

DRAFT DOCUMENT


Developing an Audit Trail

Introduction

Ensuring elections are administered fairly, accurately, transparently, and efficiently requires creating documentation of each component involved in the development and conduct of an election.  These components include all pre-election, Election Day, and post-election activities; examples include, but are not limited to, candidate filing forms, voter registration lists, verification of voting systems, poll workers, etc.  Documentation of these processes may also serve to prove the accuracy and validity of an election in a court of law and resolve questions regarding the integrity of the election.

Furthermore, developing a formal record (audit trail) of an election’s components is an essential tool for election administrators to accurately evaluate the strengths and weaknesses of the processes established to conduct an election.  It is therefore important to establish accurate methods and procedures for documenting and reviewing an election’s audit trail.  This chapter focuses on the documentation of election supplies, documents, and procedures.  Audits of election results are discussed in a separate chapter.
In the business of election administration, there is no such thing as too much documentation.  From job descriptions and written procedures, to workflow diagrams and charts, to timelines and checklists, the documentation that supports the conduct of an election can resolve questions regarding separation of duties, two person integrity and chain of custody.  It can also prove the accuracy of an election in a court of law.

By routinely collecting detailed documentation of each process, election officials are developing standards for achieving excellence in the management of elections. The collection of documentation (audit trail) is ongoing within election offices nationwide.  

Example:  Each voter record has its own unique audit trail.  From the moment a citizen registers to vote in a jurisdiction, a record or file is created.  Think of each voter’s record as a legal file folder which contains the history of that voter – when they registered to vote; when they changed their address and/or their party affiliation; whether they voted absentee or early, in-person or by mail and at which location; their voter history and if they voted a provisional ballot, whether that ballot was counted or not; whether they have run for office; whether they were elected to office and for what position, whether they have served as a poll worker and if so, at which polling place and in what position, etc.  All of this information and more is contained in each voter’s record (audit trail).  Therefore, the voter record audit trail is an important tool for determining a voter’s eligibility to vote, and provides documentation for processing and qualifying provisional ballots.

The above example is just one of many processes within an election office that requires the development, maintenance and archiving of documentation (audit trail).

Types of Documentation

By reviewing and analyzing all paperwork mailed in, delivered at the front counter, generated by staff, processed by poll workers, and collected from outside sources, i.e. Secretary of State office, county and city agencies, vendors, etc., election officials can start the process of determining the retention cycle for election-related documentation.  

This documentation, i.e. records/audit trail, represents the records of the business of elections.  Whether each record or document is of short-term, long-term, or archival value, it contains useful and sometimes essential information.  Think of each document managed in your office as your office’s official documentation – it can contain legally binding decisions, ranging from contracts, purchase agreements, to voted paper ballots.

These records also reflect the memory of your office – how many voters were registered ten years ago compared to today; what type of voting system was used then and now; what was the cost of managing elections then compared to now?  Records in an election office document a citizen’s most important right – their right to vote.  

Government agencies also have a responsibility to comply with open records rules and regulations.  It is through the availability of information that the general public can develop an understanding of the administration of elections, and perhaps become more involved in the democratic process.

Documentation, records (audit trails) can be categorized as follows:

· Nonessential/inactive records – documents that are routine and would be discarded within a designated period of time.  Examples would include routine correspondence and memorandums, etc.

· Active records – those that are mandated by federal and /or state law to be retained for a specific period of time.  Examples would include signed contracts, voted ballots, candidate filing forms, etc.

· Archival records – documents that are stored on a permanent basis.  Examples include voting district maps, voter registration records, etc.

Each of the above categories is regulated by local, state and federal records retention laws.  Election officials are encouraged to verify these retention requirements prior to developing your office records retention policies and procedures.

Examples of types of documentation managed within an election office include, but are not limited to:

· Candidate filing forms

· District and precinct boundary maps

· Voter registration applications

· Absentee ballot applications

· Publications and legal notices

· Equipment inventory and acceptance testing forms

· Ballots

· Logic and accuracy testing documentation

· Equipment and supply checklists

· Poll worker assignment forms and oath of office

· Employee timesheets and payroll documentation

· Election Day opening and closing certifications

· Post-election reconciliation forms

· Etc.

Pre-Election Audit Trail

The beginning of a new election cycle is a unique opportunity to catalog the types of documents that are generated from beginning to end.  Begin by assigning a core group of full time staff the task of developing a master checklist containing every document that is collected, generated, or created during the pre-election/set up of an election.  If such a checklist already exists, continue to evaluate and re-evaluate the items on the checklist and add new documents as needed.

An added benefit is that you are empowering a team of employees to develop a thorough understanding of all components involved in managing an election.  The end result is a cross-trained team of employees, who are collecting the internal documentation, which also becomes the checklist and/or timeline for managing elections in your office.  When completed, your office will have developed a checklist of permanent and archival election records required for each election.  As these documents/records are approved and authorized, they can be stored in consecutive order for storage.  Should the need arise, your office will be prepared and ready to provide all legal documents, should they be requested.

Before you begin – remember – there is no such thing as too much documentation!!
Each election begins with a specific number of races and/or questions.  The first deadline is the filing deadline.  This date becomes the first date on your timeline and also represents the beginning of documentation that creates the election.  

Before the election can be set up in your election management and/or voter registration software, you must reaffirm and validate that all precincts and districts are correct and that addresses are correctly assigned to their unique districts/precincts.  It is important to understand the overall management of your voter registration software, i.e. who has authority to update precincts and districts and who manages updating the address file within the software.  Confirm with your database administrator how user rights are assigned and develop a general understanding about which fields in your voter registration software are “locked” and require “administrative rights” for managing the data.  Ask questions such as:

· When are new addresses added to the system?  Are they added when a new subdivision is platted or after the new home building occupancy permit has been issued?   If addresses are added before the building is constructed, there is an opportunity for a voter to be added to an address that is actually an empty lot.

· Does your address file contain only residential addresses?  Do you have addresses that are post office repositories flagged in your system?   Based on your state law, confirm that voters are assigned to residential addresses only.

· Are certain precincts in your jurisdiction split by local school or special district boundaries?  Remember that these “split precincts” can cause voter confusion on Election Day.  Neighbors in the same precinct could be voting on different school races and/or questions if the precinct is split by school boundaries.

If possible, print a listing of precincts and associated districts prior to the set up of each election.  A team of two staff members should proof this listing, using district maps for comparison purposes.  If your office maintains GIS mapping software, merge the precincts/districts maintained in your voter registration software with the GIS mapping software to visually verify that all precincts are assigned to the correct districts.  By utilizing a map point assigned to each residential address, you have the ability to visually verify that every residential address within your voter registration software is assigned to the correct precinct.  In summary:

· Confirm that addresses are assigned to the correct precinct and/or split precinct, then

· Confirm that the precincts are assigned to the correct districts; and finally

· Confirm that the correct districts are set up correctly for each election.

The next components of the pre-election audit trail are the candidate filing forms and/or questions submitted for the ballot.  Based on state law, the candidate filing forms for each race must meet certain requirements to qualify for placement on the ballot.  Therefore, each form becomes a part of the records for each election.  The candidate filing forms and any questions certified for the ballot are the official documents that are used to set up the election.  The original filing forms are also the documents that all data entry is proofed back to.  Make a listing of all documents that are generated from the original candidate and question filing forms.  This listing may include:

· Election set up/ballot generation software candidate report

· Legal candidate publications

· Candidate listing for public distribution

· Web site candidate information

Each document, if created by a different staff person or different software, must be handled and proofed back to the original filing forms.  This proofing documentation audit trail for each election should be initialed by two staff members.  The proofing team must be staff members who were not involved in creating the initial documents or doing the data entry.  

Once the addresses, precincts, and districts have been verified and proofed; the candidate and question filing forms have been processed and all associated documentation and data entry has been proofed; the next step is the development of unique ballot styles.

NOTE:  Refer to state law for specific ballot requirements, i.e. rotation of candidate names, partisan and /or straight party ballots, etc.

After the initial ballot styles have been generated, they should be proofed back to the precinct/district printout and the original candidate/question filing forms.  A team of staff members not involved in the data entry of the election/ballot generation software proofs and signs off on the official ballot file.  The proofed ballot deck becomes a part of the pre-election audit trail.

Once the ballot proofs are returned from the printer, they are once again re-proofed back to the official proofed ballot deck which is already a component of the audit trail.

IMPORTANT:  At each point of the proofing and archiving of the pre-election audit trail, it is imperative that ballot generation and voter registration software be backed up and stored off-site.  Each of these steps marks a “lock down” point in the preparation of an election.

Once ballots are received from the printer, staff must verify and confirm that the requested number of each ballot style has been received.  Again, this document becomes a part of the audit trail, and becomes the control for managing distribution of the printed ballot stock.

Depending upon the type of voting system used, the tabulation software must generate memory cartridges for use in optical scan or voting machines.  Logic and accuracy testing is performed to confirm the accuracy of the election setup.  All checklists and printouts relating to the logic and accuracy testing are key components of the pre-election audit trail.  Examples of the logic and accuracy trail include:

· Opening L&A zero proofs from all voting equipment and optical scanners

· Logic and accuracy marked ballot decks and associated documentation

· Checklists generated for each piece of voting equipment

· Closing L&A total proofs form all equipment and scanners

· Final L&A results report 

All of the above documentation should be proofed and initialed by at least two staff members and stored as part of the pre-election logic and accuracy audit trail.

Absentee and Early Voting Audit Trail

Based on state law, early voting jurisdictions must be prepared to process voters prior to Election Day.  In some instances, voters are allowed to vote either in-person or by mail; and in other jurisdictions, voters are only allowed to vote early based on special requirements/circumstances, i.e. disabled and/or out of the jurisdiction on Election Day.  

Regardless of the state and local laws and requirements, early voting documentation becomes another component of the audit trail for each election.  

Early voting/absentee voting by mail usually begins with an application form, completed by the voter.  Based on state law, these forms must be submitted within the designated time frame.  Each form should be date stamped for processing.  Again, based on state law, there may be requirements on when the ballot must be sent after the application is received in your office.  There may be other requirements regarding how the application for the ballot may be received by your office, and who may turn in the application for a ballot.  All of these unique laws set the stage for internal policies and procedures for managing the documentation (application forms).  These forms, in turn, become a part of the official audit trail for each election.

The requests for absentee ballots must be data entered and are used to validate the voter’s right to receive a ballot.  The voter registration software is the key control for managing the voter’s eligibility to receive and/or request an absentee ballot.  Once issued, the voter registration software becomes the control for managing that voter’s ability to only vote once in that election.  

One example that must be monitored as a part of the audit trail is a voter’s request for a replacement ballot.  Questions to ask your database administrator include:

· If the voter has already been issued a ballot for that election, how does your software control the issuance of replacement ballots?

· Which ballot can be counted when it is returned?  What happens if the original ballot is returned and the replacement ballot?  Which ballot is counted?

· How are user rights restricted for issuance of absentee ballots?  Is the data field “locked down”?  If a user has a data entry error, how is the error corrected?

These questions are important because each cycle of ballot requests processed will generate a subsequent set of printed ballot envelopes and/or labels.  Each of these print “jobs” should be balanced back to the number of absentee application data entered to verify that ballots requested equals ballot envelopes printed.   Tip:  Consider printing an alphabetical listing of applications processed to be a part of your audit trail.  

If ballot envelopes are stuffed by hand, a team of two people should verify that the correct ballot style has been inserted in each envelope.  The envelopes should be processed in groups, representing a print “job” that has already been balanced to the number of applications data entered.  

After each group of ballot envelopes has been sealed, the total number should once again be confirmed and balanced back to the initial number proofed from the initial print “job.” 

Applications Processed = Envelopes/Labels Printed = Envelopes Stuffed and Sealed = Total Envelopes Delivered to the Post Office on Each Day.

The daily log of print jobs, initialed by different staff members, represents another key component of the absentee and early voting audit trail.

The returned ballot audit trail should be managed in the same fashion as the outgoing ballot audit trail.  Tip:  Train your staff to think of each returned ballot envelope as a dollar bill – they must be counted individually, sorted, bundled, and balanced at the end of each day.

Again, the voter registration software contains the history of all returned ballot envelopes.  Once the voter’s record has indicated a ballot has been returned, that voter cannot vote again in that election.  It is critical to understand user rights to the software and to confirm that the voter history data fields are in fact “locked down”.  Any need to correct a user’s mistake in recording voter history must be documented and signed off by at least two administrative staff members.

All ballot envelopes returned must be stored in a secure, controlled environment with restricted access.  Log sheets, computer or hand generated, must be created and updated on a daily basis.  Returned ballot envelopes should be bundled in batches and recorded on a log sheet.  This process assures that all batches have been accounted for and processed at the end of the election.

The final audit trail for absentee and early voting should support and validate that:

· Total number of ballot envelopes returned = the total voters with voter history recorded

· Total ballot envelopes returned MINUS ballots challenged = ballot envelopes authorized to be opened

· Total ballot envelopes authorized to be opened = total ballots scanned for unofficial results

· PLUS total number of provisional/challenged ballots MINUS total number of provisional/challenged ballots NOT authorized to be counted

· EQUALS total number of all ballots scanned for official results

Each step of the outgoing and incoming absentee/early voting audit trail should be recorded, balanced and initialed by two staff members. 

Remember:  All “dollar bills” returned must be counted, balanced, and tabulated.  The audit logs become the official documentation for each election.

Polling Place Supplies and Equipment Audit Trail

Preparing for voting on Election Day at polling places located throughout your jurisdiction requires paperwork to support and verify that the proper supplies and equipment has been prepared and distributed to the correct polling place location.

Preparation of supplies is done in a variety of ways throughout the country.  Generic Election Day supplies are often pre-packaged for distribution to polling places and are often locked, sealed and delivered with equipment prior to Election Day.  Other offices may distribute all supplies and equipment to supervisory poll workers whose job includes verifying the supplies and bringing them to the polling place on Election morning.  Other offices may deliver some supplies and equipment; and distribute other unique election supplies to the supervisory poll workers on the day prior to Election Day.

Regardless of the distribution method, packaging of supplies is a critical component for success on Election Day.  Imagine an Election Day where different supplies are missing from different supply bags at polling places all over your jurisdiction.  From managing the phone calls from frustrated poll workers…to dispatching missing supplies to polling places all over the county, a routine election can quickly turn into a disaster.  

Each polling place supply kit/bag should be packaged according to a supply checklist.  Each bag and checklist should be numbered.  The contents of the bag should be itemized and proofed and the checklist signed off by two staff members.  Mission critical supplies, i.e. paper ballots and voter registration lists, should be proofed by key administrative staff.  Each of these supply bag checklists becomes part of the election audit trail.  NOTE:  If you receive calls reporting missing supplies, you can quickly refer to the supply checklists to determine who was responsible for packaging that supply bag.
Voting equipment checklists and delivery sheets, including the serial number for each machine, protective counter numbers, and any tamper-evident seals and/or tamper resistant tape numbers should be recorded and confirmed by staff, by delivery staff, and again by the poll workers on Election morning.

On Election morning, protective and public counter numbers of all equipment should be verified by poll workers.  The opening zero tape printout should be signed by poll workers.  All of these documents begin to build the audit trail for each polling place on Election Day.  

Field technicians/rovers can serve as additional verifiers on Election Day.  By completing a polling place operational checklist, the rover and supervisory poll workers can both sign and confirm that each polling place has been set up according to diagram layouts and operational procedures.

Throughout the day, poll workers can complete verification reports to confirm that the number of voters checked in equals the number of ballots issued and the number of ballots scanned or recorded on public counters on all voting equipment.

When the polls close, closing verification forms are completed by poll workers, documenting the protective and public counter numbers on all voting equipment, and all tamper-evident seals and tape securing the equipment.  The end of day result tapes are printed from each voting machine and signed by poll workers.  These total votes collected from all voting machines should balance to the number of total voters processed at each polling place.

Post-Election Audit

Once all ballots have been scanned and all voting machine cartridges have been returned and unofficial results reported, your office should secure all supplies and documentation from each polling place.

NOTE:  A post election audit can be accomplished in many different ways, and is often required based on specific state law.  A separate Election Management chapter has been developed to discuss recounts and random auditing of election results.  This chapter will address auditing of supplies, documents, and procedures.

The purpose of conducting a post-election audit of supplies and documentation is two fold:  

· First, you want to ensure that all supplies have been accounted for and returned from each polling place.  TIP: Bar code technology provides simply inventory control for equipment and mission-critical supplies.
· Second, you need to audit the work completed by the poll workers to verify that all paperwork has been completed correctly.  TIP:  Consider providing an incentive program to encourage poll workers to return all supplies and properly complete all paperwork.  
If possible, consider utilizing other county staff members to assist your office in accomplishing the post-election audit.  Assign the staff to work in teams of two, with each team assigned a separate work area and table.  A checklist of all supplies to be accounted for should be prepared for each polling place supply bag/kit.  In order to streamline the audit, develop the teams to work in an assembly-line fashion.  An example of the way to organize the teams is as follows:

· The first team uses a checklist to locate specific supplies, and hands them to the second team.  Team one continues to process all remaining supplies.

· Team two locates any provisional ballots and hands them to team three.  Team two continues to utilize their checklist and verify that all forms are accounted for and completed correctly.

· Team three counts all provisional ballot envelopes and balances the number to the signature roster for each polling place.

When all forms and supplies have been accounted for, finalize the post-election audit by organizing and filing all documents in the same order for each polling place.  These documents should be stored, sealed and archived according to state law.
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Precinct Handbook Appendix A


PRECINCT BOARD PERFORMANCE MATRIX
Election Date:                       Precinct Number:                                         


Points Possible = 36 32 or above = BONUS


ACTIVITY
YES NO POINTS


POSSIBLE
POINTS


AWARDED


1 Security Log Completed and returned as required 6


2 Attended School of Instructions – Inspector only required 2


3 Polls opened and closed timely 2


4 Results transmitted by 9:00 p.m. or Elections Office notified
of problem transmitting    (See GEMS Log)


1


Roster-Index  


1 Ballot Statement completed 2


2 Calculations on Ballot Statement are accurate 2


 3 Declaration of Election Officers completed correctly 1


4 Certificate of Voters Voting completed correctly 1


5 Absentee voters transferred to roster-index pages 1


6 All absentee voters signed “AV roster” – not main roster 1


7 All provisional voters signed “Log of Provisional Voters” and
not master Roster


1


8 Board finds voters on roster or supplemental roster – two or
more registered voters voting provisional ballots loses point


1


Required materials turned in on election night in
transport bag


1 Ballot receipt completed and returned 1


2 Regular voted ballots returned in Container A 1


3 Container A sealed 1


4 Number of ballots enclosed written correctly on Container A
label


1


5 Provisional Plastic Bag – label on paper, not bag, number
of provisional ballot envelopes on paper, and Provisional
ballot envelopes inside bag


1


6 Provisional envelopes received from voters are completed
correctly by board with affidavits as appropriate


1


7 Absentee Ballot (AV) Bag – label on paper, not bag,
number of absentee ballot envelopes on paper, and
Absentee ballot envelopes inside bag


1


8 Write-in Bag (#3) – label on paper, not bag, outside of
envelope completed correctly and Write-in ballots inside
envelope


1


9 Bag (Envelope) #2 – label on paper, not bag, check boxes
completed correctly and Master Roster, Oath/Payroll,
AccuVote Results Tape, completed affidavits, certificate, and
etc. in envelope


1
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10 Ballots Not Read by AccuVote Bag – label on paper, not
bag, place all valid ballots the AccuVote could not read in
this bag


1


11 Bag #1 – label on paper, not bag, containing spoiled
ballots, stubs, and  surrendered AV ballots – No valid
ballots in bag


1


12 Transport bag locked 2


Miscellaneous 


1 Unused ballots returned in Supply Box 1


2 Unused ballots accounting sheet completed correctly 1


                                                                   Total Points 36


                                                  Bonus     YES         NO


Performance Matrix (Appendix, page 1)


This is the matrix we use to calculate your bonus.  Points are awarded on a pass/fail, all or nothing basis. 
This is how you can lose your bonus for not completing the Security Log.  We try to keep the matrix as
simple as possible so the items are not weighted for relative importance, except for the Security Log.


We give you a PRECINCT SUPPLIES CLOSING CHECKLIST which very much relates to the matrix. 
The Checklist tells you where things are supposed to go when you close your poll.  Correctly following
the checklist figures in 30 of the 36 points.


PRECINCT SECURITY LOG (page 3)


The Precinct Security Log is a single point of failure for losing your bonus.  On Monday before the
election, go to the poll and make sure we have given you everything you need for the election.  This Log
will be in the front of your Roster binder.  We will fill in the boxes in BLUE: Precinct Name, the initial
Seal Number on the Supply Box, and the AccuVote Serial Number, Memory Card Number, and AccuVote
Security Seal Number  Here’s what you fill in, at a minimum.  Note they are in RED.


• Inspector – print or sign your name.
• In the first Supply Box box, verify that the Seal Number on the Log is what was on the Supply


Box.  If it is different, check the NO box and note the number that was on the Seal.  Verify that the
contents of the Supply Box are intact.  If there is a problem, call us.


• When you are ready to reseal the Supply Box, note the new Seal Number in the second box and
check YES that you sealed the Supply Box.


• On Tuesday (election) morning, verify that the seal you put on the Supply Box Monday is still
there.  Check the YES box in the third box and write down the Seal Number.


• On Tuesday (election) evening when you are ready to reseal the Supply Box, note the new Seal
Number in the second box and check YES that you sealed the Supply Box.


• At the lower left corner of the Security Log is a place to record the number on the big black ballot
box 


If something happens during the day that requires a change in your AccuVote, the AccuVote memory
card, or the AccuVote Security Seal, you must note the reason for the change, and the serial number of the
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new AccuVote, AccuVote Memory Card, and AccuVote Security Seal.  In the example above, the
memory card was changed, and the number of the new card and security seal were recorded.  The
inspector initialed the Memory Card box and signed under the new Security Seal Number.
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ELECTION NIGHT RETURN LABELS


We provide you with bar-coded labels for the bags/envelopes we expect you to return on election night. 
We depend on these labels for our election night inventory so these count toward your bonus.  If you do


not use them, you will not get your bonus.


You have six large plastic bags with clear plastic pouches attached to them.  Inside the pouches are paper
slips that correspond to these labels.  Pull the paper slips out of their pouches far enough to put the bar
code label on the upper right corner of the slip and put it back in the pouch.  
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COMBINED ROSTER INDEX (Page 6)


Your Combined Roster Index has changed from June, 2006.  There are more pages and we have tried to
make all of them easier to deal with and fill out.  We are using red type to try to focus your attention on
boxes or sections that must be completed.


The first page has three boxes on it.  The upper right box contains information we provide: your precinct
name (e.g. 1E-45), your precinct number (e.g. 100008), your polling place location, and the title of the
election.


The Declaration of Election Officers on the left side of the page also has your precinct name and the date
of the election.  All poll workers must sign in this box before the polls open.  The inspector should also
put her/his name on the line in the sentence, “Signed in the presence of (inspector’s name) on                    ,
20   .” and put the election date on the other blanks.


You may need to replace a poll worker during the day.  If this occurs, you must note the change in the
FILLED VACANCIES CERTIFICATE.  The box has instructions: print the person’s name who did not
appear or who left on the top lines and print the name of the replacement poll workers on the bottom lines.


BALLOT STATEMENT PAGE (page 7)


This box used to be on the Combined Roster Index page but enough people either got it wrong or didn’t
fill it out that it now has its own special page complete with instructions.  Notice it says in bold red type,
“This Statement must be completed after you close your Poll.”  We really mean it.  You get one point for
trying and another if your addition is correct.  While it doesn’t have the matrix weight of the Security Log,
this is really the key to election integrity.


It has instructions for each line of the Ballot Statement.
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PRECINCT NO.     PCT ID
(EC § 14107)


Location 1
Location 2


Election Name


Sign here before you open the Poll.
Declaration of Election Officers


(EC § 12321)


STATE OF CALIFORNIA
COUNTY OF HUMBOLDT
I do solemnly declare that I will support the Constitutions
of the United States and the State of California and that I
will to the best of my ability, faithfully discharge the
duties of precinct board members for precinct PCT for the
election held on Election Date.


Signed in the presence of                                                     


 on                                , 20       .


                                                                                  
Inspector


                                                                                  
Judge


                                                                                  
Clerk


                                                                                  
Clerk


INSTRUCTIONS TO ELECTION OFFICERS:
A person desiring to vote shall announce his or her name and
address and when the precinct officer finds the name in the
Combined Roster Index, he or she shall repeat the voter’s name. 
The voter shall then sign his or her name in the Roster Index.


FILLED VACANCIES CERTIFICATE 
(EC §§ 12313-12316)


The following member(s) of the precinct board did not appear at the opening
of the poll or were excused from service:


1.                                                                           


2.                                                                    


3.                                                                    


The following voter(s) was/were duly appointed by the Inspector or a majority
of the precinct board:


1.                                                                           


2.                                                                    


3.                                                                    


COMBINED ROSTER INDEX
HUMBOLDT COUNTY
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This Statement must be completed after you close your Poll.


BALLOT STATEMENT


1. The number of ballots received was . . . . . . . . . . . . . . . . . . . . . . .               


2. The number of ballots counted by the AccuVote was . . . .                           


3. The number of unread ballots was . . . . . . . . . . . . . . . . . .                           


4. The number of spoiled ballots was . . . . . . . . . . . . . . . . . .                           


5. The number of used Provisional ballots was . . . . . . . . . . .                           


6. The number of unused ballots was . . . . . . . . . . . . . . . . . .                           


7. Total number of ballots for lines 2, 3, 4, 5, and 6 was . . . . . . . . . . . .              
(Should be the same as line 1)


8. How many ballots from line 2 have Write-ins? . . . . . . . . . . . . . . . . .              


9. How many voters signed the Roster Index? . . . . . . . . . . . . . . . . . .              


10. How many voters turned in valid Absentee ballots? . . . . . . . . . . . .              


11. How many voters voted on the eSlate? . . . . . . . . . . . . . . . . . . . . .               


INSTRUCTIONS


1. This includes your precinct ballots and provisional
ballots.  You may fill in this blank as soon as you
confirm your ballot inventory.


2. This number was shown on the AccuVote LCD
screen before you ran the Ender card.  It also prints
on your results tape immediately following the
header.  If you are sharing an AccuVote with
another precinct, there will be two precinct ID
numbers and two totals for ballots.


3. These are the voted ballots that could not be read
by the AccuVote and were placed in the side
compartment of the ballot box.


4. These are the precinct/provisional ballots spoiled or
voided during Election day.  Does not include
spoiled/surrendered absentee ballots.


5. These are the provisional ballots you issued to
provisional voters.  This number should equal the
number of signatures on the Provisional Log. 
Provisional voters should NOT sign the main or
supplemental rosters!


6. Unused ballots are the ballots you have left over
after the close of polls.  Put the number here and
complete the Unused Ballot Inventory Seal.


7. Add the numbers from lines 2, 3, 4, 5, and 6.  If this number does not equal the number of ballots received (line 1), you must explain
why it is off on the next page.  You must also sign the certification on the next page regardless of whether your count is off.


8. These are the ballots the AccuVote has separated for you in the central compartment of the ballot box.  This number helps us reconcile write-in
votes.


9. This is number of voters signing the main and supplemental rosters.  Do not include absentee or provisional signers.


10. This should equal the number of absentee ballot envelopes in the Absentee bag and voters signing the Absentee Log.


11. This is the number of voters from your precinct that voted on the eSlate rather than a paper ballot (from eSlate Tally Sheet).
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CERTIFICATE OF NUMBER OF VOTERS VOTING (page 9) This is one point in the Bonus Matrix.


The Elections Code requires you to document any voter who signed the roster but DID NOT VOTE.  This
doesn’t happen often but when it does, it guarantees that your signatures will not match ballots.  If you know
who the voter is who signed and left, record his/her name in this section and where in the roster his/her name
appears.  If you don’t know who it is, tell us about it in the next column (ROSTER/BALLOT
DISCREPANCIES).


Also in the Certificate of Number of Voters Voting is a mandatory (Elections Code) blank that requires you to
put in the number of voters who cast precinct and provisional ballots.  It should be the number of voters who
signed the Main and Supplemental Rosters and the Provisional Roster.  It should be different from Line 9 on the
Ballot Statement which is only the number of voters signing the Main and Supplemental Rosters. 


After you have recorded the Number of Voters Voting, all precinct board members must sign this page.


ROSTER/BALLOT DISCREPANCIES (page 9)


Any discrepancy in your reconciliation should be noted here.  This is a (hopefully) short answer essay if it is
used at all.  Try to explain why your roster signers do not match ballots issued (including eSlate ballots).
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The number in the blank
above includes ALL
roster signers (main,
supplemental,
provisional) and
provisional voters (NOT
absentee voters).  All
precinct board members
shall sign this
certification after the
polls close.


CERTIFICATE OF NUMBER OF VOTERS VOTING
EC § 14107


We hereby certify that all voters whose signatures appear hereinbefore in
this roster voted this day excepting the following who, after signing the
roster, failed to vote or were challenged and denied the right to vote. 


NAME Roster Number
1.                                                                                               


2.                                                                                        


3.                                                                                        


4.                                                                                        


5.                                                                                        


We further certify that the number of voters who voted in this precinct at


this election is                , (»FILL IN THIS BLANK) and that the above


list of voters, less those who did not vote as enumerated, constitutes the
roster of this precinct for this election. We further certify that the total
number of official ballots received, voted, rejected, spoiled and canceled,
found in the ballot container and the number accounted for is as indicated
on the ballot statement. We further certify that the assisted voters list and
challenge list show a complete list of all voters assisted or challenged.


                                                       
 
Inspector


                                                       
 
Judge


                                                       


Clerk


                                                       
 
Clerk


ROSTER/BALLOT DISCREPANCIES
EC § 14420(b)


If the number of ballots issued to poll and provisional voters is different
from the number of voters signing the Active, Supplemental, and
Provisional rosters, explain here:
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This is a new page and is the only page in the Roster devoted to the eSlate.  Its purpose is to help you balance
roster signatures to ballots.  Since most precincts are sharing an eSlate, it may be difficult to keep track of
voters not casting our traditional optical scan ballots.  Accurately recording the number of voters from your precinct
using the eSlate will help us accurately complete the final canvass.


eSlate Tally Sheet


Precinct  PCT


Each time a voter uses the eSlate rather than a paper ballot, cross off a number below.  At the close of polls, record the last
number crossed off on Line 11 of the Ballot Statement.  If none of your voters use the eSlate, cross off the zero and record “0"
on Line 11 of the Ballot Statement.


0 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30


31 32 33 34 35 36 37 38 39 40 41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 60


61 62 63 64 65 66 67 68 69 70 71 72 73 74 75 76 77 78 79 80 81 82 83 84 85 86 87 88 89 90


91 92 93 94 95 96 97 98 99 100







Page 11Precinct Handbook Appendix A.wpd


OATH OF OFFICE and ELECTION OFFICERS PAYROLL (page 12)


This is the new, improved, simpler, and highly mandatory oath and payroll form.  It says in small but
bold type under the title, “This form must be properly and completely filled out or it will delay
payment.  Place completed form in the appropriate envelope/bag.”


Since this is an NCR form, required fields are not printed in RED.  Here’s what you MUST fill out to
be successful (NOTE: This does not count toward or detract from your bonus, it merely affects
the speed with which you get paid.)  Do NOT put anything in the column marked County Vender #
(Election Office Only).


• Precinct # (e.g., 1E-55)
• Date of Election (in this case, November 7, 2006)
• If you are a Humboldt County employee, check the box in the column titled “County Employees


Check this Box.”  This will allow the Auditor’s staff to rapidly process the poll worker payroll
without having to look up every poll worker to see whether s/he is a County employee.


• Each precinct officer must sign her/his own name and then print her/his name on the line below. 
We didn’t give you a lot of room for this, so write and print legibly.


• Print your mailing address legibly, too.
• The Inspector and one other precinct board member SHALL sign on the signature lines at the


bottom of the form.
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State of California – County of Humboldt
OATH OF OFFICE and ELECTION OFFICERS PAYROLL


Precinct #                       


Date of Election                                                
This form must be properly and completely filled out or it will delay
payment.  Place completed form in the appropriate envelope/bag.


NOTICE: FAILURE TO SIGN OATH – No compensation shall be paid to any Election Officer unless he or she has taken and subscribed to the required oath.
I do solemnly swear (or affirm) that I will support and defend the Constitution of the United States and the Constitution of the State of California against all enemies, foreign and domestic; that I will


bear true faith and allegiance to the Constitution of the United States and the Constitution of the State of California; that I take this obligation freely, without any mental reservation or purpose of
evasion; and that I will well and faithfully discharge the duties upon which I am about to enter.


Title
County


Vender #
(Election


Office
Only)


County
Employees
Check this


Box
EACH PRECINCT ELECTION OFFICER MUST


SIGN OWN NAME
MAILING ADDRESS


INSPECTOR SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


CLERK SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


CLERK SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


CLERK SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


CLERK SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


CLERK SIGN NAME MAILING ADDRESS


PRINT NAME CITY/ZIP


Each of the Election Officers above named (except Inspector) took and subscribed the
above oath before me on the day of the election shown above and each was qualified and
served as a precinct election officer at this election.


                                                                                                 
Signature of Inspector


The Inspector above named took and subscribed the above oath before me on the day of
the election shown above.


                                                                                                
Signature of Precinct Officer other than Inspector
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PRECINCT BOARD PERFORMANCE MATRIX 
 
Election Date:                              Precinct Number:                                          


 
Points Possible = 36          32 or above = BONUS 


  


ACTIVITY 


YES NO POINTS 


POSSIBLE 


POINTS 


AWARDED 


1 Security Log Completed and returned as required   6  


2 Attended School of Instructions – Inspector only required   2  


3 Polls opened and closed timely   2  


4 Results transmitted by 9:00 p.m. or Elections Office notified 


of problem transmitting    (See GEMS Log) 


  1  


 Roster-Index      


1 Ballot Statement completed   2  


2 Calculations on Ballot Statement are accurate   2  


 3 Declaration of Election Officers completed correctly   1  


4 Certificate of Voters Voting completed correctly   1  


5 Absentee voters transferred to roster-index pages   1  


6 Absentee voters signed “AV roster” – not main roster   1  


7 All provisional voters signed “Log of Provisional Voters” and 


not master Roster 


  1  


8 Board finds voters on roster or supplemental roster – two or 


more registered voters voting provisional ballots loses point 


  1  


 Required materials turned in on election night in 


transport bag 


    


1 Ballot receipt completed and returned   1  


2 Regular voted ballots returned in Container A   1  


3 Container A sealed    1  


4 Number of ballots enclosed written correctly on Container A 


label 


  1  


5 Provisional Plastic Bag – label on paper, not bag, number 


of provisional ballot envelopes on paper, and Provisional 


ballot envelopes inside bag 


  1  


6 Provisional envelopes received from voters are completed 


correctly by board with affidavits as appropriate 


  1  


7 Absentee Ballot (AV) Bag – label on paper, not bag, 


number of absentee ballot envelopes on paper, and 


Absentee ballot envelopes inside bag 


  1  


8 Write-in Bag (#3) – label on paper, not bag, outside of 


envelope completed correctly and Write-in ballots inside 


envelope 


  1  


9 Bag (Envelope) #2 – label on paper, not bag, check boxes 


completed correctly and Master Roster, Oath/Payroll, 


AccuVote Results Tape, completed affidavits, certificate, and 


etc. in envelope 


  1  


10 Ballots Not Read by AccuVote Bag – label on paper, not 


bag, place all valid ballots the AccuVote could not read in 


this bag 


  1  


11 Bag #1 – label on paper, not bag, containing spoiled 


ballots, stubs, and  surrendered AV ballots – No valid 


ballots in bag 


  1  


12 Transport bag locked   2  


 Miscellaneous      


1 Unused ballots returned in Supply Box   1  


2 Unused ballots accounting sheet completed correctly   1  


                                                                    Total Points   36  


                                                   Bonus     YES         NO     
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Supplemental Sheets – Performance Matrix 
 
Precinct ___________________   
 
Election Date: _______________ 
 
 


UNUSED BALLOTS 
 
 
Plastic Bag(s) sealed    YES                 NO 
 
 
Receipt for Unused Ballots indicates 
total number of ballots enclosed  YES  NO 
 
 
Precinct Board completed signature 
portion of receipt    YES  NO 
 
 
 
Total Number of Unused Ballots  __________________ 
 
 
 
 
 
Staff Name(s)   ________________________ 
 
                          ________________________ 
 
 
 
 
 
 


Supplemental Sheets-   Performance Matrix 
 
Precinct ___________________   
 
Election Date: _______________ 
 
 
 
 


CONTAINER    A 
 
 
Box sealed      YES  NO 
 
Number of ballots received indicated 
on Label A      YES  NO 
 
Quantity of ballots shown on label   ______________ 
 
 
Security Seal signed by Board   YES  NO 
 
 
 
Staff Name(s) ______________ 
 
  ______________ 
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Supplemental Sheets-   Performance Matrix 
 
Precinct ___________________   
 
Election Date: _______________ 
 
 


ABSENTEE BALLOTS 
 
 
 
Precinct identifier on envelope     YES  NO 
 
Number of AV’s received shown on envelope YES  NO 
 
 
Quantity of AV’s received    _______________ 
 
 
Number of AV’s shown on AV roster  _______________ 
 
 
Staff Name (s): _______________ 
 
  ________________   
 
 
 
 
 


PROVISIONAL BALLOTS 
 
 
 
Precinct identifier on envelope     YES  NO 
 
Number of provisional’s received 
shown on envelope     YES  NO 
 
 
Number of provisionals received   _______________ 
 
 
Number of provisionals shown on 
Provisional Roster     _______________ 
 
 
Precinct board correctly completed all 
Provisional Ballots     YES  NO 
 
Did every provisional ballot envelope 
contain a precinct ballot?    YES  NO 
 
 
 
 
Staff Name(s) : _________________ 
 
    _________________ 
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Supplemental Sheets-   Performance Matrix 
 
Precinct ___________________   
 
Election Date: _______________ 
 
 
 
 
 


BALLOTS NOT READ BY ACCU-VOTE ENVELOPE 
 
 
 
Precinct identifier on Envelope     YES  NO 
 
Number of Ballots not Read shown  
on envelope      YES  NO 
 
 
 
 
Staff Name(s)                                       
 
  __________________        
 
 
 
 
 
 
 
 


Supplemental Sheets-   Performance Matrix 
 
Precinct ___________________   
 
Election Date: _______________ 
 
 
 
 


WRITE-IN ENVELOPE 
 
 
 
Precinct identifier on Envelope      YES  NO 
 
Number of AV’s received shown on envelope  YES  NO 
 
 
Quantity of Write-in’s received    _______________ 
 
 


 
Number of write-in’s shown on Roster-Index  _______________ 
 
 
 
 
Staff Name(s) :    _______________ 
 
       _______________ 
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ROSTER INDEX 
 
Checking the math. 
 
How many voters signed the Provisional Roster?                              
 
 Same number is shown on Ballot Statement      YES             NO 
 
How many voters turned in AV’s?   _______________ 
 
 Same number is shown on Ballot Statement   YES  NO 
 
Total number of voters signing Active Roster  
 and Inactive Roster                                      
             
 
Calculations on Ballot Statement are  
 correct      YES  NO 
 
 
 
Compare numbers on Ballot Statement to 
 unofficial elections night results 
 
Total number of voters signing Active and Inactive Roster should equal the unofficial results + ballots in   envelope “Ballots not 
read by Accuvote” + provisional ballots. 
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ALLEN COUNTY BOARD OF ELECTIONS 


ELECTION DATE_____/____/_______PRECINCT_________________ 


 


 SUMMARY SHEET REPORT 


 
     CORRECT    COMMENTS 


 


      


BALLOTS RECEIVED 


TOTAL BALLOTS COUNTED 


PROVISIONAL BALLOTS 


17 YR. OLD BALLOTS 


UNPROCESSED BALLOTS 


SOILED BALLOTS    


BALLOTS ISSUED 


LINE 1-5 MATH 


BALLOTS USED FROM PAD 


LINE 6/7 MATCH 


SIGNATURES 


 


 


SUMMARY SHEET         EXCELLENT       GOOD       FAIR                      CHECKED BY_________________ 
 
FROM PE-3 






