Town of Concord

CLOSING PROCESS

Primaries

Poll Closing in 7 easy steps

Help Process Absentee ballots, if necessary
Total the checkmarks on each page of the voter check-in/out books.
Record the totals of each page onto voter checklist tally sheet.

Record the totals in the Precinct Clerk Report

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.

L

3. In primaries: ballots must be sorted by party

6. Tally the ballots
1. SeeTallyingin 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!



Town of Concord

CLOSING PROCESS

Primaries

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
* |f 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.



Town of Concord 2. Total the checkmarks

CLOSING PROCESS

Primaries

VRIS TOWN OF CONCORD
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Town of Concord

CLOSING PROCESS

3. Record totals on the voter count tally sheet

Enter the totals for each

page here. Check-in __ - Precinct March 3, 2020

ACTIVE VOTER CHECK-IN TALLY SHEET

Record the number of check marks for each party that you have totaled at the bottom of each page.

Page# Dem |Rep |GR |Lib Page# | Dem |Rep |GR |Lib
1 32
2 33
3 34
4 35
5 36
6 37
7 38| 4 11111
8 39
9 40
10 41
11 42
12 43
13 44
14 45
15 46
16 a7
17 48
18 49
19 50
20 51
21 52
22 53
23 54
24 55
25 56
26 57
27 o8
28 o9
29 00
30 61
31 62

Totals Totals

Page Total: DEM __ REP__ GR__ e

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.



Town of Concord

CLOSING PROCESS

Primaries

4. Clerk Records totals in the Precinct Clerk Report

NUMBER OF QUALIFIED VOTERS

Checked in and out

Presidential Primary — March 3, 2020

PRECINCT

ELECTION OFFICERS" CERTIFICATE OF VOTERS CHECKED In and out
To the Town Clerk:

We hereby certify that the foregoing list was used by us on March 3, 2020, and that the following number of
total voters were “checked-in" and "checked-out” by us.

Total Voters Checked in Check-In Books DEM REP GR LIB
Total Voters Checked in Inactive Check-in Book  DEM REP GR LIB
Total Voters Checked in Check-out Book DEM REP GR LIB

Do not attempt to balance the books. The checkout books contain both active and inactive voters so the
pages will not match up.

Election Officers, please sign:
Registrars of Voters
Checker at Check-in:

loanne Mente

Checker at Check-in: Helen Brady

Wendy Ann McMally
Checker at Check out: Kaari Mai Tari, Town Clerk
Checker at Check out:

Election Officers must not permit any person to vote whose name is not on this List of Voters.



Town of Concord

CLOSING PROCESS

Primaries

5. BALLOT SORTING

. 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.

KMT
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CLOSING PROCESS

Primaries

6. Ballot Tallying

Tallying Ballots in 5 easy steps

5.

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

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.



* |f you make a mistake,

11/6/2016

Circle the mark in the box instead of
crossing out or erasing, like this:

/
oIl

For Machine-counted ballot tallying only

This is a somewhat unusual situation,
nevertheless, it could happen!

e |fan 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.

e 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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CLOSING PROCESS
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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’ttally 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.



Town of Concord
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You are accounting for every office on the ballot, even blanks.

# ballots in this envelope:

YELLOW

Block # H- ___ [match with ervelope block #]

TALLY SHEET for Ballots removed from the AUXILIARY compartment

removed from FROMNT of Ballot Box (these ballots did not go through the DS-200)

DEMOCRATIC PREESIDENTIAL PRIMARY
Precinct 1

Town of Concord
Talliers SIGN HERE:

March 3, 2020
and

RECORD ALL VALID VOTES ON THE BALLOT

Record a blank if: no candidate is chosen OR an over-vote occurs

Place the tally mark in the Bisnk boz closest to the right of the previoes mark to tally rotes for cack candidate

PRESIDENTIAL PREFERENCE

Vate Far OHE tally bazar

1% 3 4 5 & 7 & % 10 f 1z 12 14 15 16 17 1% 18 20 ¥ 2 2 &4 6

Tatal

wakor

Record the votes for all offices, including blanks

g, Gangs Mashinghon INNNL

5

Deval PATRICK

UCHAR

izabeth WARREN

Michael DMEERG

Tulsi GAB

Cory BOOKER

Julian CASTRO

Tom Steyer

Bernie SANDERS

Joseph B. BIDEN

| John K. DELANEY

“Hand count”
Tally Sheet

Andrew YANG

Pete BUTTIGIEG

Marianne WILLIAMSON

NO PREFERENCE

WRITE NS

MOTE BELAMNES HERE

Swmarnr e Ten
[t

e 'G:ummuuinealg_ of filagsachusetis
* P IDENTIAL P vﬁ SBNGOHD
DEMOCRATIC PART T
OFFICIAL TES
BALLOT

Tuesday, March 3,

Tovoteforac

STATE COMMITTEE MAN

Vate Far OHE tallybozer 1 2 3 4 5 & T %

Tatal

15 21 i 23 24 5

akor

Record the votes for all offices, including blanks

Todd O. BURGER ]

Kenneth |. GORDON

WRITE INS

MOTE ELAMNES HERE

PRESIDENTIAL PREFERENCE
T ur e

PICHAEL BENNET ..oconoio

STATE COMMITTEE MAN

Wl o (OKE MAH

1000 0. BURGER

EWHETH |, BDRBON 15005

RICHARD §. ARKMID

PARATHA R SCHNDPE s romerr

GARRET & WHITREY i ineimsic.

JOYEER ISEN 11w

CAROUNE WASHRUSN NI

ONLY BALLOTS IN THE ENVELOPE!!

This ballot did not go
through the machine, so you
have to account for each

and every office.
place a | on the
line if no oval is
for an office.

AICHAEL A

TOM STEYE

blanks i
filled out

TULS! GARBARD
COAY BODKER .

JULIAN EASTRO ...

BEANIE SANDERS oo vinvns

SOSEPH R, BIDEK

J0HM K. DELAREY ELLEK 5. DUACKERBUSH wirac

ANOREI YANG ... ROBERT WIDING LAWSON -

;IIE BUTTIG IS JANET K, LAWSON

RARIANNE WILLIAMSON HANCY 0. HAYRES « -

O PREFERENCE . PHILIPPE VILLERS _®
MATTHEW W. BOGER o

BLOOMEERG UARILYNE, AVAKIAR o

D. GAIL KEARRS

TARA BURGESS EDELMAR 1

ELMOR L. STOUT -
% - LIMDSAY HOOVER BOGER wssea oo s
LECHKRE B, CANCEE

JUDITH K. HEAMAN

BLAN W. PROCTOR -
TIROMAS MEKEAN (5 om
LINDA J. ZIFFAIM
PALIL HORWIT?

FALL W, JAMESON oo

ARHET . WALKER
THOMAS A, TARPEY
JOHN A. KESSLER, A
PAMELA A HILL
HELENA T, LOWG

HALVAR WERSON +i

BRADGET WEALE PARIS 1+

DAVID M. DBREN e

SORNNE APPLETON ARNALD
DIANE G. NORDW 1o

ANE WASHBURY FORTIER

10
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What you need to know about
Tally Sheet for Non-machine-counted Ballots

Note how many ballots you are in this group that you are tallying Block # H-(for Hand Count)

# ballots in this EI'W'E'OPE: Block # H- __ [matchwith envelope black #)

YELLOW TALLY SHEET for Ballots removed from the AUXILIARY compartment
removed from FROMT of Ballot Box (these ballots did not go through the DS-200)
DEMOCREATIC PRESIDENTIAL PRIMARTY
Town of Concord Precinct 1 March 3, 2020
Tallying MUST be Talliers SIGN HERE: and

done in pairs!!! RECORD ALL VALID VOTES ON THE BALLOT

Record a blank if: no candidate is chosen OR an over-vote occurs

FPloce the 2fly mark in the bland box clorast to the right of the previows mark to 120y vofes For each caondidate
PRESIDENTIAL PREFERENCE Toral
Wako Far OHE tallyboser 1 2 3 4 5 & 7 % 9 0 M Az 13 44 45 16 17 15 13 20 o 22 23 o4 25 woker
Record the votes for all offices, including blanks
e, g hizsiiuston AREERNEN 5
Deval PATRICK
Amy KLOBUCHAR
Elizabeth WARREN

Michael BENNET

The candidate’s Michael B. BLOOMBERG
name is printed Lo BOOKER
and there is a e i

Bermie SANDERS
space for blanks. e S N
Why? John K_ DELANEY

Andrew YANG

. Pete BUTTIGIEG

Because this Marianne WILLIAMSON

NO PREFERENCE
ballot has not R
been counted
yet.

NOTE BLANKS HERE

Your job is to record the voter's actions for every office.

— Ifit says vote for 1 no ovals have been filled in for that office, then
you record one blank vote.

— Ifit 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, | should see 2 tallies for every VOTE FOR 1
office.

Make sure the tally sheet matches the ballot type you are tallying.
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You are accounting for only additional notations.

# ballots in this envelope: Block # W- ___ [matshwith envelope block #]

whnre TALLY SHEET for MACHINE-COUNTED Ballots

MARK ONLY ADDITIONAL WRITTEN-IN NOTATIONS 14 = "
DEMOCRATIC PRESIDENTIAL PRIMARTY Wr I te - I n
Town of Concord Precinct 1 March 3, 2020
Talliers SIGN HERE: and

RECORD ALL VALID VOTES OM THE BALLOT
Record a blank if: no candidate is chosen OR an over-vote occurs

Place the tally mark in the blsak oz closest to the right of the previows mark to tally votes for cack candidate

PRESIDENTIAL PREFERENCE Tatal
Vate For OHE tallyboxer 1 & 3 4 5 & T & 4 0 41 42 13 44 15 46 17 4% 19 20 1 22 2% &d 5 unkor
RECORD ONLY HAND WRITTEN NOTATIONS - THE OVALS HAVE BEEN TALLIED
eg. SHiovage hizsinmon gt S
WIRITE INS
EEEEEEEEEE NSNS NS NN EE
Whe Commontwealth of Hlassachusetts
PRESIDENTIAL PRIMARY CONCOHD
DEMOCRATIC PARTY
: OFFICI T
P A0 EARL | =
BALL |
Tuesday, March 3, 2020 o
To vote for a candidate, fill in the oval @ 1o the right of s name. To vole
STATE COMMITTEE MAN Totsl orte e parsces narma g resicance 1 the Bk 490ce rcvided s i the aval,
Vate For OHE tallyboxer 1 & 3 4 5 & T & 4 0 41 42 13 14 15 46 17 4% 19 20 ¥ 2 23 &d 5 wokor
RECORD ONLY HAND WRITTEN NOTATIONS - THE OVALS HAVE BEEN TALLIED
WRITE INS
PRESIDENTIAL PREFERENCE STATE COMPITTEE MAN TOWN COMMITTEE o s
Ta sl e e i ot 0 oL s nernge VotatrOME WA P
i rirh: o TABD 8. BURGER P ,
KENMETH | CqIDUI )
- Broup "
AICHARD B. ARNALD
DEVAL PATRICK -« oooomnvivinninns MARTHA B. SCHMOPE 11 rmens
L AMY KLOBUCHAR BARRET 6. WHITNEY
| ELIZABETH WARREN JOYCE A 13BN L !
! MICHAEL BENNET CARDLINE WASHIURK MINKIK - -
MICHAEL A. BLOGMBERD - ..o MARILYN E. AMRKIAN 744 b b
0. GAIL KEMING = ieit - L
i GORY BOIOKER ......10vooconssacesiie e —
ONLY BALLOTS IN THE ENVELOPE!!! e =
JULIAN CASTRO ELIKOR L, STOUT

TOM STEYER - LINDSAY HDOVER BOGH
BERWE SANDERS ..., . LEoWaRD . Canm |
JOSEPH . BIDEN JUDITH K8 HERMAN <210 o ._
JOHN K, DELANEY .. TS ELLEN 5. QUAGKENBUSH 1+
ANDREW YAKG r;nnrﬁ: WIDING LAWS0N . e
PEVE BUTTIGIED + 4o v s 0040 wms 4 040n JAMET K. LEWSON w1 =

Do n ot tal Iy any OVaIS MARIANKE WILLIAMSTN NANCY £, HRYNES v cun

MO PREFERENCE . PHILIPPE VILLERS arioun i

MATTHEN W, BOBER 11 s oonio

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.

ALW WL PROCTCR

THOMAS WCKEAH 15 srmsm

LIKDA J. ZIFFAM &4
PRUL HORWTZ 15
AL W, JAMESOH
JOSE L NERRERD o 1
ARKET . WALKER oo
THOMAS A, TARPEY

N A, KESSLER, i Massines
PAMELA AL HILL <
HELERAT, LOWS oo
HALYOR WERSDH
BRIDGET NEALE PARIS 1+

DAVID N, DBRIEN ¢ v

BIARE £ NDADI 1o

ANME ASHEURN FORTIER = 2 reir
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What you need to know about

Tally Sheet for Machine-counted Ballots
Block # W-

: : (for Write-in)
# ballots in this = Block(Z uith enelope blook )

Same rulesrapply
wnre TALLY SHEET for MACHINE-COUNTED Ballots

MARK ONLY ADDITIONAL WRITTEN-IN NOTATIONS
DEMOCEATIC PRESIDENTIAL PEITMARY

Town c-f{:oncord(—ﬁeeﬁ m
Talliers SIGN HERE: and
RECORD ALL WVALID VOTES OM THE BALLOT

Record a blank if: no candidate is chosen DR an over-vote occurs

Flace the t2ffy mark iz rhe bfzak bor cfosest ta the right of the previows mark to L2350y votes for eack candidars

PRESIDENTIAL PREFERENCE Total
Mate Far OHE ballyboser 1 B 3 4 B & T % 4 W 12 1 14 15 46 A7 4% 1% 20 2 22 2% 24 25 woker
RECORD ONLY HAND WRITTEN NOTATIONS - THE OVALS HAYE BEEN TALLIED
eq. {Faonms ivianfuanon {1 5
WiRITE NS

r

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!

13
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Standard for Counting
Write-Ins

* \oters 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.

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

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

v Ballot envelopes (write-in and hand counts) go
into the BLUE ballot transfer case.
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7. CLEAN UP! ... You’re almost there!

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. Itis
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. 6

KMT




Packing it up -
What goes where

BLUE Ballot
Transfer

*All voted and counted ballots
e Including write-ins and hand counts
*Nothing Else

Case is
locked for
22 months!

*All UNVOTED ballots
* Spoiled & Rejected ballots in Black
envelopes BALLOT

Case
* Absentee Ballot Envelopes 30 day lock

*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 Backpack

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.
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