Closing the Polls
Goal
To train election inspectors on how to close the polls, conduct the canvassing of the ballots, and to properly route materials to the correct location.
Overview
While the voters may be done casting their ballots, the closing of polls is a very important and busy part of Election Day.  It is vital to pay close attention to the various processes that will allow you to get the final vote totals, report out results, and pack up the polling place.
Polls close at 8pm
· Use the official clock noted in the Inspectors’ Statement earlier in the day to determine when it is 8:00 p.m. 
· Dispatch an end of line officer to show the last person who is eligible to vote.  The end of line officer will stand behind the last person in line at 8pm to show who is still able to vote.
· Anyone who is before this person is eligible to cast a ballot. Even if someone needs to register at the polls and is last in line before 8pm, they have the right to register and vote.
· Publicly announce that the polls have closed.
· Keep the polling place open
· Do not lock the doors!
· The closing of the polls is considered an open meeting and anyone can observe the process, including candidates that were on the ballot.
Double check that all ballots have been counted by the tabulator/are in the ballot box
· Make sure to check that any absentee materials do not contain ballots that haven’t been tabulated.
· Review any ballots that needed to be remade to ensure that they have been documented properly and the remade ballots have been counted.
· Double check the emergency or auxiliary bin for any ballots that may have been deposited there.
Reconcile the Pollbook
· The number of voters from the day should equal the number of ballots recorded by the tabulator or in the ballot box. Compare the two different pollbooks to ensure that they both contain identical information.
· We suggest you compare voter numbers throughout the day to make sure you have identical pollbooks and can quickly identify if you are off.
· If you are off, note this in the Inspectors’ Statement to narrow the timeframe and potentially explain why you might have more ballots than recorded voters at the end of the day
· Circle the last voter number in red to quickly identify the final total of voters from that day. 
Results
· Tabulator
· Ensure that the tamper-evident seal on the tabulator has not been broken and contains the same serial number that was recorded in the Inspectors Statement at the beginning of the day
· If it is not, contact your municipal clerk
· Close the polls on the machine (INSERT MUNI SPECIFIC EQUIPMENT PROCEDURE HERE)
· Make sure that the zero tape and results tape are still attached
· Ballot Box
· Ensure that the box has been locked all day, and then use the key to open the box and collect the ballots to be tallied.
· Transmit Results
· Once results have been tabulated/tallied, announce the results and transmit them to the county
· INSERT HOW RESULTS ARE TRANSMITTED IN YOUR MUNI HERE
· If your municipality calls in results, have all necessary reporting documents completed before calling the clerk’s office.  The county clerk will be receiving many calls from other polling locations, and you will need to efficiently and accurately report your results.
· Write-ins
· Review the ballots for write-in votes and determine which write in ballots can be counted
· Always count votes for registered write-in candidates
· Count votes for nonregistered write-in candidates only if:
· There are fewer ballot candidates for a given office than there are seats to fill
· In a partisan primary – There are no ballot candidates for a given office in a given party
· Count votes for a nonregistered write-in candidates if a ballot candidate for that office is deceased
· Comparing Voter Number to Number of Ballots
· In order to confirm that there are an equal number of voters and ballots cast, you will have to compare the last voter number given out on Election Day to the number of ballots cast on the tabulator or in the ballot box.
· If you have more voters than ballots:
· This could because someone decided not to vote and walked off with their ballot.  Look around the polling place to ensure there are no ballots that need to be cast/were not counted.
· If you have more ballots than voters:
· Check that everyone received a voter number and that there are no skipped voters or duplicate voter numbers
· Check your EDRs to ensure they were given a voter number
· Check processed absentee envelopes to ensure that they were given a voter number
· Determine if there was potentially a ballot jam that was recorded more than once
· If your numbers are still off and you cannot determine why, you may need to perform a drawdown.  Contact your municipal clerk to determine if you need to perform a drawdown and for more information.
Documents
· Inspectors’ Statement – This document explains the whole day to someone who wasn’t at the polling place.  The Inspectors’ Statement can be used later should there be a recount or confusion at another canvass. Make sure to note:
· Total number of voters
· Total number of EDRs
· Number of absentee voters
· Number of provisional ballots
· Total number of ballots cast
· Number of ballots in excess of total number of voters
· Number of hand-count paper ballots
· Number of optical scan ballots
· Number of ballots voted on the DRE
· Any issues or situations that occurred on Election Day
· Attach the observer log, all challenge documentation forms, and any Orders to Leave to the Inspectors’ Statement
· Tally sheets and machine tapes – review to verify they contain the identical and accurate information
· Ballots – when preparing ballots to be taken to the county clerk, make sure to separate any regular ballots from those that have been identified as damaged, defective, overvoted, objected to or set aside.  These ballots should be bundled separately and plated in the original ballot bag
· Place all voted ballots along with the Original Ballots envelope in the ballot bag
· If you have political appointees serving as election inspectors, at least one elector inspector from each party must participate in the securing of the ballots
· Secure the bag with a temper-evident seal so no ballot can be removed or inserted without breaking the seal
· Sign the Ballot Container Certificate 
· Rejected absentee ballots envelopes need to be secured in the brown carrier enveloped and signed by the chief inspector and two inspectors
· All used absentee certificate envelopes should be placed in the white carrier envelope and signed by the chief inspector and two other election inspectors
· If you have any provisional ballots, they need to be placed in the provisional ballot carrier envelope.
· The provisional ballot carrier envelope should be placed in a separate ballot bag and sealed with a tamper-evident seal.
· The Provisional Ballots Reporting Form should not be sealed in the ballot container.
· Make sure that all ballots and information are recorded in the Inspectors’ Statement
Board of Canvassers
· If you are the only polling place in your municipality, you have no outstanding provisional ballots, and you have municipal offices or referenda on the ballot, the election inspectors will act as the municipal board of canvass and certify the municipal results.
· If you have multiple polling places in your municipality OR you have an outstanding provisional ballot, the clerk and two other qualified electors of the municipality will serve at the municipal board of canvassers and certify the results later in the week. 
Routing Materials
· All materials will be routed to the municipal clerk, who in turn will ensure the proper materials are giving to the proper clerk.
· Election inspectors should separate out materials so the municipal clerk can easily provide the school district clerks and county clerks the correct material after Election Day
Municipal Clerk – here are all the documents that need to be separated for the municipal clerk:
· Send all ballots (voted, unused, and provisional)
· Original tally sheets
· A copy of the voting equipment tape (if any)
· Original Inspectors’ Statement
· Statement of the Board of Canvassers (if required)
· One original poll list and one original supplemental poll list
Tip:  The poll list with the voters’ signatures will be given to the county clerk
· Absentee ballot lot
· Provisional Ballot Reporting form
County Clerk – here are all the documents that need to be separated for the county clerk:
· The ballot bags or containers with all federal, state, county and technical college ballots
· The brown carrier envelope (EL-102) containing rejected absentee ballots
· The white carrier envelope (EL-103) containing used certificate envelopes from absentee voters.
· One copy of the Inspectors’ Statement (EL-104.
· One original Tally Sheet (EL-105) for presidential, congressional, state, legislative, judicial, and county, offices and state, county and technical college referenda.
· A copy of the voting equipment results tape, if any
· One original poll list including the supplemental poll list (EL-107s) that includes the electors’ signatures.
· A copy of the Provisional Ballot Reporting Form (EL-123r).

School District Clerk – here are all the documents that need to be separated for the school district clerk:
· School district ballots (if hand-count paper ballots are used) sealed in a ballot bag.
· Original Tally Sheet (EL-105) listing school district results.
· A copy of the voting equipment results tape, if any.
· One copy of the Inspectors’ Statement (EL-104).
· A certified copy of the signed poll list (EL-107 & EL-107s).
· A copy of the Provisional Ballot Reporting Form (EL-123r).

Frequently Asked Questions
Who can observe the closing of the polls?
Any member of the public is allowed to observe the closing of the polls, including any candidates who may have been on the ballot at that election.
Who is the Board of Canvass?
In municipalities with one polling place and one set of results, the election inspectors act as the municipal board of canvassers on election night when there are municipal offices or referenda on the ballot.
In our municipality, we have several polling places. When does the board of canvassers meet?
In municipalities with more than one polling place where results must be combined, the municipal board of canvassers meets on the day after the election to certify the results of the municipal election and make the official determination of the winners. The board of canvassers consists of the municipal clerk and two other qualified electors of the municipality appointed by the municipal clerk.
This election includes school board members. Who certifies their results?
School districts have their own board of canvassers to certify the school district results and make official determination of the winners. The board is made up of the school district clerk and two other qualified electors of the school district.
What do we do with unused ballots?
Unused ballots are wrapped or bound separately and delivered to the municipal clerk. Make a note indicating that these ballots are unused.
Related Training Resources
[bookmark: _GoBack]Election Day Manual
Post-Election Checklist
Counting Write-Ins Guide
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