Ballot Clerks--Duties and Responsibilities
Arrival at the Polls
· Your responsibilities will be opening and counting of ballots and handing ballots to voters 
· Moderator will give you the ballots for this election.
· Open only one package 
· Using the Ballot Log Worksheet throughout the day, record:  number of packages received, and at the end of the night number of packages opened. 
During Polling Hours--Throughout the Day
· Hand Ballots to Voters AFTER they are checked in by the Official Checkers.
· A voter should never have more than one ballot with them.
· SPOILED BALLOTS—every time a voter returns for a replacement of a ballot, put a mark in the SPOILED BALLOT SECTON.  Label the SPOILED ballot “SPOILED” on the back and blacken over some of the “tick marks” on the side of the ballot.  Put it in the “SPOILED BALLOT” envelop.
· Keep a record of the number of spoiled ballots. 

· Ballots that are left or abandoned by a voter should be placed in a separate “Abandoned Ballot” envelop.  
· Keep a record of the number of abandoned ballots on the outside of the envelop.

· Monitor the voting area.  Direct voters to empty privacy booths.  Report any problems to the moderator.  

When the Polls Close

· Complete the Ballot Log Sheet and give it to the Moderator

· Sign the forms for the Moderator

Comfort Keys
· Bring your lunch

