
GREET VOTER

NAME IS IN POLL BOOK NAME IS NOT IN 
POLL BOOK

INSPECTOR

SCANNER / TABULATOR

Problems

Begin using "Emergency (unscanned) 
Ballot Compartment". Call Technician. 

Notify the Board of Elections
315-536-5135

POLL WATCHER

1) In each election district, a Poll Watcher must give the Inspector's a Poll Watchers Certificate 
signed by the Party Chairperson or a Candidate.  

2) Watcher may watch the election process from the gallery within earshot.
3) Watcher may review posted copies of the District Voter Count sheet.
4) Watcher may not interfere with the inspector duties or the voting  process - cannot sit at

inspectors table or act as greeter, may only LISTEN.
5) Watcher may challenger Voter (refer to White Inspector Notebook for proceedures)

COURT 
ORDER

VOTE IS 
CHALLENGED

NEEDS 
ASSISTANCE

1) Inspectors follow the 
directions on the court order.
2) Be sure that the Voter is in 
the PROPER ELECTION 
DISTRICT listed on the co rt

ABSENTEE 
BALLOT

Must be delivered       
to

Board of Elections

1) Voter signs Poll Book as               
usual.
2) Inspector initials as usual.
3) Inspector writes Voter name 
on District Voter Count sheet.

1) Voter must ask for 
assistance.

2) The person giving 
assistance must take 
"the Voter Assistance 

Inspectors refer to 
Challenge Section
of White Notebook.

NAME 
CHANGE

1) Voter signs poll 
book with  name as it 
is printed in the book.

2) Voter signs again, 
above the 1st

ASK VOTER'S ADDRESS

Correct Not Correct

Call the Board  of Elections

ASK FOR 
VOTER's NAME 

ASK VOTER'S ADDRESS

Yates County Election Day Flow Chart

ID Required ?

Write Voter`s 
name & ID # 

Look on Active & Inactive List

GREET VOTER

NAME IS IN POLL BOOK NAME IS NOT IN 
POLL BOOK

1)  Inspector gives Voter an "Affidavit  Ballot Envelope."  
Voter completely fills out the envelope.  

2) Chairperson reviews the envelope and fills out district 
information.

3) Inspector gives ballot to Voter, Voter goes to privacy 
booth, votes  & places ballot in "Affidavit  Ballot Envelope" 
and returns envelope sealed to Inspector. 

4) Inspector places the SEALED
"Affidavit  Ballot  Envelope" inside the NAVY BLUE 
AFFIDAVIT BAG.

5) Inspector: enters on the "Challenge Report."

Incorrect Polling Site
Correct Polling Site

If the Voter is 
registered, Inspector
checks street finder.
Voter must go to the 
correct polling site.  

Turn the Poll Book - Voter signs Poll Book  (all  
names should be facing  in the same direction). 

INSPECTOR

SCANNER / TABULATOR

Problems

Begin using "Emergency (unscanned) 
Ballot Compartment". Call Technician. 

Notify the Board of Elections
315-536-5135

POLL WATCHER

1) In each election district, a Poll Watcher must give the Inspector's a Poll Watchers Certificate 
signed by the Party Chairperson or a Candidate.  

2) Watcher may watch the election process from the gallery within earshot.
3) Watcher may review posted copies of the District Voter Count sheet.
4) Watcher may not interfere with the inspector duties or the voting  process - cannot sit at

inspectors table or act as greeter, may only LISTEN.
5) Watcher may challenger Voter (refer to White Inspector Notebook for proceedures)

COURT 
ORDER

VOTE IS 
CHALLENGED

NEEDS 
ASSISTANCE

1) Inspectors follow the 
directions on the court order.
2) Be sure that the Voter is in 
the PROPER ELECTION 
DISTRICT listed on the court 
order.
3) In a Primary Election, the 
court order must specify the 
party in which the person is 
permitted to vote.
4) The Voter signs their name 
on the court order. 
5) Inspector writes Voter's
name on the District Voter 
Count sheet.
6) Inspector writes 
corresponding Voter ballot 
stub number on the court order 
and initials it. Place the court 
order in the "Green Poly 
Envelope."
7) Inspector enters 
information on the "Challenge 
Report."

ABSENTEE 
BALLOT

Must be delivered       
to

Board of Elections

Inspectors
Do Not Handle

REMEMBER:
"Challenge Report and Tally Sheet Summary"
Names of Persons who were Challenged, and not withdrawn.
N f P h i d i t d t Ph i l Di bilit

1) Voter signs Poll Book as               
usual.
2) Inspector initials as usual.
3) Inspector writes Voter name 
on District Voter Count sheet.

1) Voter must ask for 
assistance.

2) The person giving 
assistance must take 
"the Voter Assistance 
Oath". 

3) If Inspectors
assist the Voter; one 
from each party must 
sign "Challenge 
Report."

4) Inspector enters 
information on 
"Challenge Report."

Open and begin using
"Emergency (unscanned) Ballot 

Compartment" 
IF problems are resolved, resume 

using Scanner / Tabulator.
At the END of the night - after polls 
close to voters the BMD Inspectors 
will scan ballots in "Emergency 

(unscanned) Ballot 
Compartment."

Any Ballots that will not scan or 
Scanner / Tabulator issues were 

t l d OPEN TALLY

Primary Election General  
Election

Ballots are color 
coded to indicate 
political party 
enrollment, give 
Voter correct 
ballot.

Inspectors refer to 
Challenge Section
of White Notebook.

NAME 
CHANGE

1) Voter signs poll 
book with  name as it 
is printed in the book.

2) Voter signs again, 
above the 1st 
signature, using  their 
correct signature. 

3) Voter completes  a 
"Voter Registration 
Card".

4) Inspector fills out 
the "Challenge 
Report."

ASK VOTER'S ADDRESS

Correct Not Correct

Call the Board  of Elections
315-536-5135(if in doubt)

ASK FOR 
VOTER's NAME 

Give Voter a 
White "Notice to 
Voters" sheet.

Inspector writes 
corresponding 

Voter
BALLOT 

number in the Poll 
Book, and initials 

the

Signature matches

Inspector writes voter name on "District Voter Count Sheet."

Signature does not match

1) If it’s the correct Voter, and the 
signature has changed or the Voter's name has 
changed or the name is misspelled in the poll 
book, have the Voter sign a new "Voter 
Registration Card."
2) Put card in the "Green Poly Envelope."

) i di h h h

Call Board of Elections 315-536-5135 (if in doubt)

Voter fills out a Voter registration 
card. Inspector notes the change on 
the "Challenge Report", and puts 
the card in the "Green Poly 
Envelope."

Correct Polling Site

ASK VOTER'S ADDRESS

Voter is now ready to vote, Inspector issues Ballot.

Yates County Election Day Flow Chart

ID Required ?

Write Voter`s 
name & ID # 
(Last 4 digits 
of SS, driver 

license 
number) on 

"Challenge 
Report" with 

notation for 
ID Required.

Look on Active & Inactive List

Court Order wanted, Voter
must call BOE (Inspectors may call, 

then  have Voter speak to 
Commissioner) 
315-536-5135 
to see judge.

Special Thanks to Tompkins County Commissioners and staff for 
creating and sharing the original idea and version of this flow chart. ps into 

 Box
Ballot Dro

Ballot
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GREET VOTER

NAME IS IN POLL BOOK NAME IS NOT IN 
POLL BOOK

1)  Inspector gives Voter an "Affidavit  Ballot Envelope."  
Voter completely fills out the envelope.  

2) Chairperson reviews the envelope and fills out district 
information.

3) Inspector gives ballot to Voter, Voter goes to privacy 
booth, votes  & places ballot in "Affidavit  Ballot Envelope" 
and returns envelope sealed to Inspector. 

4) Inspector places the SEALED
"Affidavit  Ballot  Envelope" inside the NAVY BLUE 
AFFIDAVIT BAG.

5) Inspector: enters on the "Challenge Report."

Incorrect Polling Site
Correct Polling Site

If the Voter is 
registered, Inspector
checks street finder.
Voter must go to the 
correct polling site.  

Turn the Poll Book - Voter signs Poll Book  (all  
names should be facing  in the same direction). 

INSPECTOR

SCANNER / TABULATOR

Problems

Begin using "Emergency (unscanned) 
Ballot Compartment". Call Technician. 

Notify the Board of Elections
315-536-5135

POLL WATCHER

1) In each election district, a Poll Watcher must give the Inspector's a Poll Watchers Certificate 
signed by the Party Chairperson or a Candidate.  

2) Watcher may watch the election process from the gallery within earshot.
3) Watcher may review posted copies of the District Voter Count sheet.
4) Watcher may not interfere with the inspector duties or the voting  process - cannot sit at

inspectors table or act as greeter, may only LISTEN.
5) Watcher may challenger Voter (refer to White Inspector Notebook for proceedures)

COURT 
ORDER

VOTE IS 
CHALLENGED

NEEDS 
ASSISTANCE

1) Inspectors follow the 
directions on the court order.
2) Be sure that the Voter is in 
the PROPER ELECTION 
DISTRICT listed on the court 
order.
3) In a Primary Election, the 
court order must specify the 
party in which the person is 
permitted to vote.
4) The Voter signs their name 
on the court order. 
5) Inspector writes Voter's
name on the District Voter 
Count sheet.
6) Inspector writes 
corresponding Voter ballot 
stub number on the court order 
and initials it. Place the court 
order in the "Green Poly 
Envelope."
7) Inspector enters 
information on the "Challenge 
Report."

ABSENTEE 
BALLOT

Must be delivered       
to

Board of Elections

Inspectors
Do Not Handle

REMEMBER:
"Challenge Report and Tally Sheet Summary"
Names of Persons who were Challenged, and not withdrawn.
Names of Persons who received assistance due to Physical Disability.
Names of Voters using "Affidavit Ballots."
Names of Voters voting by Court Order.
Names of "Write Ins"on Tally Sheet Summary.

SIGN ALL DOCUMENTS 
Refer to Green Poly Envelope Checklist 

1) Voter signs Poll Book as               
usual.
2) Inspector initials as usual.
3) Inspector writes Voter name 
on District Voter Count sheet.

1) Voter must ask for 
assistance.

2) The person giving 
assistance must take 
"the Voter Assistance 
Oath". 

3) If Inspectors
assist the Voter; one 
from each party must 
sign "Challenge 
Report."

4) Inspector enters 
information on 
"Challenge Report."

Open and begin using
"Emergency (unscanned) Ballot 

Compartment" 
IF problems are resolved, resume 

using Scanner / Tabulator.
At the END of the night - after polls 
close to voters the BMD Inspectors 
will scan ballots in "Emergency 

(unscanned) Ballot 
Compartment."

Any Ballots that will not scan or 
Scanner / Tabulator issues were 
not resolved OPEN & TALLY

these ballots using Emergency Tally 
Sheet and add them to the Tally 

Sheet Summary.

Primary Election General  
Election

Ballots are color 
coded to indicate 
political party 
enrollment, give 
Voter correct 
ballot.

Inspectors refer to 
Challenge Section
of White Notebook.

DO NOT OPEN
Deliver to the Board of Elections 

at the end of the evening.

NAME 
CHANGE

1) Voter signs poll 
book with  name as it 
is printed in the book.

2) Voter signs again, 
above the 1st 
signature, using  their 
correct signature. 

3) Voter completes  a 
"Voter Registration 
Card".

4) Inspector fills out 
the "Challenge 
Report."

ASK VOTER'S ADDRESS

Correct Not Correct

Call the Board  of Elections
315-536-5135(if in doubt)

ASK FOR 
VOTER's NAME 

Give Voter a 
White "Notice to 
Voters" sheet.

Inspector writes 
corresponding 

Voter
BALLOT 

number in the Poll 
Book, and initials 

the 
Poll Book

Signature matches

Inspector writes voter name on "District Voter Count Sheet."

Signature does not match

1) If it’s the correct Voter, and the 
signature has changed or the Voter's name has 
changed or the name is misspelled in the poll 
book, have the Voter sign a new "Voter 
Registration Card."
2) Put card in the "Green Poly Envelope."
3) Inspector indicates the change on the 
"Challenge Report."

Call Board of Elections 315-536-5135 (if in doubt)

Voter fills out a Voter registration 
card. Inspector notes the change on 
the "Challenge Report", and puts 
the card in the "Green Poly 
Envelope."

Give Voter correct ballot (party and/or district)

Correct Polling Site

ASK VOTER'S ADDRESS

Voter is now ready to vote, Inspector issues Ballot.

Yates County Election Day Flow Chart

ID Required ?

Write Voter`s 
name & ID # 
(Last 4 digits 
of SS, driver 

license 
number) on 

"Challenge 
Report" with 

notation for 
ID Required.

Look on Active & Inactive List

Voter goes to Scanner / Tabulator Voter places completed ballot into scannerVoter goes to Privacy Booth

Error on ballot or Voter changes mind

Voter places completed ballot into scanner / tabulator

Voter returns SPOILED Ballot to Inspectors for proper filing, obtains new ballot, proceeds to voting booth then to scanner

Court Order wanted, Voter
must call BOE (Inspectors may call, 

then  have Voter speak to 
Commissioner) 
315-536-5135 
to see judge.
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