mark within
the predefined area. A stray mark made within a predefined area is not a valid vote. In
determining whether a mark within a predefined area is a stray mark, the board of canvassers or
election official shall compare the mark with other marks appearing on the ballot. The secretary
of state shall issue instructions, subject to the approval of the board of state canvassers, relevant
to stray marks to ensure the fairness and uniformity of determinations made under this
subsection. A secretary of state's instruction relevant to stray marks shall not be applied to a
ballot unless the secretary of state issued the instruction not less than 63 days before the date of
the election.

The above provisions of law were enacted to accommodate those situations where the tabulating
equipment employed to count ballots cast at an election is unable to recognize a properly cast vote.
Such situations generally stem from the voter not making a mark in the predefined target area. They
can also occur if the ballot marking is too light or small for the tabulator to recognize the presence of a
vote.

The proper way to indicate a vote on a ballot is to make a mark within the predefined area designated
for casting a vote. Markings that are inconsistent with this standard cannot be counted as votes.
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Valid markings: Each of the examples provided below is a valid vote as there is a mark within the
predefined target area for casting a vote.

For ballots with boxes:

(o
] [X

Invalid markings: Each of the examples provided below is an invalid vote as a mark does not appear
within the predefined target area designated for casting a vote.

For ballots with boxes:

()=

X /

Corrections: A correction that causes a false tabulator read does not count as a valid vote. For ballots

with boxes:

In each example above, count the top position only.

Stray Marks: A stray mark made within a predefined target area is not a valid vote. In determining
whether a mark within a predefined target area is a stray mark, the board of canvassers or election
official (or board of election inspectors, when visually inspecting an absentee ballot rejected by the
tabulator) shall compare the mark with other marks appearing on the ballot. Note, a cross or checkmark
appearing in the predefined target area is not considered a stray mark and is a valid vote even if the
voter does not consistently mark the entire ballot with a cross or checkmark.

For ballots with boxes:

Candidate A

Candidate B

Candidate C .

In all three examples above, count the top two positions only.

122



Examples of false read situations requiring duplication of the ballot:

False overvote created by ballot correction

False Overvote/
Ballot Correction:

Proper Duplication:

oL I & T {
Al

GONERMOR

ot P Bt lem T N [ |

CACK POETHLIELES.

LOREM EERNETT

__ mEmEwW

JENMIFER M. GRANSHDLM

JOHA B, CHERRT. JR

AR AT |

DOUCLAS CAMPRELL

mmmnmm

False overvote created by invalid write-in

False Overvote/
Invalid Write-in:

Proper Duplication:

REPRESENTATIVE
IN STATE LEGISLATURE

14TH DISTRICT
Wioe For biot Mam Than CHE {1}

A JORRE,
| ]KERRT%

WIKE SHESTERKIN
I—I MK LIBERTARIAN

REFRESENTATIVE

Vol For biot Mo Than ONE {1}

Al JORNR

ety
'MIKE SHESTERKIN

I—I_ MK LIBERTARIA |

L]

m
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False crossover vote created by ballot correction

False Crossover/
Ballot Correction:

Proper Duplication:

o e et g e RIE

I DiCHPOSTHUMLS
] oMM JOE SCHRART
[1]

COMGRESSIONAL

I C'CHPOSTHUMUS
[_] 5N JOE ScarmART

L]

o Wite b ey e OME

COMNGRESSIONAL

DAWGE BCWOR.

ota byt racpn o M
JAMES | BLAMCHARD

I T

]

‘Wota br nat rcps [har 0N
[] DavoE sowoR

]

False crossover vote created by invalid write-in

False Overvote/
Invalid Write-in:

Proper Duplication:

o Vit e ol o B OME
[] DK POSTHURLS

COMGRESSIONAL

e Wt o o P OME
[] TICKPOSTHUNUS
[_] JoHN JOE SCHWART

[ ]

COMGRESSIONAL

Vit b o s OB
[ Jaees 4 BLascHazn

= T o

[ rEnnFER i GrannoL

[

Vit o ot e B 8
[ dsmes & BLAMCHARD

B ComoEBoWOR

T eweren u crannos

]

[ snmes o BLascHARD

T rennren i cranncen
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Appendix | - Application to Vote

FRONT

Voter must
complete an
Application to Vote
to get a ballot

Election
inspectors will
complete these
items

____________________________

\

\

v FORM NO. 677 (2/13)
PRINTING SYSTEMS + 1-800-95-12345

\

\

\

Application to Vote — Poll List

Picture Identification requirement:
All Michigan voters must show a Michigan driver’s
license, a Michigan personal identification card or
some other acceptable form of picture identification
before voting. A voter who is unable to show picture
identification can volte after signing an affidavit
attesting that he/she is not in possession of pieture
identification.

-
-

Votfr,!lo'.’ 3
| potC'B00K)

ELECTION INSPECTOR COMPLETES
] AFFIDAVIT ON REVERSE COMPLETED

Ballot Style

ELECTION INSPECTOR INITIALS »

Date of g
Election -7 Ward Precinct
EE'G}. -7
- DATE OF BIRTH
RESIDENCE

ADDRESS:

hereby make application to vote at this election.

SIGN HERE

: SIGNATURE OF VOTER

| certify that | am a United States citizen and a registered and qualified elector in this precinct, and

If voter does not
have an

BACK

acceptable
photo ID, then
they should
complete the
Affidavit (top
half)

Election inspector
would then
complete the !
bottom half of the
form

AFFIDAVIT OF VOTER NOT IN POSSESSION
OF PICTURE IDENTIFICATION

hereby affitm that l'am

(Print Name)

not in possession of a driver’s license, a state-issued persohal identification card ‘or any
other acceptable form of picture identification and wish 16 vote:

By signing this affidavit, | swear/affirm that the/statements'made above'are frue.

SIGNATURE
OF VOTER: X

Penalty: Making a falsesstatement in this affidavit is perjury, punishable by a fine up to
$1,000:00 or imprisonment for upito 5'years, orboth.

Sworn and subseribed to before/me this

day of

To be completed by Election Inspector

| certify thet.the elector naméd above has completed the above affidavit in my presence.

X

Signature of Election Inspector
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| Ballot Forms

Appendix J - Provisiona

StdLE o1 Mmicnigan Frovisional Ballot Form and Voter Registration Form

Attention voter: If your name was not found on the list of reglstered voters and you were unable to produce a receint verifying registration,
you must complete the following affidavit and voter registration form in the correct precinct.

VOTER AFFIDAVIT (required)

U city
[F28S , affirm that | am a resident of the ([ Township | of __

atthe &%mmm provided. | affinm that | submitted a voter registration application on or before the close of registration for the election at hand. By signing this
affidavit, | swear/affirm that the above statements are true.

VOTER

SIGN X

HERE _ : - .
Signatura of Varer Signaiure of Election inspactor wiinessing

An individual who provides false information in this affidavit is guilty of perjury, which is punishable by a fine of up to $1,000 and/or imprisonment for up to 5 years.
REGISTRATION INFORMATION (required)

L) Maikin registration form £ ExpressS0s.com
\ at the location or with the following form: L] Secretary of State branch office | Designated voter registration agency

L] Secretary of State “Renewal by Mai® [ County, city or township clerk's office

| registered fovote on__ \ e i =
Approvimata Oate

¥ Complete the voter regisiration application below. &

QUALIFICATIONS
Are you a citizen of the United States of America? O ves [ No i .
Will you be at least 18 years of age on or hefore electionday? [ ves [ No If you are not a US n__“_nm___, do NOT no___._u__mnm this form

E_O:_m>z|cm_<m=._._nmzmmu__m|ﬁp._.m PERSONAL ID # If You do not have a Michigan driver icense ﬁ! D
LN T T DT FITT s e s e W ooxx-[] |

(U Ido not have a valid Michigan issued driver license, a Michigan persanal ID card, or a Social Security number,

PERSONAL INFORMATION * jequiredt information

Lt Mame+ First« Wicidle Sl Phone " Email
_ U male O Female
Addrezs whale yau live - House number 2nd Stree| Posd: Aot # Wailing Addraes il dilfasent than residential address)
City h 7ip Date of Birlhs City State Zip
SIGNATURE
| certify that: « | am a citizen of the United States.
+ | am a resident of the State of Michigan and will be at least a 30-day residont
of my city of township by election day.
v Dwill be atleast 18 years of age by leclion day.
+ Lauthorize the cancellation of any previous registration. VGTER
The information | have provided fs tua to the best of my knowladgs under penally of perjury, 1| SIGN x x \

Mw%mmﬁ_ﬁ_ﬁ_mn fals infarmation, | may be subject t & fina or imprisenment or both under faceral HERE Apolicant’s Signature Date
WS,

nasm

B3 95 12045 FORM #5820 Re.

sorva Prinling Sysomes o
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ELECTION INSPECTOR REVIEW CHECKLIST ELECTION INSPECTOR - issuing a ballot - determining the correct type
Review the information provided by ihe voter for completeness. If you answered YES to Guestion 3, issue an Alfidavit

Varily the veler: U Enter i tpeand &

() completac the affidayit & voter regisiration form o the ather sids of T Pregars the ballot s Challenged by witng and concealing the ballot number on the
this envzlope hallot

] Enter vater and issue the baliot in the (e)Pollbock a5 an affidayit ballot
[ Gomplete the elzction inspector racord below

[ Give voter the Nollce to Voter

L0 Allow voter to mark the ballot ard put their ballot in the tabulator

[ Place this empty snvalope in the Provisional Bafiot Starage Envelope

[ is in the corract precinct or refuses to go to the correct precinet
J ragisterad prior to the close of registration (2ea date on the other side)

It any of the above are not checked, the voter cannot
vole a provisional ballot. Do nat continue.

if you answered NO to Quastion 3, issue an Envelope baliot:
Ask the voter for picture ID and proof of thelr current address, 0 Enter D ypeand # o Cvot provided
Then answer these quastions.

. . . O Enter residency proat ) or L et provided
1, Did the tocal cletk confirm the voter is not registered [ ves [ No {cureent utilty bil, biank statément, payeheck, o any other govemment document)
in another precinct in the jurisdiction? [ Prepare the ballot as Challengad by writing and concealing the ballot number on the
ballst

2. Did the veler provide an approved piclure 1D Oves [JNo
that confirms his or her addeass inthe precinct?

3. Were all answers above Yes? [Jves UNo

L Enter voter and issus the biallot in the (siPolbook as an Envelope ballot
U Complete the elestion inspector record below
[ Give voter the Notice to Voter

[ Instruct voter to place the hallot in the secrecy sleeve and than this envelope after
voting, the hallot must NOT ke put info the tabulator today and must be retumed
1o an election inspector

Next, complete the appropriate ballot section to the rignt. Iy

_"== n_.m_m_ﬁw =mm az LY C Allew vister to mark the ballot and seal the ballot inside this envelope

00 Mot Counted: Reason (] Counted: Reasan [ Prace this envelope in the Provisional Batiot Storage Envelope
WMMNM__MM% after deadiing mwmm_mmq_gm _mmzmnm__D Affidavit ballot ~ Election date: \ \ Voter # Pet #
O Unreadablencomplete ey s QEnvelope ballot |pigials of Inspector sealing this envelope fhalotenciosad)
L1 o ID provided within § days Action .
(I o residency confirmation within 6 days (L Pegislered [ Commen'st .. .
o Voted aut of precinst () Noticesenton .4 | | OTHER ENVELOPE BALLOT REASONS - affidavit and voter ragistration form NOT required

Rt Initials of Processor: | [ 20 notuse this box unless instructed by the local Clark
S Voter Name o Noter # S
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Appendix K - FREQUENTLY ASKED QUESTIONS

Q: What is an Election Inspector?

A:

Election inspectors (a.k.a. election workers or poll workers) are individuals
who are paid to assist voters at the polls on Election Day. A City of Ann Arbor
election inspector must be a registered voter of Michigan. They cannot be a
challenger, candidate, or a member of a candidate’s immediate family.
Anyone convicted of a felony, or an elections crime, may not serve either.

Q: What is the rate of pay for election inspectors?

A:

Election inspectors receive $18.00 per hour. Floaters are paid a $15.00
stipend, while Chairpersons are compensated $22.00 per hour. The City of
Ann Arbor pays workers to attend all training sessions.

Q: What are Floaters?

A:

Floaters are election inspectors who can be moved from their initial precinct
assignment. Even on Election Day, we may instruct a floater to drive to
another precinct to work. For this reason, a floater must have their own
vehicle to get from one precinct to another on Election Day.

Q: Is the precinct Chairperson the boss?

A:

No. All workers are equally responsible for the work conducted at the polls.
This is why you will be signing documents in the morning and evening along
with the Chairperson. Having a Chairperson does not relieve you of any
responsibility. The Chairperson’s duty is to attend a meeting prior to Election
Day. At this meeting, the Chairperson will pick up the precinct packet and
verify everything is in order within the packet. We might impart some last-
minute information that the Chairperson needs to share with their co-workers
prior to the opening of the polls. The Chairperson must make sure they arrive
on time at the precinct (with the packet) so the precinct workers can prepare
the precinct for the opening of the polls. It is the final responsibility of the
Chairperson to make sure the precinct packet and election documents return
to the City Clerk’s Office at the end of Election Day.

Q: Where will | be assigned?

A:

All new workers must be willing to work at any City of Ann Arbor precinct we
assign them to work. If you live outside the City of Ann Arbor proper, please
be aware that you will NOT be working at your voting precinct (nor very close
to home). Furthermore, you should understand that Ann Arbor mailing
addresses do not necessarily reflect what jurisdiction you live in. Many
townships surrounding the City of Ann Arbor have Ann Arbor mailing
addresses, but are NOT in the City of Ann Arbor.

131



Q: Why can’t | work at the precinct that | want to work at?

A: Many people want to work at the same precinct; however, we only need 4 to
8 workers per precinct (4 for small elections and 8 for Presidential Elections).
In addition, we must have at least one Democrat and one Republican at each
precinct. And we must balance the number of Democrats and Republicans at
each precinct as much as possible. For example, if we have 8 election
inspectors at a precinct and 4 are Democrats, then we must try to have 4
Republican workers. Inspectors who continue to work gain seniority over
others who want to work at particular precincts, within the constraint of
Democrat/Republican balancing. With this in mind, we do strive to assign
individuals to precincts that are preferable to them.

Q: Can | work part time?

A:  Only in limited circumstances do we hire part-time election workers. For
example, to encourage student participation, we have made exceptions for
class schedules. In rare instances, we allow veteran election inspectors to
work part time. But these individuals have provided us with many years of
service and have extenuating circumstances that we can accommodate.

Q: What are the hours of work on Election Day?

A: All workers must arrive at their assigned precinct no later than 6:00 AM and
will work until the paperwork is completed at the end of the evening — an
estimate for polling places might be 10:00 PM. (AV Counting can be later.)
Election inspectors are entitled (and encouraged) to take 2 one-hour paid
breaks on Election Day.

Q: If | am NOT working at my voting precinct, how can | vote?

A:  We encourage election inspectors to obtain an absentee voter (AV) ballot or
vote early at an EV site. In an emergency, any election worker could be asked
to move to another precinct so you might not be at your registered precinct.

Q: How can I find out what jurisdiction | am registered to vote in?

A: Check Michigan.gov/vote to find your registered jurisdiction and more
information about early/absentee voting in your community. Ann Arbor
residents can visit A2gov.org/elections

Q: 1 don’t have my own transportation, is that a problem?

A: It depends. If you are planning to walk or bike, please let us know so we can
see if we can accommodate you at a nearby location. If you are relying on the
bus, please confirm early morning and evening route schedules! We cannot
arrange transportation for you.
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Q: Where can | park near my assigned precinct on Election Day?

A:

Most City precincts have a free parking lot adjacent to the building. Workers
assigned to precincts in downtown area or on the U-M campus will be
provided parking permits to City meters and/or U-M parking lots. You should
have no problem finding parking at any precinct.

Q: Why can’t | work with my friends and family?

A:

Again, we cannot guarantee precinct assignments. You should assume that
you will not be working together on Election Day. If things should work out
that we can schedule you to work close to (or with) your family, then you will
be pleasantly surprised.

Q: Why do | have to declare a political party preference?

A:

Notice this is not political party “affiliation” but preference. No political party
membership is required. Many situations during Election Day require two
individuals with different political party preferences to complete the task.
Consequently, we must know before Election Day that we have staffed the
precincts with individuals who have different political party preferences. In
addition, Michigan state election law requires that we have at least one
Democrat and one Republican at each precinct and balance the two as
equally as possible. Please note, the only choices available are those listed
on the application. To qualify as an election inspector, an individual MUST
choose only one of the listed political parties as their preference.

Q: What is a “firm” commitment to work an election?

A:

The box on the boftom of the 2" page of your Election Inspector
Application provides further detail. When an individual accepts an
appointment (whether in writing or orally) to be an election inspector for a
specific election, this is a “firm” commitment. We must assure our voters that
on Election Day, they will be able to cast their ballots. This requires election
inspectors fulfill their commitment to work at the polls except in an emergency.
If you have to cancel, you will be required to submit a written documentation
verifying your emergency or be subject to a misdemeanor penalty under
Michigan election law [MCL§168.931 (1) (f)].
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Q: Do | have to complete a W-4 Form?

A: Yes. As an election inspector, you are classified as a temporary part-time
employee. You must complete the Federal W-4 and Michigan W-4 forms. You
will have income taxes deducted from your paycheck depending on the
allowances that you declare on your W-4 forms.

Q: Will | receive a W-2 Form to file with my income tax returns?
A: Yes, election inspectors receive W-2 forms from the City.

Q: Are earnings as an election official taxable?
A:  You should consult with a tax advisor regarding your specific financial
situation.

Q: Do | get paid for training?
A: We will pay you for your training along with the hours that you work at the
scheduled election on ONE paycheck.

Q: When will | get paid?
A:  Generally, paychecks (including any training for that election) are mailed (or
direct deposited) to election inspectors on the 3 Friday following an election.

Q Can | pick up my paycheck?
Absolutely. If you designate on your timesheet at the precinct on Election Day
that you want to “pick-up” your paycheck, your check will be withheld from
automatic mailing. Assuming you designate “Pick-Up” on your timesheet,
your paycheck will then be available for pickup starting at NOON on the 3
Friday following an election.

Q: Is there a dress code to work at the polls?

A: There is no official dress code. However, as an election inspector you do
represent the City of Ann Arbor and should wear appropriate clothing that
reflects the professionalism that is expected of an election official.

Q: Is there a code of conduct that | should be aware of?

A: Absolutely. First of all, there is a level of conduct that you should assume
because you are an election official. Any conduct that violates federal, state
or local law is prohibited. In addition, as a temporary employee for the City of
Ann Arbor you are subject to the City’s code of conduct as detailed in the
Human Resources Policies & Procedures, Employee Standards of
Conduct (Policy #2.1). The City’s Policies & Procedures is available for review
at the City Clerk’s Office during office hours. Remember, a good starting point
is: “Do not unto others what you would not have them do to you.”
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Appendix L - Dual EPB User’s Guide

Each laptop contains a full precinct list.

One laptop will serve as the Primary laptop (Server) and the other will be the
Secondary laptop (Client). The Primary laptop will have the flash drive and will be used
for all back-up procedures, creating and running files and reports, and saving
information on the flash drive.

We suggest that the Primary laptop be used to process the line of voters and the
Secondary laptop be used to process “Help Desk” situations (especially spoiled
ballots). The Secondary laptop can also be used to help process regular voters when
it is not being used for “Help Desk” duty (e.g., when the voter line is getting too long).
VERY IMPORTANT: Have voters stand in ONE line not two separate lines. The
inspectors on each laptop simply ask to serve the “next” person.

Use TWO election workers for each EPB team — one inspector working on the EPB
laptop and another inspector with the ballots (in secrecy sleeves) reading the ballot
numbers ALOUD completing the Applications to Vote and handing the ballots to
voters. However, a very competent inspector could handle the ballot station by her- or
himself in a low-turnout election.

Primary Secondary

(Server) SECREGH (Client)
SLEEVE [BALLOT \
e\
O\
—

e OC @
Se
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Use only ONE pile of ballots when issuing ballots at the precinct (not two separate
piles). Make sure to place the ballots in the secrecy sleeves and count the ballots in
the stack before placing the one stack between the two EPB laptops. Remember the
Helpful Hint! The inspector assigned to ballots within the EPB team, takes possession
of the next available ballot just before you assign the number on that team’s EPB
laptop. Talk to your partner! Pay attention to the ballot number that auto advances on
the EPB — it will be wrong if a ballot was just issued by the other EPB team!

Only one laptop (Primary) will use the flash drive. All backups, reports and files must
be completed on the Primary laptop so that the data can be stored in the Privacy Zone
on the flash drive.

The Secondary laptop will not have a flash drive nor does it have the capability to
perform a Backup. Under the “File” command, there will be no “Backup” option.

Each EPB laptop has its _own counter that uses the Auto-Advance feature.
Unfortunately, it will be easier than ever to mess up the ballot numbers on the EPB if
you do not pay attention to the ballot number displayed on the laptop and listen to your
partner. WATCH THOSE BALLOT NUMBERS ON BOTH LAPTOPS!!!

A voter cannot be “locked in” or edited from the two laptops at the same time.

Writing “Voter Remarks”, “General Remarks” or viewing the “Remarks Report” may be
a bit slow. Be sure to use the “Remarks” features appropriately or you will be wasting
a lot of time. FYI, as long as a picture ID is valid and current (e.g., UM identification
card for a student) it does not have to be noted in the Remarks section of the EPB.
Refresh your EPB laptop by pressing F5, assigning a ballot, or choosing a “View”
command (Remarks, List of Voters, Ballot Summary) on that EPB laptop.

The EPB laptops can only be linked with the assigned cable. They cannot be
connected to the web or by any other means...even if you can figure out how to do it
at your precinct. You must follow State of Michigan regulations regarding the use of
the EPB.
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Appendix M - Provisional Affidavit —v- Envelope Quick Reference

Sheet
AFFIDAVIT BALLOT ENVELOPE BALLOT
Three-Step Put corm:_)leted forms Put completed forms
in Provisional Ballot in Provisional Ballot
Procedure

Storage Envelope.

Storage Envelope.

Ballot Issued

Write Ballot Number
on back and Conceal
with White Post-it
Tape.

Write Ballot Number
on back and Conceal
with White Post-it
Tape.

Ballot Stub

Remove Stub
(at tabulator).

Stub Remains.

Voted Ballot

Ballot gets tabulated.

Do Not Tabulate!
Voter puts Ballot in
Blue Provisional
Envelope, that
envelope is placed in
Provisional Ballot
Storage Envelope.

Resolution

Valid votes are
tabulated.

Clerk determines if
vote counts and
notifies voter within
six (6) days.
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Appendix N - Voting Using the Touch Writer

Once an Election Inspector has activated the ballot, the voter will select “To get
started, touch here” (or turn the Move wheel on Verity Access clockwise).

Te get started. touch here

The voter chooses whether they would like to use the Verity Acess
accessibility features.
If the voter chooses, Yes, help me change the settings, they will
proceed to the next step.
If the voter chooses, No, skip straight to voting, they will be taken to
the About Your Ballot.

| ¥es, help me change the settings |

[ No, skip straight to voting ]

If the voter chooses, “Yes help me change the settings” they will then selection

whether to use the screen, audio, or both to complete their ballot.

. If a voter chooses to use both the screen and audio, they will be walked

through the audio settings and screen settings before proceeding. The
voter selects, OK, it sounds good/OK, it looks good in the bottom right
corner of screen to proceed.
If the voter chooses to use the screen only and turn off the audio, they be
asked to confirm by selecting Yes, turn it off. The voter will then be
walked through the screen settings before proceeding. The voter selects
OK, it looks good in the bottom right corner of the screen to proceed.
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. If the voter chooses to use the audio only, they will be asked to confirm
before proceeding, by selecting Yes, turn it off. The voter will proceed
through their ballot using the Access device with headphones. The voter
can select Touch here to enable the screen to turn the screen display
on at any time.

How would you like to use this device?

To use audic only. touch here

To use the screen and audio, touch here

To use the screen only, touch here

The voter is presented with three screens of instructions that orient them to the

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

or select Skip Instructions to go to their ballot.

. On the last page of instructions, the voter selects Start in the bottom right
hand corner of the screen to begin marking their ballot.

You can change settings at any time l

using the top buttons

The bottom buttons mowve through
the ballot.
Ta continue, touch "Mext.”
ip Instructio BT Tlext —3»

The voter can start voting (by selecting Begin Voting), learn how to use the
ballot or view a list of contests on the ballot.

About Your Ballot

Your ballot:
Samgple County, USA
Electi

| Learn to use this ballot

| View contests on this ballot
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The voter makes their choices. The voter can make ballot choices using the
touchscreen or by using the Move wheel and select button on the Verity Access.

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

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

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

President and Vice-President of the
United States

Vate for One
bt

[ Jose, arachi
| amd

Joseph Hallaren
it

Review your o haices

When the voter has reachete end of the ballot, the Review your ballot

screen appears. The voter can select a specific contest to return to that contest,
or select Return to ballot to go to the last contest viewed.

After reviewing and confirming their choices, the voter selects Print to print the
ballot.

The voter selects Yes, print my ballot.
I

You cannot make any changes
after you print your ballot

Do you want to print your ballot?

| ¥Yes, print my ballot

No, go back

The voter retrieves the printed ballot from the printer next to the Touch Writer
and places ballot in a secrecy sleeve.
The printed ballot is tabulated as normal.
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Appendix O - Touch Writer Additional Information

Marking Write-In Choices
To vote for a write-in candidate on the ballot:

« On the screen for that contest, the voter selects To enter a write-in, touch
here.
The voter types the name of the desired write-in, using the touchscreen or
Verity Access, and then selects Accept.
The voter’'s write-in choice will appear with a green box with a check mark
to its left, along with the write in candidates’ names they typed.
Note: if a voter attempts to deselect a marked write-in choice, they will be
asked to confirm before proceeding.

Printing Blank Ballots
If the voter has marked no choices and selects the Print button, Verity Touch

Writer will ask the voter to confirm before printing the blank ballot.

Substitutions in a “Not More Than” Contest
In a contest with more than one valid choice (e.g. ‘vote for not more than two’): if

the voter has already selected the allowable number of choices, and then selects
an additional choice, the Touch Writer will prompt the voter to deselect one of the
two choices previously marked.

Sp0|I|ng a ballot — For Voters Who Decided Not to Use Touch Writer Prior to Printing
Press the blue poll worker button on the back of the Verity Touch Writer.

Enter the Poll Worker Code (Found in your Important Document Envelope) and
select Accept.

Select Spoil current ballot.

Select Yes, spoil the ballot.

Select OK.

Enter Poll Worker Code

Poll Worker Tasks

Print summary report

143



144



Appendix P - Voter Not Listed in EPB Flow Chart

Election Inspector Flow Chart for a

Voter Not Listed in E-Pollbook

Does the Voter have a receipt YES: Confirm the precinct and follow the

instructions provided on the receipt.

YES

issued in the last 14 days from
the Ann Arbor City Clerk?

n , NO: Recommend they go to the Ann Arbor City Clerk’s Office
NO Is the vo_ter s addres.s [ with proof of residency to register to vote today. The voter
located in your precinct? NO may also choose to go to their precinct and explore other
1 options.
YES E;j: :dei:toetrzrdc'lzlcqo:; [ NO :: > NO: The voter should go to the Ann Arbor City Clerk’s
Office with proof of residency to register to vote today.
H
YES

NO: The voter should go to the Ann Arbor
City Clerk’s Office with proof of residency
to register to vote today.

Was the registration
transaction 15 days or
more before the election?

[No_J‘>
[YES>

YES YES: Add the voter to the Unlisted tab

in the EPB, have them complete a
voter registration form and issue a
regular ballot.

Does the voter have proof of
the registration? (SOS Branch
receipt)

n
NO

=)

To be completed by Election

Does the voter have a picture A
ID with their current address on E YES >

it? 4

Inspector

Voter Name:

Voter referred:

0 ward Precinct
[0 Ann Arbor City Clerk’s Office

Voter Needs:

O
O
O
O

Register/Vote

Regular Ballot

Voter Registration Form
Provisional Ballot

Inspector should circle the step
where referral was made and send
with voter OR put in Local Clerk
Envelope.

ﬂ

NO

Does the voter

YES: Go through the Provisional
Ballot process — this voter qualifies
for the Affidavit ballot, which goes
in the tabulator.

have proof of
residency (e.g.
utility bill, pay stub,
bank statement)

0 2>

NO: Go through the Provisional
Ballot process — this voter qualifies
for an Envelope ballot, which goes in
the Local Clerk Envelope.

can be electronic?

YES

=)

Proof of Residency still will n

Kwithin 6 days of election for the envelope ballot to count.

/Tell the voter they may register to vote at the Ann Arbor City \
Clerk’s Office until 8:00 PM with their proof of residency and
either receive a ballot there or come back to the polls and
vote once registered. They also may vote a provisional
envelope ballot if they do not wish to register on Election Day.

eed to be shown to Clerk’s Office

/
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Appendix Q - Same Day Voter Registration Voter Hand Out

For Election Day Registration
When you come to the Ann Arbor City Clerk’s Office to register to vote please bring your
Michigan Driver’s License or State ID with your current address on it.

If you do not have one, please bring one of the documents that prove identity and one of
the documents that prove residency from the lists below. Your proof of residency may
be provided electronically. If you do not have photo ID you will need to complete an
affidavit for voter not in possession of photo ID.

Documents which prove ID:
o State of Michigan Driver’s License or State ID
Driver’s License or ID from any other state
Federal or state government issued photo identification
US Passport or Passport Card
Military ID with photo
Student ID with photo from high school or an accredited institution of higher
education
o Tribal ID with photo

0O 0 0 0 O

Documents which prove Residency:
o State of Michigan Driver’s License or State ID with address showing you live in
the City of Ann Arbor
Utility Bill with voter's name and current address
Government issued document with voter’'s name and current address
University of Michigan Residency Verification Letter
Paycheck with voter's name and current address
Bank Statement with voter's name and current address

O O 0 0 O

Election Day Voter Registration Location
o City Hall — 301 E. Huron — 2" Floor
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