Merced County
Inspector
Training
General District Election

November 5, 2019

Training Reminders
 Don’t forget to sign in! This is how we pay you! 
 Please silence cell phones.

 Please hold questions until the end of the
presentation.
 No food or drinks without lids.

 Bathrooms
 You will receive your Election Pin at the end of this
training.

Communication on Election Day
Election Day Contact Numbers
Poll Worker Line (209) 385-7539. Use this line first for any
questions on Election Day.
Main Office Line (209) 385-7541. Use this line if you are
unable to reach us through the Poll Worker Line.

Personal Cellphone Usage
As the Inspector you must enforce the following rules to voters and poll workers.
 When Voters are present, please limit your personal cell phone usage to breaks and lunches.
 You may take photos/videos BUT only if you have everyone's permission. If someone does not want to be in a
photo, do not photograph them.

 Do not take photos/videos of any materials on your precincts table. Your precinct table has personal voter
information on it and it is your duty to protect the privacy of voters.
 Your polling location is considered a work place. Keep your usage professional.

 If you need a phone to conduct business on Election Day, we can provide you with a basic cell
phone. Please inform me after this training if you need a cell phone.

Online Resources
 Visit our online Poll Worker Portal to find:
 The Poll Worker Handbook
 This presentation + Equipment Technician Training
Presentation + Poll Worker Training Presentation
 Poll Worker Applications

WWW.MERCEDELECTIONS.ORG

Professionalism at the Polls
As an Inspector you will need to lead by example, and will need to remind poll workers of the
below guidelines if you notice unprofessionalism at your polling place.
o Be polite and courteous.
o Exercise appropriate disability sensitivity practices. You can find more information on this in
the handbook.
o Dress in work appropriate, comfortable clothing. Remember you will be lifting, bending and
crouching throughout the day.
o Always review rules and guidelines when making important decisions.
o Report issues and mistakes to your Inspector as soon as they occur.
o Make note of problems on your Comment Sheets.
o Work until the work is done. We rely on your diligence to make an Election successful.
o Leave your polling place neat and clean.
o Please leave children at home, your full attention should be with the voters on Election Day.

$ Payroll $
On Election Morning, please have Poll Workers make note on the Declaration if they want volunteer
hours instead of the stipend. Have them change address if it is not up to date on the Declaration.
 Poll Workers are paid either a stipend or a set number of community
service hours. The choice is up to the Poll Worker on how they would like
to be compensated.
 You must sign the Declaration of Election Officers and Payroll form to
receive your compensation.

 Poll Workers who do not sign the form, will not be compensated.
 If you choose the stipend, you will receive a check in the mail 4-6 weeks
after Election Day.
 If you choose the community service hours, you will bring in your
verification form to our office so that we can sign off on your hours.
Please come within 6 weeks of Election Day.

Duties Prior to Election Day
 Call and confirm your board has attended training & knows the assigned polling place.

 Call the office if one of your workers does not show up on Election Day.
 Go through your supply bag immediately following this training to confirm you have
everything on the check list.
 Confirm that all the labels on your equipment match.
 Contact the polling location to make arrangements for entry and set up; You can set up
voting booths, tables & chairs prior to election day if you want to and your polling place
agrees. You can’t leave M-100 or ballots overnight.
 Keep the M-100 and ballots secure and in a cool place at all times.

Do not leave supplies in your car or trunk

Election Morning Procedures
Good Morning, it’s another beautiful Election Day in Merced County!
1. Greet your team at your polling location at 6:00 AM
2. Inspectors – Give your team the Election Officer Oath from the
Declaration of Election Officers and Payroll form. Then have everyone
sign by their name. If your address is incorrect, put your correct address
on the form.

3. Distribute name badges – make sure bilingual team members have
their designated name tags. Wear your name tag in a visible area at all
times.

Election Morning Procedures
4. Assemble your main table

Election Morning Procedures
5. Display the following materials:

Election Morning Procedures
6. Setup Language Access Materials

Fill out this form
with the native
title of the
language you
speak.

Español

Place your
facsimile ballots on
your main table so
that voters can
easily see it.

Facsimile Ballots
o A facsimile ballot is a translated ballot.
o For each required language, a facsimile ballot will be provided to
voters for reference in casting their ballots privately
Ex. Spanish, Hmong, Punjabi, Chinese
o In order to inform the voters of the facsimile ballots, a sign MUST be
posted at each polling location in English and in the facsimile ballot
language. Facsimile ballots MUST be present on check in table.

Election Morning Procedures
7. Set-Up ADA Parking Space
Measure out a 17 ft Wide
by 18 ft long rectangle.
Place cones at the two
bottom corners of the
rectangle. Place the
parking sign at the head
of your parking space.
Make sure that your
parking space is located
close to the entrance and
if applicable the sloped
sidewalk/ramp.

Election Morning Procedures
The following steps deal with Equipment set up. In the Poll Worker Training and Poll
Worker Handbook there are pictures and descriptions for reference. On Election Day you
can also ask your Equipment Technician for assistance.
8. Set up Voting Booths
9. AUTOMark Set Up
10. Set up the M -100 + Ballot Box
11. Open the Polls on the M-100. Try to do this portion 6:45 AM – 7:00 AM.

Opening the Polls 7:00 AM
1. At 7:00 AM, declare the polls are open. A Poll Worker needs to verbally announce “The Polls are
open!”
2. Do not delay the voting process. The above announcement needs to happen at exactly 7:00 AM.
If for any reason you are behind schedule, open the polls up anyway and continue setting up in a
timely manner. If you are unable to enter your polling location, set up your supplies outside of your
location and notify the Elections Office.
3. When you get your first voter, you will need to display the empty ballot box, VBM ballot bag, and
Provisional ballot bag to them. Once they have confirmed that all of the ballot boxes and bags are
empty, have them write “first voter” next to their name on the roster.

4. After the first voter confirms that the ballot box and bags are empty, be sure to lock the ballot box
and seal the ballot bags.

Meet our New Ballots
Our new ballots
ALL have tear
off receipts,
even VBM
ballots.
If you notice a
voter has not
removed their
receipt, give
them a
reminder!

There are no
“Ballot Types”
anymore.
Instead there
are precinct
specific ballots.
Your precinct
number on the
ballot should
match your five
digit precinct
code.

Meet our New Ballots

Our new ballots will give a description of what kind of ballot they are. All Mail
ballots are issued to voters who live in an All Mail precinct. Counter ballots are
issued from the Elections Office and VBM ballots are sent in the mail to voters who
are permanent Vote by Mail voters.

Ballot Types
As an Inspector, you must be familiar with all Ballot Types. We went over all
of them in the Poll Worker Training, so now let’s test your knowledge 

1. What are Vote by Mail Ballots?

Ballot Types
2. Before accepting a VBM Ballot, what do you need to verify?

Signature

Ballot Types
3. All Mail Ballots are issued to certain precincts because
A. The Elections Office is too lazy to set up a polling place in that precinct.
B. The precinct has more than 500 voters.
C. The precinct has less than 250 voters.
D. Merced County doesn’t want to count that precinct’s votes.

Ballot Types
4. What happens if an All Mail Ballot voter comes
into your polling location and wants to vote there?

PROVISIONAL

Ballot Types
5. A VBM ballot is considered
“Surrendered” when…?
A. A voter makes a mistake on their
ballot and requests a new one.

B. A voter has already been issued a
ballot. They have not used it and want
a new ballot from your polling place.
C.The roster states “VBM Returned” and
the voter wants a new ballot.

Ballot Types
6. You spoil a ballot when….?

A. A voter makes a mistake
and requests a new ballot.
B. A VBM voter turns over
their unused VBM ballot to
you.
C. You give it lots of sweets.

 Provisional ballots are regular ballots that are put into
a special pink envelope.
 Provisional ballots are ballots cast by voters who:
- Believe they are registered to vote even
though their names are not on the official
voter registration list at the polling place.

- Vote by Mail and instead want to vote at their
polling place, but they did not receive their ballot
or do not have their ballot with them.

Provisional ballots are placed
inside the Pink Ballot Bag. As an
Inspector you will need to make
sure that this bag is in a safe
place. The bag will need to be
accessible to poll workers, but
NOT accessible to voters/public.

The Pink Ballot Bag needs to be
sealed with the Red Seal after the
first voter verifies that it is empty.
1.Place Red Seal through
zipper holes of the Pink Ballot
Bag.
2. Fasten the Red Seal by
pulling the small end through
the hole in the larger end.

All VBM Ballot will go
inside the Blue VBM
Ballot Bag. The Blue
VBM Ballot Bag needs
to be sealed closed
on the side once the
first voter has verified it
is empty. You will use
the blue seals. At the
end of the day, you
will need to seal the
“Insert Ballot” slot
closed too.
1. Slide the first Blue
Seal into the side slot.

2. Close the “Insert
Ballot” slot on the Blue
Ballot Bag

3. Slide the second
Blue Seal into the
top slot.

Processing Voters

What are the two different ways to process a
voter on Election Day?

The Roster Process
Procedure
1. Ask the voter for their name and then look them up by last name in your Roster.
Once you have found the voter, ask them if the address listed is their current
address. If the voter says all of the information is correct, continue on with the Roster
Process. If the voter says their name or address is incorrect, begin the Provisional
Process.

The Roster Process
2. Now, check The Remarks Column. We will go over all of the remarks you could see on
Election Day and how to respond to them.
- No Remarks: Have the voter sign the roster, give them an Authority to Voter Card, and
send them to the Ballot Clerk.

The Roster Process
VBM Issued: Ask the Voter if they have their VBM ballot to surrender. If they have the ballot, take
their ballot and put “Surrendered” sticker on it. Then have voter sign the roster, give them an
Authority to Vote Card and send them to the Ballot Clerk. If the voter does not have their VBM ballot
to surrender, they will vote provisionally. Issue the voter a Pink Provisional Authority to Vote Card and
send them to the Provisional Clerk.

VBM ISSUED

The Roster Process
VBM Returned: This remark means that the voter has already voted in the Election. Inform the voter that
they have already voted. If they insist on voting, their only option is to vote provisionally. In this case, give
them a Pink Provisional Authority to Vote Card and send them to the Provisional Clerk.

VBM RETURNED

The Roster Process
ID Required: Ask the voter if they have an ID from the approved ID list(complete list in handbook). Voters
need to present ID when there is a piece of information missing from their voter registration(Drivers
License number, etc). Verify the voter’s information on the Roster matches their ID. If everything matches,
give them an Authority to Vote Card and send them to the Ballot Clerk. If the voter does not have and ID,
or their information does not match, give them a Pink Provisional Authority to Vote Card and send them to
the Provisional Clerk.
Acceptable ID’s
•

ID Required

•
•
•
•
•
•
•
•
•

driver’s license or any
state ID card
passport
employee ID card
credit or debit card
military ID card
utility bill
bank statement
government paycheck
student ID card
sample ballot dated for
current election

The Roster Process
Inactive: No action needs to be taken with an inactive voter. If their information is
correct, issue an authority to voter card, have them sign the roster and send them
to the Ballot Clerk. If their information is incorrect, they will vote provisionally.

INACTIVE

Summary & Terms
Summary: A Provisional Ballot is a regular ballot that is put inside
of a special pink envelope. Voters who cast a provisional ballot
need two pieces of information reviewed by the Elections Office
before their ballot gets counted. The Elections Office must verify
that 1. The voter lives in Merced County, and 2. The voter has not
already cast a ballot.

Summary & Terms
Terms: In the Provisional Process, there are three key items that you will be using:
1. Pink Provisional Envelope: The Pink Provisional Envelope has information that both you, the Poll
Worker, and the voter will need to fill out. The Poll Worker will fill out the reason why the voter is casting a
Provisional Ballot. The voter will fill out all of their identifying information: Name, Address, Drivers License/
Social Security Number, Birthdate, Contact Information, and Party Preference. In 2019, a law passed that
allows County Elections Departments’ to use the envelope as the registration card. It is no longer necessary
to have provisional voters fill out a registration card .
2. Pink Provisional Log: The Pink Provisional Log is a form that you will write voter’s name and have the
voter sign on, confirming that they are voting provisionally. This log is used to keep track of all voters and
ballots.
3. Pink Canvass Bag: Your precinct will have a large pink bag that is for Provisional and Conditional
Ballots. All Provisional Ballots must go in this bag. Provisional ballots should not go in the M-100.

Procedure
1. Complete the voter’s information on the Pink Provisional Log and then have the voter sign it.

1/1/95

Mouse

Mickey

Mickey Mouse

1

2. Next, complete
the Poll Worker
portion of the
Pink Provisional
Envelope.

3. Ask the voter to
complete their
portion of the
envelope and to sign
it. It is a good idea to
quickly review the
envelope for
completeness.

4. Issue the voter a ballot in a Pink Secrecy Sleeve. Instruct the voter that after they are finished voting,
they will need to place their ballot inside the Pink Provisional Envelope and bring it back to you.
5. When the voter returns with their ballot, give the voter their Provisional Ballot Receipt. The receipt is the
tear off portion of the envelope. Then place the completed ballot in the Pink Canvass Bag.

Clerk Positions
On Election Day, as an Inspector you will assign one of the following clerk positions to each poll worker. You
will give them a one page procedure with their duties for reference on Election Day. Equipment Techs will
fulfill one of the clerk positions, as well as serve as a reference for equipment assembly + troubleshooting.

1. The Roster Clerk will be the first person a voter comes in contact with. The Roster Clerk will
process voters using The Roster Process as well as direct the flow of voters who will need to vote
Provisionally.
2. The Ballot Clerk is in charge of issuing ballots and voting materials. The Ballot Clerk will also spoil
and reissue new ballots if needed.
3. The M-100 Clerk is in charge of insuring proper M-100 usage by voters. Their duties can be
fulfilled by another Clerk if your precinct does not have enough people.
4. The Provisional Clerk is in charge of leading voters through The Provisional Voting Process.

The Roster Clerk
Roster Clerk Procedure
1. Greet the voter and ask for their name and address.
2. Locate the voter by last name on the Roster or Supplemental Roster
• If the voter is not on either Roster call the Elections Office (209)
385-7539
• Election staff will need the voter’s name and date of birth
3. Confirm the voter’s address is correct. If the address has changed
refer to the Provisional Voting Process

The Roster Clerk
4. Review Remark Column for the following:
• Vote by Mail Issued: Voter may drop voted ballot in blue canvas bag. To vote at polls they
may surrender their VBM Envelope & Ballot. If unable to surrender their VBM Envelope & Ballot
refer to the Provisional Voting Process.
• Vote by Mail Returned: Voter’s ballot has been received by the Elections Office. Inform the
voter that they have already voted in this Election; if voter insists on voting refer to the
Provisional Voting Process.
• Inactive: If address and name are correct the voter may vote using the regular process. If
address is different send voter to their correct precinct or refer to the Provisional Voting Process.
• ID Required: Ask to see a form of ID from the approved ID list. The complete list is attached to
the one page procedure for easy reference on Election Day. If ID cannot be provided refer to
the Provisional Voting Process.

The Roster Clerk
5. Have the voter sign in the signature box.
6. Give the voter an Authority to Vote card.
7. Direct the voter to the Ballot Clerk .
8. Street Index: The Street Index is updated until the close of polls at 8:00 PM . Voters are
listed in numerical order by reference number.
1. Find the voter’s cross reference number on the Roster (Located in front of their
name)
2. On the Street Index find the voter’s cross reference number from the roster.
3. Draw a line through the voter’s name.
9. Hang-Out Sheet : The Hang-Out sheet is posted by the entrance and is updated on
an hourly basis until 6:00 PM . Voters are listed in numerical order by reference number.

Street Index/Hang-Out Sheet

The Ballot Clerk
Ballot Clerk Procedure
1. Issuing Ballots and Voting Materials
Issue Ballots in numerical order. Please do not tear off ballots in advance.
Remember: Authority to Vote Cards and secrecy sleeves are color coded to match your M-100. If
you are in a polling location with multiple precincts, do not issue ballots to voter with different
colored Authority to Vote Cards.
1. Ask the Voter for their Authority to Vote Card.
2. Tear off a ballot for the voter from your ballot pad.
3. Before handing the voter their ballot, inform the voter about double sided ballots, A and B
cards, etc.
4. Explain how to fill in the oval to vote for a contest
5. Hand the voter their ballot in a color coded secrecy sleeve
6. Direct the voter to the voting booth area and point out the correct M-100 for their precinct

The Ballot Clerk
2. Spoiling Ballots and Reissuing Ballots
In the event a voter makes a mistake or ruins their ballot, you can issue them a new one. Every
voter has three attempts to vote the ballot properly. If the voter makes a 4th mistake, have the
voter clearly mark their choices on their ballot. Seal the ballot in a Pink Provisional Envelope and
write the Precinct number and “3rd ballot correction”. Then place in the Blue Zip-Loc Bag.
1. Take the ballot with the mistake and place the green Spoiled Label on the ballot.
2. Track the Spoiled ballot on the Blue Tally Sheet.
3. Place the Spoiled ballot in the Blue Zip-Loc Bag.
4. Issue the voter a new ballot in their secrecy sleeve and send them back to the voting
booths.

The M-100 Clerk
M-100 Clerk Procedure
1. They will position themselves close to the M-100 so that they can easily monitor voters as they
submit their ballots.
2. They will confirm that all voters who are submitting ballots into your M-100 have the precinct’s
matching colored secrecy sleeves. If a voter with a Pink Provisional Secrecy Sleeve approaches
the M-100, they will kindly direct them to the Provisional Clerk so that the voter can turn their
ballot into the Pink Canvas Bag. If a voter approaches the M-100 with a ballot in a secrecy sleeve
that is a different color than your precinct, direct them to the correct M-100 for their precinct.
3. Let voters submit their ballots into the M-100 if they like to, if they do not, you may submit the
ballot for them. Make sure that you or the voter has removed the ballot receipt from the bottom
of the ballot.

The M-100 Clerk
4. M-100 Messages: Most ballots will go through the M-100 with no messages, but there are two M-100
messages you should be aware of:
A. Blank Ballot – This message appears if a voter has not bubbled in any votes on their ballot.
Inform the voter that they have a blank ballot and ask them if they would like to vote any of the
races on the ballot. If they say yes, then hit the “Return ballot” button and then the ballot back to
the voter. If they do not want their ballot back, simply hit the “Accept ballot” button.
B. Over vote – This message appears when a voter has selected more candidates than a race
called for. Inform the voter that they voted too many candidates on a race and ask them if they
would like their ballot back. If they want their ballot back, send them over to the Ballot Clerk so
that they can receive a new ballot. If they do not want their ballot back, press the “Accept
ballot” button.
5. Issue voters their “I Voted” stickers. Hand the voter their sticker. Do not place the sticker on the voter
yourself unless they ask you to assist them.

Provisional Clerk
Provisional Clerk Procedure
1. Ask the voter for their Pink Authority to Vote card and then ask them
their name and birthdate. Print the voter’s name and birthdate on the
Pink Provisional Log, then have the voter sign. Write in the ballot type for
your precinct.
2. Retrieve a Pink Provisional Envelope and fill out the Poll Worker section.
Then hand the envelope to the voter so that they can complete their
portion.
3. Issue the voter a ballot inside of a pink secrecy sleeve and instruct the
voter that they must place their ballot inside of the envelope and bring
it back to you once they are finished voting. Remind them that they are
not allowed to put their ballot inside of the M-100.

Provisional Clerk
4. When the voter brings back their ballot to you, tear off the
receipt and hand it to the voter. Tell them to hold onto the
receipt if they want to call our office to see if and how their
ballot was counted.
5. Allow the voter to put their ballot in the Pink Ballot Bag. You
may put it in the bag if the voter asks you, but give them the
opportunity first. Give them an “I Voted” sticker.

Observers + Electioneering
Observers: As an Inspector, you are the point of contact for Observers who may have questions.
You have more experience and training in working on Election Day and you are the best
representative to answer questions. If Observers are not following the rules, it is your duty to
inform them of the rules and call the Elections Office as soon as possible.
Electioneering: If you see electioneering, inform the voter that it is against the law. If they are not
complying with your request to end their electioneering you must call the Elections Office
immediately and try to get the voter to wait outside. Preferably beyond the “No Campaigning”
sign.

Observers
o Anyone is allowed to observe the Election process. The Elections
Department offers a training to people interested in observing
elections, but it is not required in order to observe. An Observer who
attended our training will have a name tag and letter, and should
come and introduce themselves to you. If you notice someone
observing and they do not have a name tag or introduce
themselves, it is a good idea to give them the observer rules outlined
in your Handbook.

Observer Rules
Observers may:
•Observe & take notes of the proceedings at the polls, including the opening and closing
procedures.
•Obtain information from the precinct index that is posted near the entrance.
•Ask questions to staff as long as it does not disrupt the elections process. If there are voters in the
polling location, please ask observers to wait to ask questions.
Observers may not:
•Interfere, in the judgment of the elections official.
•Physically handle any voting materials or equipment.
•Sit at the official worktables or view confidential voter information. No pictures.
•Communicate with voters regarding candidates or measures unless they are 100 feet away from
the entrance to the polling place (electioneering).

Electioneering
Electioneering is promoting a candidate or measure within 100 ft of a polling location. There is
no electioneering allowed within 100 feet from an entrance to any polling place, vote center,
an elections official office, or a satellite location. Prohibited materials and information include,
but are not limited to:
• A display of a candidate’s name, likeness, or logo
• A display of a ballot measure’s number, title,
subject, or logo
• Buttons, hats, pencils, pens, shirts, signs, or stickers
containing information about candidates or issues
on the ballot
• Any audible broadcasting of information about
candidates or measures on the ballot
• Loitering near or disseminating visible or audible
electioneering information near a vote-by-mail
drop box

Election Night: Closing Procedures
1. Announce polls are closed at 8:00 pm and place a poll worker at the end of the line.
Voters arriving after this time are not eligible to vote. If voter is late, and insists on voting,
they must vote provisionally. After the voter has left, write “Late” and the time voter arrived
on the Provisional Envelope and place it in the Pink Canvass Bag.
2. After all voters have been processed, count the unused ballots. Put the number of unused
ballots on the Ballot Statement form. Then place the unused ballots in the white box
designated for unused ballots. Tape the box closed. Then retrieve the unused ballot label
and have all Poll Workers sign it and then place it over the top of the tape.

Election Night: Closing Procedures
3. Check the auxiliary bin of the M-100 for any extra ballots. If there are any
ballots in there, run them through the M-100.
4. Now that all ballots have been scanned through the M-100, remove the
voted ballots from the Ballot Box. Count all of the Voted Ballots and place the
total on your Ballot Statement form. Place the Voted Ballots and ballot stubs in
the white box designated for Voted Ballots. Tape the box closed. Then retrieve
the voted ballots label and have all Poll Workers sign it and then place it over
the top of the tape.

Election Night: Closing Procedures
5. Insert the M-100 key into the M-100
and turn it to “Open/Close Polls” then
press Close polls on the LCD screen.
This will trigger the M-100 to print two
total tapes and an audit tape.
Attach the 1st total tape to the
Certificate of Performance form.
Place the 2nd total tape and the
audit tape inside of the Ballot
Statement envelope. Finish closing
down the M-100 by removing it from
the ballot box and placing it back in
its case.

Election Night: Closing Procedures
6. Provisional Ballots: Count the Provisional
Ballot envelopes, two Poll Workers must do
this process together. Compare the count
of your Provisional Envelopes to the count of
voters who signed the Pink Provisional log.
The number should be the same, if it is not,
please make note of it on your comment
sheet. Write in the total number of
Provisional Ballots on the Ballot Statement
form. Place the Pink Provisional envelopes
back inside the Pink Canvas Bag.

Election Night: Closing Procedures
7. Spoiled Ballots: Count all of the Spoiled Ballots from inside your Blue Zip– Loc Bag. Write the total
number of Spoiled Ballots on your Ballot Statement form. Place the Spoiled Ballots back inside the
Blue Zip-Loc Bag. It is not necessary to count your surrendered ballots since those were not issued
from your polling location.

Election Night: Closing Procedures
8. Roster Signatures: Begin the counting process by taking the total number of
signatures on each page in your roster. There is a box in the upper right hand
corner of each page, you will place the page total in that box. If there are no
signatures, place a zero in the box. Please do not strike through the zeros and
be sure to print your numbers clearly. After you have gone through the whole
roster, add up the totals of each page to find the total number of signatures
on the roster. Write the total number on the Ballot Statement form.

2
Jerry Abundis

Manuel Aguilar

Election Night: Closing Procedures
02050

9. Ballot Statement Form: Confirm that your
precinct number is correct on the form. Then
confirm that each line has been filled out, if you
are missing a number, refer to the previous steps.
Add up lines 3,4,5, and 6 to get the total number
for line 7 on the form. The numbers in lines 1 and 7
should be the same number. If your numbers do
not match, please go through steps 6,7,and 8
again. If you've added them up a second time
and the numbers are still different, continue with
the rest of the closing procedures. Make note of
the discrepancy on your comment sheet.

100
40
8
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Election Night: Closing Procedures
10. Certificate of Performance: The Certificate
of Performance form will need to be filled out
and signed by all Poll Workers. If you had more
than 10 ballots cast, mark the corresponding
box, acquire the signatures, and then post the
form and the M-100 tape on the door to your
polling location. If you had less than 10 ballots
cast, mark the corresponding box, acquire the
signatures, and then post the form on the door
to your polling location. If you had less than 10
ballots cast, you do not need to attach the M100 tape to the door.

Election Night: Closing Procedures
11. Ballot Statement Envelope: It is crucial that you make sure
the following completed documents and items are inside of
your Ballot Statement envelope:
- Signed Declaration of Election Officer Payroll
- Completed Ballot Statement form
- Zero Tape from M-100
- Totals Tape from M-100
- Pink Provisional Voter Log
- Blue Tally Sheet
- Assisted Voter List
- Comment Sheet
- Keys (M-100, AutoMARK)

Election Night: Closing Procedures

12. Election Night Drop Off Bag (Large Blue Zip-Loc): The following
items will be returned in the Election Night Drop Off Bag:

- Ballot Statement Envelope
- Roster and Supplemental Roster
- Street Index/Hang Out Sheet
-Spoiled and Surrendered Ballots
- Cell Phone if one was issued to you

Election Night: Supply Return
As the Inspector, you and one poll worker MUST return supplies together.
Two people must be with ballots at all times per the U.S. Election Code.
The following items will be returned on Election Night:
M-100—Inside of its case.
Elections Night Drop Off Bag (Large Blue Zip-Loc)
Blue VBM Ballot Bag—sealed closed
Pink Provisional—sealed closed.
Unused Ballot Box– With all unused ballots inside
and sealed closed.
• Voted Ballot Box– Sealed closed with all voted
ballots inside.
• Red Supply Bag
•
•
•
•
•

Election Night: Drop Off Locations

Merced Precincts
Elections Warehouse
250 E 13th Street
Merced, CA 95340

Reminders
 Please remember that children are not allowed to accompany you to the polls on Election Day.
 A majority of officers must always be present at the polling location.
 Polls open at 7:00 a.m. sharp- Do not delay the process.
 If you can’t enter the location, set up outside.
 Keep all food and drinks away from voting materials(No eating at table please )
 Use the comment sheet to document issues and successes.
 Use Voter Id & Birthdates to identify voter on comment sheet.
 No smoking in or near the building including e-cigarettes.
 Suggestions are welcome- Please write them on the Comment Sheet.

Questions?

Thank You

For serving Merced County

(209) 385-7541
www.mercedelections.org

