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Poll Closing in 7 easy steps

1. Help Process Absentee ballots, if necessary

2. Total the checkmarks on each page of the voter check-in/out books.

3. Record the totals of each page onto voter checklist  tally sheet.

4. Record the totals in the Precinct Clerk Report
5. Remove the ballots and sort them

1. Top compartment:  these ballots must be entirely hand counted
2. Main compartment:  these ballots must be checked carefully for hand-

written notations.
3. In primaries: ballots must be sorted by party

6. Tally the ballots
1. See Tallying in 5 easy steps

7. Pack things up
a. Make sure you’ve put it in the correct place
b. Be NEAT and everything will fit
c. Look at the labels on boxes for direction
d. If you’re not sure – ASK!
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1. Help Process AV Ballots

PROCESSING ABSENTEE (AV) BALLOTS

During polling hours, AV ballots are processed as time allows.  
All absentee ballots must be processed before the tabulator is 
closed out, even after 8:00pm.  

When you are processing AV ballots, keep in mind the 
following:

• Keep ballots inside envelopes until after check out

• Check ballots in at check-in table

• If voter does not appear on check-in list, the Warden will 

check the Inactive voter list and supplemental voter list

• Check ballots out at check-out table

• Remove ballots from ballot envelopes once check in and 

check out is complete

• Feed ballots into the tabulator

• Place Absentee ballot envelopes in the ballot transfer case 

with unvoted ballots.
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CV




Record total valid checkmarks at the 
bottom of each page for each party

Don’t count any 
checkmarks if there 
is a post-it noting a 
voter’s name.  That 
means it was 
checked in error..

2. Total the checkmarks

Loncto, Peter D. 
marked in error
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Enter the totals for each 
page here.

Once you’ve entered all the page totals for each party on the tally sheet following the pattern 
illustrated above. Please return them to the Clerk.
The totals will be recorded.  They will not be compared to any other totals.  You cannot 
change any numbers or add check marks to the voter books after the election. You are 
simply making a record of what exists in the voter book.
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4.  Clerk Records totals in the Precinct Clerk Report
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• Separate ballots by ballot type

• Look for any hand-written names or notations other than 
filling in the oval.  These are called write-ins.
• Write-ins are tallied by ballot type

• Note that all ballots removed from the main compartment 
of the ballot box have been tabulated by the machine 
(machine-counted).  That means that all of the filled in ovals 
have been accounted for.

• Ballots removed from the upper compartment have not 
been tallied or counted at all by the DS200 tabulator and 
every office must be accounted for in your tallies (if there is 
no vote for an office, you will note a blank vote).  These are 
called Hand Tallies.

• Unused ballots are in bundles of 50. Count up the bundles 
and any individual ballots that are no longer bundled.  These 
are recorded in the Precinct Clerk Report.
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5.  BALLOT SORTING
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Tallying Ballots in 5 easy steps

1. Work in pairs
2. Record the # of ballots, envelope #, and your names on the tally sheet

a. Record the # of ballots on the envelope.
3. Make sure you understand how to tally these ballots

a. Are you tallying all the ovals or just the written notations (write-
ins) ?

b. Make sure you know where on the tally sheet to enter the tallying 
notations

4. Tally the ballots
a. One person reads the office and the vote

i. For the ballots removed from the upper compartment, you 
must account for every vote

1. E.g., For President, 1 vote for Stein; For Rep in 
Congress, 1 blank vote, For Councilor, 1 vote for Baker, 
and so on for all offices.  Then for question 1, 1 yes 
vote, question 2, 1 no vote, etc.

ii. For ballots removed from the main compartment of the 
ballot box (machine has counted ovals) you are only
accounting for notations other than ovals.

1. E.g., for President, 1 vote for Mary Poppins – no other 
notations are indicated, so there is nothing else to 
report.

iii. Turn the ballot over and move to the next ballot
5. Give the tally sheets to the Clerk to be placed the Clerk Book and place 

the ballots into the tally envelope and seal it.  The envelope will go into 
the ballot transfer case with counted ballots.

6.  Ballot Tallying



• If you make a mistake,
Circle the mark in the box instead of 
crossing out or erasing, like this:

8

Total

2

11/6/2016

For Machine-counted ballot tallying only
This is a somewhat unusual situation, 
nevertheless, it could happen!
• If an oval has been filled in and then the 

voter has also hand-written a name without 
filling in an oval, it should be an over vote 
but the machine has counted a vote.

• Therefore, you have to correct what the 
machine did by taking a vote away from the 
machine-counted candidate.  Confused? Call 
the Warden or Clerk over!
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Ballot Tallying
Make sure you understand how to tally the group of 

ballots you are handed.

Machine-counted or non-machine counted …

What’s the difference?  Its BIG!

Machine counted ballots with 
hand-written notations (write-
ins)

• The machine has already 
counted the ovals!

• Make sure the tally sheet is 
for hand-written notations 
only

• Don’t tally the ovals!
• You are only accounting for 

hand written notations other 
than filled in ovals

• Don’t tally the blanks.  Only 
record additional names or 
notations.

Non-machine counted ballots

• The machine has not tallied 
this ballot!

• Make sure the tally sheet is 
for NON-MACHINE-
COUNTED ballots (it’s 
YELLOW)

• Therefore, you have to 
count votes for all offices 
on this ballot.

• If an office is left blank, you 
record a blank.
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You are accounting for every office on the ballot, even blanks.

“Hand count” 
Tally Sheet
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This ballot did not go 
through the machine, so you 
have to account for each 
and every office.
• place a | on the blanks 

line if no oval is filled out 
for an office.
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Your job is to record the voter's actions for every office.
– If it says vote for 1 no ovals have been filled in for that office, then 

you record one blank vote.
– If it says vote for 1 and two ovals are filled in, then you will record 1 

blank vote because you can't tell which one should get the vote.

If you are tallying two ballots, I should see 2 tallies for every VOTE FOR 1 
office.

Make sure the tally sheet matches the ballot type you are tallying.

What you need to know about
Tally Sheet for Non-machine-counted Ballots
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Block # H-(for Hand Count)

Tallying MUST be 
done in pairs!!!

Note how many ballots you are in this group that you are tallying

The candidate’s 
name is printed 
and there is a 
space for blanks.  
Why?
Because this 
ballot has not 
been counted 
yet.
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You are accounting for only additional notations.

“Write-In” 
Tally Sheet
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Do not tally any ovals 
that have been filled in.  
Those have already 
been counted by the 
tabulator.
• I’ve circled the only 

notations that you 
will be recording on 
this write-in tally 
sheet.
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There are no preprinted candidate names printed and no space for 
blanks.  Why?

Because the machine has already recorded the votes for all the 
ovals that have been filled in or not.  If you count the ovals, 
you're counting this ballot twice!!!

Your job is to record only notations written by the voter that would 
indicate a vote that the machine didn't read.

The machine can only read ovals, so it might know that there is a 
write-in vote on that ballot, but has no way of reading the name of 
the write-in.

That is ALL that you are doing.  DON’T COUNT THE OVALS!

What you need to know about
Tally Sheet for Machine-counted Ballots
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Block # W-
(for Write-in)

Same rules apply
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Standard for Counting 
Write-Ins

• Voters at the Primary may vote for candidates whose 
names are not printed on the ballot by writing in a 
name or placing a sticker on the write-in line.

• A write-in vote is counted if the counter can tell with 
reasonable certainty for whom the vote is intended.  
The oval does not have to be filled in.

• The vote must include the name and should (but rarely 
does) include the address.  The vote is counted if the 
intent of the voter can be determined, even if the 
address is missing.
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Reminders

On the Tally Sheet

• Write your name, number of ballots and 
envelope number

• On the Envelope, number of ballots and 
make sure the envelope number is 
recorded on the tally sheet number.

 Tally Sheets go into the green back pocket in the 
Clerk Book.  This is placed in the backpack at the 
end of the night.

 Ballots are sealed inside the appropriate write-in 
or hand count envelopes.

 Ballot envelopes (write-in and hand counts) go 
into the BLUE ballot transfer case.
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• Recapping pens
– Make sure the caps are firmly placed on the felt-tip 

pens so that we can use them again.
• Taking down signs

– Remove tape whenever possible or fold tape 
over so that it doesn’t stick to another sign.

– There are separate envelopes for large signs 
and small signs.

• Packing it Up
– Place things as neatly as possible so that we 

can use them again.
– Follow the instructions on the next page.  It is 

critical that things are packed up correctly.
• All Election evidence must be packed according to 

the illustration on the next page.

TALLY SHEETS ARE FILED IN THE Green 
Back pocket of the Clerk Book. That back 

pocket is stored in the Backpack.
They DO NOT go with ballots. 16

KMT

7.  CLEAN UP! … You’re almost there!



BLUE Ballot 
Transfer 
Case is 

locked for 
22 months!

•All voted and counted ballots
• Including write-ins and hand counts 

•Nothing Else

•All UNVOTED ballots
• Spoiled & Rejected ballots in 

envelopes
• Absentee Ballot Envelopes

RED 
Supply 
Case
Not 

locked

•Supplies & Signs
•Provisional ballot binder (unused forms)
•Clerk book (unused forms)
•Town-wide voter list

ALL Check-in and check out books
RED provisional ballot POUCH
GREEN back pocket from Clerk book
containing all the completed forms

Packing it up -
What goes where

Black
BALLOT
Case
30 day lock

Attention 
Wardens!
NEW!
Place Thumb Drive 
in zip case and add 
to backpack if you 
don’t wish to 
return in person to 
the Town Clerk’s 
Office.

Unlocked 1 day after the 
election
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