Official Checkers--Duties and Responsibilities
Upon Arrival

· Get supplies from Moderators Box 

· “ID Required” Sign
· Red Notebook—open to Form IV

· Official Voting List  (From Moderator)

Set-up Tables

· Each Checker sits at separate tables

· Set up metal signs on the tables

· Official Voting List in front of the checker

· Red notebook OPEN to FORM IV

· Ruler and Pen
· Use Yellow caution tape to close off area behind tables

· Give Moderators the number of eligible voters (from front page of voting list)

When Polls Open

· Checker checks ID’s and states name and address

· If no ID then voter fills out Form IV

· If voter has an asterisk they MUST show ID, if they do not send them to the Assistant Registrar

· DO NOT COUNT VOTERS DURING THE DAY THIS WILL BE DONE AFTER POLLS CLOSE

If Voter Is:

· Not on Active List send to Assistant Registrar

· Checked off erroneously send to Assistant Registrar

· Changed name or address send to Assistant Registrar

Changes to Voting List

· ED 90—Restoration of an Inactive Voter

· ED 513—Voter Change of Address

· When given forms ED 90 or ED 513 by Assistant Registrars add names to the “Voters Added on Election Day” form in back of voting list

· Put ED 90 and ED 513 forms behind “Voters Added form

· Any Voter crossed off list will be done at the direction of the Moderator or Assistant Registrars
When Polls Close

· Checkers take Voting Lists to a quiet area to count the checked off voters
· Adding machines are in Moderators Box 

Hand Count

· Each checker takes his/her book

· Count those who voted then write number in lower right hand corner.

· Add all numbers

· Put number on the cover sheet—line 3.

· Sign cover sheet

· Exchange books, verify totals and complete cover sheet.

· IF FIGURES DO NOT AGREE SEE MODERATOR

Comfort Keys

· Bring lunch

· Polling place crew will decide on take out for dinner

· Dress in layers—some locations have drafts

