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HOW-TO QUICK GUIDE 

No. Subject Who does it? Pages 
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 • Scenario 1 - voter is inactive but hasn’t moved PSM 2-4 
 • Scenario 2 - active voter has moved PSM 4-6 
 • Scenario 3 –voters name isn’t in the Poll Pad PSM 6-7 
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Mail or an Absentee Ballot PSM 7-8 

2. Voter assistance when checking in INSPECTOR 9 
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4. Poll Print Screen PSM 12 
5. Manual Print a ballot on a Print on Demand Cabinet PSM 13-14 
6. Spoiled and Board of Elections Spoiled Ballots INSPECTOR  

 • How to process a spoiled ballot when there is a print 
on demand cabinet INSPECTOR 15-16 

 • How to process a spoiled ballot when there isn’t a 
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8. Address Change PSM  
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 • Voter is at the incorrect poll site PSM 21-22 
9. ID Required INSPECTOR 23 
10. How to complete a Ballot Reconciliation Log INSPECTOR 24-26 
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13. Early Vote by Mail and Absentee Ballots INSPECTOR 29-30 
14. Voter refuses to sign the Poll Pad INSPECTOR/PSM 30 
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 • Early Voting PSM 32-33 
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20. Court Orders PSM 38 
21. Challenge Report - when and how to fill out? INSPECTOR 39-40 
22. Emergency Ballot Procedure PSM/INSPECTOR 41 
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Revised 08/21/2024 

AFFIDAVIT BALLOTS 
When to give a voter an Affidavit Ballot – 

• Inactive voter who has not moved (includes but isn’t limited to snowbirds) 
• Active voter who has moved – please make sure the voter is in the correct poll site to vote.   
• Voter’s name is NOT in the Poll Pad 
• Voter has applied for an Absentee Ballot 

Please refer the voter to the Poll Site Manager.   

Always offer the voter a “Notice to Voter” (in the clear Affidavit Ballot sleeve) 

How to process the voter in the Poll Pad- 

For all the examples below – you are a PSM who works at Lehman Alternative Community School 
(LACS).  Always offer the voter a “Notice to Vote” (located in the affidavit ballot sleeve). 

Scenario 1 - If the voter is inactive but hasn’t moved – Janet Brown is our example 
1 - Bring up the voter’s record 
by searching the first three 
letters of their first name and 
last name 

 
2 - Select the voter.  The Poll 
Pad shows an inactive status. 
 

 
3 - Confirm they are at the 
correct poll site. 

For this example – the voter lives in the LACS district and the poll site 
is LACS. 

4 - Select “Issue Affidavit” 
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5 - PSM writes their initials in 
the square and selects 
“Submit”. 

 
6 - “Processed Successfully” 
screen should appear after you 
submit. 

 
7 - The Poll Pad issues an 
Affidavit Ticket that 
automatically prints.  Put the 
ticket in the clear Affidavit 
Ballot sleeve. 

       
8 - Give the voter the affidavit 
ballot envelope and correct 
Affidavit Ballot for their ED.   
Please tell the voter to mark 
their ballot, put it in the 
envelope, seal it and return it to 
you.  
 
**If you have a print on 
demand tower, give the ticket to 
the PSM at the tower, they will 
print the correct ballot.  
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9 - Check the envelope is filled 
out completely. 
Once you have reviewed the 
envelope for completeness, 
please fill in the box at the 
bottom with Town, Ward, 
District. 
Both PSM’s need to review 
front of envelope and initial the 
bottom. 

 
10 - Once you have reviewed 
the Affidavit Ballot envelope 
place the sealed envelope in the 
Affidavit ballot sleeve. 

 
 

Scenario 2 - Active voter who has moved – Jeffrey Ange is our example 
1 -Voter has moved – check to 
make sure the voter is in the correct 
poll site.  Search by first three 
initials of their first name and last 
name.  

 

2 -This voter has moved to an 
address in your poll site.  The voter 
record shows them living at their 
old address.  To verify they are in 
the correct location, check the 
address where they currently live in 
the Election District Finder icon. 
Click the Menu icon in the upper 
left-hand corner. 

 

Section A – 
needs to be 
completely filled 
out 

Section B-check 
the appropriate 
option 

Section C- 

Fill out 
completely.  

Section D- MUST 
be signed and 
dated 
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3 - On this screen, select the 
Election District Finder. 

 
4 - Enter the address and search. 
This screen will show you where 
they should vote. This confirms the 
voter should vote at LACS. 

 
5 -There is no button that allows 
you to enter an Affidavit Voter.  In 
this case you can add the voter as 
an Affidavit Voter by: 
1 – Manual Entry 
2 – Search (empty search) 
3 – Ok 
4 – Add Affidavit 

 
6 - Enter the voter information – 
then select “Next”. 

 
7 -Enter the voters new address and 
select “Next”. 

 
8- Ask the voter to confirm their 
information and select “Submit”. 

 
9 -The next screen confirms the 
voter has been added to the list of 
Affidavit Voters.  Select “Accept”. 

 
10 -Verify the voter information 
and select “Accept” to continue. 
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11 - Write your initials in the box 
and select “Submit”.  

 
12 –“Processed Successfully”.  

 
13- Follow steps 7-10 from 
Scenario 1 to process the ballot and 
envelope. 

Pages 3-4 

 

Scenario 3 – Voter’s name is not in the Poll Pad – Homer Simpson is our example 
1- Search for the voter by first 
three letters of their last and first 
names. 

 
2 - No Records Found. 

 
3 - To confirm the voter isn’t in 
the Poll Pad, search by Date of 
Birth with the Advanced Search 
option. 

 
4 - Clear the information in the 
last and first name fields and 
select DOB from the options bar 
below.  Enter the Date of Birth 
and select “Search”. 
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5 - No Records Found. Select 
“OK”. 

 
6 - Click the Menu Icon and then 
Select the “Election District 
Finder”. 

 
7- Enter the voter’s address and 
select “Search”. 

 
8- The search confirms the voter 
is in the correct poll site 

 
Follow steps 5-13 from Scenario 
2 

Pages 5-6 

 

Scenario 4 – Voter has applied for an Early Vote by Mail or an Absentee Ballot – Elizabeth 
Estabrook is our example 
1 - Search for the voter by entering 
the first three initials of their last 
and first name. The search shows 
the voter has applied for an Early 
Vote by Mail or Absentee Ballot.  
They can’t vote on the machine; 
they must vote with an Affidavit 
Ballot.  
Refer them to a PSM to complete 
the remaining steps. 

 

  

Example of an 
Absentee Voter 

Example of an 
Early Vote by Mail 
Voter 
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2 - Once you select the voter and 
their information is on the screen 
have them confirm their 
information and select “Issue 
Affidavit”. 

 
3 - Select “Accept”. 

 
4 - Make note of the Ballot Style, 
make sure the ballot that prints 
matches this ballot ID. 
Initial the box and select “Submit” 
 

 
5 – “Processed Successfully”. 

 
6 - Follow steps 7-10 in Scenario 1 
to complete the Affidavit Ballot 
and envelope.  

Pages 3-4 
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VOTER ASSISTANCE NEEDED WHEN CHECKING IN 
Example voter – Lorrene Adams 
1 - Search for the voter using the 
first three initials of their last and 
first name and select “Search”.   

 
2 – Confirm this is the correct 
voter.  Select “Accept”. 

 
3 – Have the voter sign in. 

 
4 – Check the “Assistance Oath” 
box.  

 
5 – Enter the name and address of 
the person providing assistance.  
Select the reason and have the 
assistor sign.  
 
If you the poll worker are giving 
assistance, enter poll worker for 
the name and address.  Both poll 
workers initial, as this must be 
done bi-partisan. (see second 
image) 
Then select “Continue” 

   

6 – The poll worker need to initial 
in the box and select “Submit”.   
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VOTER ASSISTANCE AFTER AFFIDAVIT BALLOT HAS BEEN 
ISSUED 

Example voter – Jeffrey Ange 
1 - Search for the voter using the 
first three initials of their last and 
first name and select “Search”.  
When the results come up and the 
record for the voter says 
“Affidavit”, select the “Gear” 
next to the correct voter. 

 
2 - Enter the password – located 
in the binder. 

 
3 - Select “Edit Voter Check in”. 

 
4 - Select “Accept”. 
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5 -Check the “Assistance Oath” 
box. 

 
6 - Enter the name and address of 
the person assisting the voter.  
Select the reason “The Voter 
Requested Assitance” and then 
sign.   
If you the poll worker are giving 
assistance, enter poll worker for 
the name and address.  Both poll 
workers initial, as this must be 
done bi-partisan. (see second 
image) 
Then select “Continue” 

 

 
7 - The Assistance Oath is now 
checked, then select “Submit”. 

 
8 - “Processed Successfully” 
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POLL PAD PRINT SCREEN 

 
 

Printer information Card: 
Shows toner level  
Connection Status 

Poll Pad Card: 
Election information 
Poll Site  

Test Print: 
If you need to print a test 
print  

Manual Print: 
Click the card and select 
the ballot type   

Print Job Log: 
Click the card to see the 
print job log. 

Report: 
Click on the card for 
various report options 

Connections: 
Poll Pad number 
How many pads are 
connected 

To open any of the cards, click on 
them or hit the arrows in the upper 
right hand corner of the card.  
When the card is open, click the 
arrows in the upper right hand 
corner to close the screen. 
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MANUAL PRINTING A BALLOT ON A PRINT ON DEMAND CABINET 
When would you need to print a ballot from a Print on Demand Cabinet? 

-The voter is voting by Affidavit Ballot  

-The inspector doesn’t print a spoiled ballot when prompted on the poll pad 

Expand the Manual Print box by 
clicking anywhere in the box. 

 
“Select an Election District” (this can be 
found on the Poll Pad ticket printed at 
check in) 

 

 

 
Select the “Ballot Type” (Affidavit or 
Regular) 

 
“Select A Ballot” 

 



14 | P a g e  
 

Select “Print” 

 
Printing an Affidavit Ballot: 

 

 

 

   



15 | P a g e  
 

SPOILED BALLOT WITH A PRINT ON DEMAND CABINET 
What is a spoiled ballot? 

A voter has made a mistake on their ballot.  For example, they voted for 2 candidates when it is a vote for 
one. 

What to do when a voter spoils a ballot? 

• The voter will bring their ballot to you.   
• Fold the ballot in half and write “Spoiled” on the ballot. If there is anything we need to 

know, write it on the outside of the ballot.   
• A bi-partisan team of Inspectors will write their initials on the ballot. 
• The Inspector will issue the voter a new ballot using the Poll Pad (steps below) 
• Place the spoiled ballot in the B Bag. 
• Voters can spoil up to 2 ballots.  

If the ballot was spoiled and it wasn’t the voters mistake, after following the above steps, write on the ballot 
why it was spoiled.  This doesn’t count against the voters 3 ballots and the information doesn’t get entered 
into the Poll Pad. 

If you have a voter who spoils his/her/their ballot at a Poll site with a print on demand tower: 

1 - Look up the voter in the 
Poll Pad, select the voter. 

 
2 - From the menu select 
“Issue Spoiled Ballot”, then 
enter password (located in the 
binder). 

 
3 - Select the ballot to spoil, 
then choose the reason.  
When finished, select “Spoil 
Ballot”. 

  

1 
2 

3 
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4. Select “Yes”. 

 
4 - Ballot spoiled 
successfully 

 
5 - Hand the voter the ticket 
and instruct the voter to take 
the ticket to the PSM at the 
tower to collect their ballot. 

 
 

• Place spoiled voter ballot in the B-bag. 
• If the print on demand tower prints too many ballots, mark it ‘spoiled printer error’ 

and place it in the B-bag.   
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SPOILED BALLOT WITHOUT A PRINT ON DEMAND CABINET 
(PRE-PRINTED BALLOT SITE) 

 
If a voter spoils a ballot at a pre-printed ballot site.   
 
What to do when a voter spoils a ballot? 

• The voter will bring their ballot to you.   
• Fold the ballot in half and write “Spoiled” on the ballot.  If there is any information we need 

to know, write it on the outside of the ballot.  i.e. if a voter uses the ClearMark machine to 
create a ballot, write CM on the outside of the ballot.   

• A bi-partisan team of Inspectors will write their initials on the ballot. 
• The Inspector will issue the voter a new ballot using the Poll Pad (steps below) 
• Place the spoiled ballot in the B Bag. 
• Voters can spoil up to 2 ballots.  

If the ballot was spoiled and it wasn’t the voters mistake, after following the above steps, write on the ballot 
why it was spoiled.  This doesn’t count against the voters 3 ballots. 

Henrik Dullea is the example. 
 
1 - Look up the voter in the Poll 
Pad then select the voter. 

 
2 - From the menu, select 
“Spoil Ballot” and enter 
password is located in the 
binder. 

 
3 - Select the ballot to spoil, 
then choose the reason.  When 
finished, select “Spoil Ballot”. 

  
4 - Ballot spoiled successfully 

 

1 
2 

3 
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5 - Hand the voter the new 
ballot and put the ticket face 
down in the Zip lock bag. 

 
 

NAME CHANGE 
 

1 - Search for the voter on the Poll Pad. 

 
2 - “Accept” after the voter has confirmed all 
other information. 

 
3 - Have the voter sign with the old name on 
the line and new name above it. 
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4 - Compare the voter’s old signature to the 
one on file.  If it matches, initial the box and 
select “Submit”.  

 
5 - Hand the voter a signature card, have 
them fill it out completely and return it to 
you.   

 
6 - Enter the name change information under 
Section I of the Challenge Report. 

 
7 - Place the signature card in the B-Bag 
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ADDRESS CHANGES 
     
If the voter’s name is in the Poll Pad but the residence address where the voter lives is different from the 
one you have in the Poll Pad: 

• Refer the voter immediately to a PSM who will verify where the voter should vote. Do not let the 
voter sign their name in the Poll Pad or issue them a ballot.  The voter will need to vote by Affidavit 
Ballot if they are in the correct polling place. 

 
1. You need to determine if the 
voter is in the correct poll 
site. Hit the “Menu” icon in 
the upper left hand corner of 
the screen. When the screen to 
the right appears, hit the 
“Election District Finder” 
icon. 

 
 

2.  Enter the voter’s address 
and hit “Search”.  In this case 
the voter is in the correct 
polling place.  Enter the voter 
into the Poll Pad as an 
Affidavit Voter and provide 
the voter with an Affidavit 
Ballot and Envelope. 

 
3. - In this case the voter is in 
the wrong polling place.  You 
can either press “PRINT 
LOCATION” or “TEXT 
LOCATION” which will give 
the voter directions to their 
correct polling place. 

 

 
 

 
 
 

VOTER IS IN 
CORRECT 
POLLING PLACE 

VOTER IS IN 
INCORRECT 
POLLING 
PLACE 
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IF THE ADDRESS FOR THE VOTER IS CORRECT 
BUT THE VOTER IS IN THE WRONG LOCATION: 

1 - Search for the voter in the 
Poll Pad, select the voter. 
 

 
2 - Ask the voter for their 
current address.  Once you 
confirm their correct address 
and that they are at the wrong 
poll site, select “Display Map”. 

 
3 - Ask the voter if they want 
either “Print Location” or “Text 
Location”. 

 
4 - If they want it printed, the 
Poll Pad printer will print the 
directions. 

 
5 - If they want the directions 
send via text, select Text 
Location and then it will prompt 
you to enter their cell phone 
number. 

 

Select Print or Text 



22 | P a g e  
 

6 - The voter will then receive a 
text message with directions 
and a link to Google Maps. 
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ID REQUIRED 
 
You can ask for ID when: 
1. The voter’s signature doesn’t match the signature on file.  Clear out the signature and have the voter sign 
again. If it still doesn’t match, the voter should complete a signature card  

OR 
2. The Poll Pad says “ID REQUIRED”. 
 

 
 
If a voter is unable to provide an acceptable form of ID, they will have to vote by affidavit ballot.  Forward 
the voter to work with a PSM who will process and issue the voter an Affidavit Ballot. See Affidavit Ballot 
Scenario 1 pages 2-4  
 
Acceptable Voter Identifications are listed on the Poll Pad. 
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BALLOT RECONCILATION LOG (PRINT ON DEMAND SITES) 
 

AT OPENING: 
1 - Attest to the information 
at the top and confirm that 
any number listed on Row A 
is “0”. 
Enter the machine number 
being used at the poll site.  
 
On the Poll Closing section, 
record the number of starting 
Check-Ins. 
 
 

 
 

AT CLOSING: 
1- In the Poll Opening and 
Poll Closing section on the 
Ballot Reconciliation Log, use 
the machine ballot casts to 
enter the total number of 
ballots cast on Row B.  If 
there is more than one 
machine, enter the number 
from each machine and add 
together for a total. 
 
If there are any Abandoned 
Ballots, enter that number on 
Line D.  
 
Any Emergency Canvassed by 
Hand, enter that number on 
Line E.  
 
See next step for Poll Pad 
instructions.  
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1 - On the Poll Pad, print the 
summary report tape.  To 
access the summary report, 
select the menu in the upper 
left-hand corner. 

 
2 - Select “Summary Report”. 

 
3 -  Select “Summary” and 
print.  You need to do this for 
all of the Poll Pads used to 
check-in voters. 
The PSM Polls Pad should not 
be used for checking in voters. 
You don’t need to do this step 
on their Poll Pad. 

 
4 - Using the summary report, 
fill out the Poll Closing and 
Number of Non-Scanned 
ballots sections on the Ballot 
Reconciliation Log 
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5 - Sign the bottom of the 
report. 

 
6 - Place the summary report 
and the Ballot Reconciliation 
Log in the B-Bag. 
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POLL OPENING/CLOSING AND CERTIFICATION LOG 
At poll opening, as a bi-partisan team open the Non-
Voted Ballots and Stubs Box and verify the contents 
match what is listed on the Certification Log. 
Read the boxes in the first section, check the boxes.  
Do the same in the third section.  
Once you have read and verified the contents, sign 
the bottom of the form 
 
 
 
 
 

 
When closing the polls: 
1. Record the number of Emergency Ballots 
Canvassed by Hand (The PSM will tell you the 
quantity for your ED) in letter “B”.   
2. Record the number of Early Vote by Mail and 
Absentee Ballots delivered to the polls.  
3. After reviewing the Poll Closing Results Tape 
with a PSM, record the Total Scanned number from 
the tape in letter “A”. 
4. Record the number of printed ClearMark ballots 
in letter “C”. 
5. Record quantity of spoiled and abandoned ballots 
next to “PP” (preprinted) and/or “CM” (ClearMark). 
6. Record quantity of unused pre-printed ballots in 
letter “D”. 
7. Reconcile the numbers. 
8. Read and check the boxes 
9. Print and sign your name on the bottom of the 
form. 
 
 

 

When completed, put it in the B-Bag 

 
 

Step 2 
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SECURITY SEAL REPORT 

Opening – verify: 
-Poll Site Location 
-CC Scanner Serial 
# 
-ClearMark Serial # 
-Seals #1-#5, #7-11 
-Protected Counter # 
-Record #4b  
 
Closing –  
On ClearCast:  
-Replace and record 
seals #1-3, 4a,5 and 
verify #6. 
On ClearMark: 
-Replace and record 
seals #7,8,10 and 11. 

 
Back side of Security Seal Report: 

Opening – 
• Verify 

Cabinet # 
• Verify Seals 

#1 - #5 
• Seals #1 & 

#3 will be 
removed 
and remain 
off during 
the day. 

• Sign the 
Opening 
certification 
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EARLY VOTE BY MAIL OR ABSENTEE BALLOTS 

If an Early Vote by Mail or Absentee Ballot is dropped off at the poll site: 
1. DO NOT OPEN ! 

 
2. Write the date received on the 
envelope. 
2 different envelopes could be 
presented.  Samples of both are to the 
right.   

 
3. One inspector from both parties must 
initial the ballot envelope 

 
4. Place it in the B Bag 
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5. At the end of the night, the total 
number of Absentee and Early Vote by 
Mail ballots delivered will be logged on 
the Poll Opening/Closing Certification 
log or the Ballot Reconciliation Log. 
 
The Early Voting Ballot Reconciliation 
Form will have the 2 columns for rows 
A-F to fill in numbers from both 
machines.  

  

 
 

VOTER REFUSES TO SIGN THE POLL PAD: 
 
Give them an affidavit ballot to fill out.  Make sure the envelope is filled out completely. 
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WHAT TO DO WHEN THE VOTING MACHINE ISN’T WORKING 
 
1 - Don’t Panic. 

 
2 - Call the Board of Elections. 
607-274-5522 

 
3 - In the ClearMark machine, open the rear door 
and get the Emergency Ballot bag and close the 
door. 

 
4 - Open the Emergency Ballot bag and pull up the 
metal sides and secure in the Velcro (see picture to 
the right). 
 
Place the Emergency Ballots Canvassed by Hand 
bag in the bottom of the Emergency Ballot Bag. 

  
5 - Close the ClearCast top hatch. 
 
6 - Place the Emergency Ballot bag on top of the 
ClearCast hatch.   
 
Let voters know the machine isn’t working, Board 
of Elections has been notified and they can slide 
their ballots into the Emergency Ballot Bag.  At 
the end of the night, those ballots will be scanned. 
 
See last page of How-To Quick Guide for end of 
night instructions. 
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HOW TO CONFIGURE A POLL WATCHER REQUEST BY DISTRICT 
FOR EARLY VOTING 

 
1 - Verify the details on the Poll Watcher Certificate: 
 
The date on the form should be the date they are 
requesting information. 
 
The summary report should only include the Election 
District, Ward (if applicable) and municipality. 
 
Please read the Guidelines at the bottom of the Certificate 
to ensure the Poll Watcher is following them. 

 

2 -Access the menu on the Poll Pad in the upper left-hand 
corner of the screen. 

 
3 - Select “Summary Report”. 

 
4 - Select “Check-Ins”. 
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5 - At the bottom of the Check-Ins screen select 
“CONFIGURE”. 

 
6 - After selecting CONFIGURE you may select detailed 
information per the Poll Watcher certificate using the 
buttons to configure poll site, all statuses, precincts, and 
dates.   
 
Provide only the information listed on the Poll Watcher 
certificate.   

 
For example – you want to find everyone who voted in person at the current location in Ithaca Ward 1 between 
June 20, 2023 and June 21, 2023 

• Select “Voted” in All Statuses 

 

• Select “This Unit” for Polling Location 
• Select the Precinct(s)(Ward information) 
• Select the dates 
• Select “Check-in” for the Checked-in Metadata 

7 - When you have entered all your criteria and can see the 
list on the screen, click the print button. 
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HOW TO CONFIGURE A POLL WATCHER REQUEST ON ELECTION 
DAY 

1 - Verify the requested data on the Poll Watcher 
Certificate: 
 

 

2 - Access the menu on the Poll Pad in the upper 
left-hand corner of the screen. 

 
3 - Select Summary Report.   
4 - Select Check-Ins. 

 
5 - When you can see the list on the screen, click 
the print button. 

  
 
 

Make sure the certificate 
is completely filled out.  
The date should be 
Election Day and the 
Election District should 
be the poll site where you 
are working. 
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IF A VOTER WANTS TO MARK THEIR BALLOT ON THE 
CLEARMARK 

 
If you are working at a Print on Demand Site 
1 – Voter checks in with the inspector. 

 
2 – Inspector hands the voter the ticket 
and an index card that has ClearMark 
on it. 
Index cards are in the front pocket of 
the Inspector Binder. 

  
3 – The voter takes the ticket and index 
card to a PSM. 

Voter + ticket +ClearMark Index Card         PSM 

4 – The PSM takes the ballot from the 
cabinet and folds it in half and mark it 
Spoiled BoE CM and both PSM’s initial 
it.  Thes spoiled ballot is placed in the B 
Bag. 

 
5 – PSM takes the voter to the 
ClearMark All-In-One-Unit 

 
6 – PSM follows the instructions on 
starting a session and instructs the voter 
that after the ballot prints, they take it to 
the ClearCast to cast their ballot. 

The instructions will be behind the ClearMark All-In-One-
Unit. 
 
 

If you are working at a Pre-Printed ballot site: 
1 – Voter is checked in by inspector 
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2 – Inspector gives the voter an index 
card that has ClearMark written on it.  
The Voter takes the index card to a 
PSM. 
 

 
3 – PSM takes the voter to the 
ClearMark All-In-One-Unit 

 
4 – PSM follows the instructions on 
starting a session and instructs the voter 
that after the ballot prints, they take it to 
the ClearCast to cast their ballot. 

During the day, the instructions will be behind the ClearMark 
All-In-One-Unit.  
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ABANDONED BALLOTS 
 
If the ballot is found abandoned within 5 feet of the voting machine: 
1. Both PSM’s attempt to feed the ballot 
through the machine 

 
2. If the PSM’s cannot get the ballot to feed 
through the machine, the ballot is placed in 
the Emergency Canvassed by hand bag. 

 
If the ballot is found beyond 5 feet of the voting machine: 
1.  The PSM’s will fold the ballot in half and 
write “Abandoned” on the ballot. 
 
2. The PSM’s will initial the ballot. 

 
3. The abandoned ballot is placed in the B 
Bag. 

 
4.  The total number of spoiled/abandoned 
ballots will be entered on the Closing 
Certification and Ballot log (line C, PP and/or 
CM).  The number of spoiled preprinted 
ballots will go next to PP, the number of 
ClearMark ballots that are spoiled will go 
next to CM. 
 
OR Ballot Reconciliation Report (line D and 
Spoiled Ballots line).  
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CHALLENGES 
 
Any person may be challenged as to their right to vote by a PSM, Inspector, Poll Watcher, or any 
registered voter properly in the poll site. No challenges can be made until the voter tells the Inspectors 
their name and address. It is important that any challenge be taken seriously and handled properly. Call 
the Board of Elections (607) 274-5522 if you have a situation where a voter’s right is being challenged 
and you are unsure how to proceed. 

Some common reasons for challenging: 
1. The voter’s signature does NOT 
match the signature in the poll pad.  If 
you are satisfied the signature is that of 
the voter, have them sign a new 
signature card and record in the 
Challenge Report.   
2. Someone else using the same name 
has already voted. 

  
3. The person is believed not to reside 
at their registered address. 

123 Main St,  
Cortland, NY 13045 

4. If a voter is challenged, you must 
fill out Section II of the Challenge 
Report. 

 
 

 
COURT ORDERS 

 
When presented with a court order by a voter, please contact the Board of Elections at (607) 274-5522 and 
we will guide you through the process of issuing the voter a ballot. 
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CHALLENGE REORT 
 
The Challenge Report is a report where you document changes to the normal procedure. 
At the top of the Challenge Report is an attestation all of the inspectors need to sign after the polls 
close. 
The Challenge Report has four sections: 
Section 1 - Documenting name 
changes and/or address changes 
(see pages 22-26) 

 
Section 2 - Documenting any 
instance where a voter’s right to 
vote is being challenged.  In this 
instance, you enter the required 
information on the Challenge 
Report.  If after the polls close, 
no voter has been challenged, 
write “No Challenges” on the 
first line of Section 2. (see page 
28) 

 

 

Section 3 - Documenting 
instances when voters need 
assistance in marking their 
ballot.  All activity in Section 3 
is only entered into the Poll Pad. 

 

Section 4 is for documenting 
instances when an Affidavit 
Ballot is being issued to a voter 
(see pages 2-9) OR when a voter 
is voting by Court Order.  Any 
information regarding Affidavit 
voters is only entered into the 
Poll Pad.  If the voter is voting 
by Court Order (see page 29), 
you enter the required 
information in Section 4 on the 
Challenge Report 

 

If you do not process any 
voters with a Court Order, 
write “None” on the first line 
of Section 4. 
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BE SURE TO SIGN THE 
CHALLENGE REPORT AT 
THE END OF THE NIGHT!  
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EMERGENCY BALLOT PROCEDURE 
If you have used the Emergency Ballot Bag during the day, follow these 

instructions: 
After the polls have closed: 

DO NOT SHUT DOWN THE 
CLEARCAST MACHINE! 
 
In a bi-partisan manner, open the 
Emergency Ballot Bag 
 
Remove any ballots and cast them through 
the ClearCast. 

  

 
Any ballots that cannot be scanned, put 
them in the Emergency Ballots Canvassed 
by Hand bag.   
 
Place this bag in the Affidavit Ballot Bag. 

  
Tell the Inspectors how many ballots 
would not scan. 

 

Inspectors will need to record that number 
on the Ballot Reconciliation Form on line 
E, on the Closing Certification Ballot Log 
on line B.   
Proceed with step 2 of the closing 
checklist.  

 
 
 
 

 

 


