


Opening the Polls
Goal
To train election inspectors on how to prepare the polling place, know the required forms and documents, and to successfully open the polls.
Overview
The preparation of the polling place is crucial to maintaining a functional Election Day.  Organizing the polling place to allow for the orderly flow of voters and familiarizing yourself with the different forms and materials will allow for a successful opening of the polls and efficient Election Day.
Preparing the Polling Place
· Show up early to your polling place
· Polls open at 7am, and it is important that you have enough time to prepare the polling place and have all necessary documents completed before the first voter casts their ballot. Check with your municipal clerk on what time you are expected to be at the polling place on Election Day.
· Establish an official clock
· The clock on the voting equipment isn’t always accurate, so the inspectors should identify an official clock and note this in the inspector’s statement.  Cell phones accurately keep time and frequently serve as official clocks.
· Be familiar with the traffic flow on Election Day
· It’s recommended that the voter registration, check-in and voting areas are separate to ensure a smooth flow of voter traffic
· The way a polling place is set up impacts the voting experience and your ability to do your job.  Make sure to keep in mind the general flow of voters through the room and voting process, and to make sure that everyone can vote privately and cast their ballot independently, including voters using any accessible voting equipment.
· Signage
· Traffic to and through the voting area can be improved by posting “Enter,” “Exit,” and “Voter Registration” signs in appropriate places. In addition, signs marking the accessible entrance and path should be prominently posted and easy to read from the parking lot.  
· All signage should be printed in size 18 font or larger.
· Directions that instruct voters to state their name and address, provide proof of identification and sign the poll book are optional, but can make the check-in process more efficient.
· Place a sign outside the polling place with information on how a voter can
· get assistance with curbside voting.  
· Observer Area
· Anyone, other than a candidate on the ballot, can observe the polling place.  
· A designated observation area should be identified in the voting area that permits observers to readily observe all public aspects of the voting process. When physically possible, the observation area should be no less than 3 feet, or more than 8 feet from the table where electors are announcing their name and address, signing the poll list and being issued a voter number and the table where Election Day registration is occurring. Observers should be placed so that they can hear the interactions of voters with election officials, but not so that they interfere with the voting process.
· Observers may not handle or inspect proof of residence or photo ID documents.  
Necessary Forms
Your municipal clerk will have created a packet containing the various forms that you will need to use during Election Day.  Review the forms to ensure that all necessary documents are completed and easily located if they are needed.
· Forms and Supplies
· Ballots and Sample Ballots
· What is it?
· Two sample ballots for every ballot style must be posted at the polling place. These sample ballots have all of the contests that will be voted on during that day’s election.
· Where should it be placed?
· A location where voters can easily locate and review.
· Ballot Bags (EL-101)
· What is it?
· There should be a ballot bag for each ballot style per reporting unit. If you have a consolidated ballot, you only need one per reporting unit.
· If you are a hand-count municipality, you may need to have a county, state, and federal bag, a municipal bag, a school district bag, and potentially a referenda bag.
· Where should they be placed?
· The ballot bags should be placed away from voters, in a spot that the Election Inspectors can locate.
· Envelope for Rejected Certificate Absentee Ballot Envelope (EL-102)
· What is it?
· Election officials place all Rejected Absentee Ballot Certificate Envelopes (EL-122) in the brown carrier envelope.  
· Must be returned to the clerk who provided it for that election.
· Where should it be placed?
· The Rejected Certificate Absentee Ballot envelope should be placed away from voters, in a spot that Election Inspectors can locate when processing/rejecting absentee ballots.
· Envelope for Used Certificate Absentee Ballot Envelopes (EL-103)
· What is it?
· Election inspectors place the Used Absentee Ballot Certificate Envelope (EL-122) in the white carrier envelope after determining it has been properly executed and after removing the absentee ballots.  The used envelope is returned to the clerk who provided it for that election.
· Where should it be placed?
· The envelope for Used Certificate Absentee Ballot envelope should be placed away from voters, in a spot that Elections Inspectors can locate when processing absentee ballots.
· Inspectors’ Statement (EL-104)
· What is it?
· All challenged, spoiled, damaged, defective, remade, objected to and rejected ballots must be documented using this form.
· This statement should provide an accurate account of the election inspectors’ decisions concerning all ballot irregularities and describe any other occurrences or irregularities at the polling place (that may or may not affect the validity of the election). If in doubt, document it on the Inspectors’ Statement.
· Where should it be placed?
· The Inspectors’ Statement should be placed in an easy to access location, away from voters. This will be a document used relatively frequently throughout the day.
· General Purpose Tally Sheets (EL-105)
· What is it?
· Election inspectors or tabulators use tally sheets for counting hand-count paper ballots and recording the number of votes cast for each candidate.  This includes write-in votes, or in the case of a referendum, the yes and no votes.
· Where optical scan ballots are used, a write-in tally sheet is used to count and record write-in votes.
· Where should it be placed?
· [bookmark: _Hlk14681054]The General Purpose Tally Sheet should be placed in a location that is easy for election inspectors to find at the end of the night, when doing any of the necessary hand counts.
· Municipal Canvass Report (EL-106)
· What is it?
· The municipal board of canvassers completes this report, certifies the municipal election results, and officially determines the winners.
· In municipalities with one ward or where all wards vote at a single polling place and results are combined, the election inspectors constitute the municipal board of canvassers for that election
· Where should it be placed?
· The Municipal Canvass Report should be placed in a safe and secure location away from voters, in a spot that the Chief Inspector can locate.
· Poll List and Supplemental Poll List (EL-107): (also known as the poll book, voter list or the registration list)
· What is it?
· The poll book contains the names and addresses of registered voters in a ward or combination of wards.  Each ward or combination of wards will have two poll lists, which must be maintained identically on Election Day.  Election inspectors use poll lists to ensure only registered voters cast a ballot, and to capture certain information about each registered voter who receives a ballot.
· Note:  Voters need to sign only one copy of the poll list.  All voters should sign the same poll list.
· Where should it be placed?
· The Poll List and Supplemental Poll List should be located and staffed at the designated sign in table. The Poll Lists need to be located on a table where both Election Inspectors and voters have easy access.
· Registered Write-In Candidate List
· What is it?
· The municipal clerk should supply elections inspectors with a list of registered write-in candidates on Election Day.  
· Where should it be placed?
· The Registered Write-In Candidate List should be placed in a location that can be easy accessed by Election Inspectors but should NOT be posted with election notices or given out to voters with their ballot. 
· Ineligible Voter List
· What is it?
· The list of felons in a county or municipality that are currently under the Department of Correction’s supervision.  These individuals are on probation, parole, or extended supervision and are ineligible to vote.
· Where should it be placed?
· The Ineligible Voter List should be located near the check in table or EDR location as those two areas will be using it the most throughout election day.
· Inspectors’ Certificate of Provisional Ballots (EL-108)
· What is it?
· Election inspectors use this envelope to secure any provisional ballots voted on Election Day.
· Where should it be placed?
· This should be placed in a secure location away from voters, in a spot that the Chief Inspector can locate.
· Election Observer Form (EL-109)
· What is it?
· Individuals who wish to observe the conduct of the election and/or election administration event should legibly list their  full name, street address and municipality, and the name of the organization or candidate the observer represents, if any.
· The observer shall also sign this form acknowledging the observer understands the rules and will abide by them.
· Additionally, an observer must present photo identification to an election inspector.  Any type of photo identification is acceptable so long as it features a photo of the observer and the observer’s name.
· An election official shall verify by marking on the EL-109 that the observer’s name listed on the EL-109 matches the photo identification.  
· If the information on the photo identification does not match the information on the observer log, the individual shall not be permitted to serve as an observer.
· Where should it be placed?
· The Election Observer Form should be placed near the designated area where Election Observers are to observe.
· Order to Leave Polling Place (EL-110)
· What is it?
· In the event that a chief inspector orders an observer to leave a polling place, the chief inspector shall provide this written order to the observer which includes the reason for the order and the signatures of the chief inspector as well as another election inspector representing the opposite political party, if available.  
· The chief inspector shall have sole authority to order the removal of an observer, but the other election inspector may note whether they agree or disagree with the decision on the Inspectors’ Statement (EL-104).
· Where should it be placed?
· The Order to Leave Polling Place form should be placed away from voters, in a spot that the Chief Inspector can locate.
· Election Observers Rules-At-A-Glance
· What is it?
· This brochure is available from the WEC website.  It is a summary of the rules for election observers and a copy should be provided to all individuals who wish to observe the conduct of the election and/or election administration event.
· Where should it be placed?
· The Election Observers Rules-At-A-Glance should be placed near the designated area where Election Observers are to observe.
· Provisional Ballot Certificate Envelopes (EL-123)
· What is it?
· Each provisional ballot is placed in a separate provisional ballot certificate envelope.  Every provisional voter must complete the certification and seal his or her ballot inside the envelope.
· Where should it be placed?
· This should be placed in a location away from voters, in a spot that the Chief Inspector can locate, near the other Provisional Ballot materials.
· Provisional Ballot Reporting Form (EL-123r)
· What is it?
· Election inspectors use this form to record the details of each provisional ballot issued on Election Day.
· Where should it be placed?
· This should be placed in a location away from voters, in a spot that the Chief Inspector can locate, near the other Provisional Ballot materials.
· Absentee Ballot Log (EL-124)
· What is it?
· This form should be used to track absentee ballots at the polling place to indicate whether the vote was counted.
· Where should it be placed?
· This should be placed in a location away from voters, in a spot that the Election Inspectors who process Absentee Ballots can locate.
· Presidential Only Ballot Forms: 
· What is it?
· Presidential elections require two additional forms.  These forms are used for individuals who moved to Wisconsin less than 10 days before a presidential election.  These individuals are eligible to vote in the presidential contest only.
· Authorization to Cancel Registration - New Wisconsin Resident (EL-139)
· Application for Presidential Ballot (EL-141)
· Where should it be placed?
· These should be placed in a secure location away from voters, in a spot that the Chief Inspector can locate.
Voter Information and Notices
· General Rules
· The following documents need to be posted at the polling place in location that is easy for voters to find. The font size of these documents should be at least size 18.
· Notices
· Relevant portions of the voting instructions from the Type B notice, the text of the Type C notice for each referendum, if applicable, and the Type D notice of polling place hours must be posted.
· Sample Ballots
· Two copies of each type of ballot
· Statement of Election Fraud (EL-111)
· This statement documents the laws and applicable penalties for election fraud.
· Notice of Crossover Voting (EL-112)
· This is a statement explaining the effect of crossover voting at a partisan primary and is posted at a partisan primary only.  The EL-112m should be used in municipalities that use optical scan voting equipment.
· Notice of the Effect of Overvoting (EL-113)
· This is a statement explaining the effect of overvoting in a particular contest and how to obtain a replacement ballot if a voter makes a mistake.
· Voter Qualification Poster (EL-115)
· This notice explains the requirements for an individual to be a qualified elector.
· Voting Rights (EL-117)
· This notice provides general information on voting rights protected by federal law.
· Contact Information (EL-118)
· This posting provides electors with contact information if they have concerns with the voting process.  The blank sections should be filled in before Election Day by the municipal clerk.
· Ward Maps & Street Directory
· A ward map clearly indicating all the wards in the municipality served by that polling place must be prominently displayed.  A street directory that indicates which streets are in each ward along with the location of the polling place in each ward is recommended.
Review ballot and contingency plans
· Ballot
· Together with other inspectors, review and familiarize yourself with the ballot.
· Inspectors should know what offices and referenda are on the ballot.
· Communicate any registered write-in candidates and the office they are pursuing.
· Note if you have different ballot styles at your polling place and ensure that there are separate processes to ensure that voters get the correct ballot with the correct contests.
· Count back 50 ballots from the bottom of the pile and place a Post-It or other note that there are 50 remaining ballots.
· If you get to this point, have the chief inspector contact your municipal clerk to have more ballots delivered.
· Contingency Plan
· Review the contingency plan for your polling place and determine who will be responsible for what should there be an emergency evacuation of the polling place during Election Day
· Review potential contact information and ensure that all contact information is accurate and up to date.
Ensure voting booths are set up correctly
· Every polling place needs at least one booth per every 200 electors who voted in the last general election.
· Does not matter if it is going to be a “small turnout election” – The booths still need to be set up and ready for voters.
· All booths must be set up in the same area (including any accessible equipment or tables) but need to be separate from the check-in and registration tables.
· Accessibility
· At least one booth needs to be at least 30 inches wide with a writing surface between 28 and 34 inches high to meet accessibility standards.
· Keep in mind that this booth needs to be accessible to people using a mobility device, such as a wheelchair, and needs to be private.
· Accessible voting equipment must be turned on and facing away from the general public – all voters using the accessible equipment must have the ability to vote in private and not have their selections shown to people passing by.  The equipment should also be set up with enough clear floor space to allow for wheelchair access.
· All election inspectors should be trained on how to use the accessible voting equipment and should be able to explain to a voter how to mark a ballot on the equipment.
· The equipment should be tested as part of the pre-election test.  
Tabulators and Ballot Boxes
· Tabulators
· If you are using optical scan equipment, verify that the tamper evident seal is intact, and record the number in the inspector’s statement.
· The chief inspector compares the serial numbers recorded on the inspectors’ statement to the serial numbers on the security tags on the machine at the beginning and end of the day. The chief inspector should initial in the spaces provided to confirm that the checks were completed and the seals were intact.
· All inspectors should be trained on how to use the voting equipment and should know how to:
· Turn the equipment on and off
· Be able to explain to an elector how to cast a ballot on the equipment
· Be able to properly load and unload the voter-verified paper audit trail (VVPAT), also known as the paper roll
· Know who to contact if there is an issue with the voting equipment
· Print the Election Day Zero-Count tape
· Before any ballots are cast on Election Day, inspectors need to witness a test of the tabulation component by performing a zero-count test to ensure that the machine will start counting at zero.
· The zero-count tape is required to be signed by the witnesses and should not be separated from the remainder of the roll.  Leave the printout attached to the roll.
· Ballot Boxes
· If your polling place uses hand count paper ballots, you will need to have a ballot box for each ballot used in the election.
· Even if direct recording electronic (DRE) equipment is primarily  used at the polling place, you still need a ballot box to process absentees, assisted ballots, challenges ballots, etc.
· There needs to be enough paper ballots at the polling place for every voter, regardless if they usually use the DRE equipment or not.
· Each ballot box needs to be clearly labeled to indicate which ballots can be deposited there.
· If you have more than one reporting unit at a polling place, you will need to have one ballot box per ballot per reporting unit.
· Each ballot box needs to be securely locked. 
· Lock should be reviewed periodically by the chief inspector to verify that the ballot box hasn’t been tampered with.
Frequently Asked Questions
What can I tell voters about referenda?
Voters asking about referenda should be referred to the posted copy of the Type C notice containing the text of the referendum and an explanatory statement of the effect of a “yes” or “no” vote.  Straying from these official documents could persuade the voter to vote a certain way and could be grounds for dismissal of the election inspector.
Should I post the names of write-in candidates?
No.  Inspectors will be given a list of registered write-in candidates that they can show a voter if specifically asked for the list, but this list should not be listed publicly.
What should I be writing in the Inspector’s Statement (EL-104)?
Anything and everything.  The Inspector’s Statement is the official explanation of Election Day and can be used to figure out discrepancies.  When in doubt if you should record information in the Inspector’s Statement or not, always record it. 
Related Training Resources
       Election Day Manual
     Opening the Polls Video Tutorial
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