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Prior to Election
◼ The Election code and voting system key will be

inside the lanyard in the election materials box
which will include phone, Seal card, and
supplemental pages (if any)

◼ Election material box must be picked up at their
designated locations. If unsure of where and when to
pickup boxes, call 215-686-1530 or refer to pg. 49
in the Election Guide

◼ All cell phones MUST be turned on by 7:00 AM 
election morning



Election Day

TUESDAY, November 8, 2022

7:00 AM - 8:00 PM
(Arrive at 6:30 AM to set up)



Election Board 
and 

Polling Place Overview



Positions on the Election Board
▪ Judge of Election

▪ Majority Inspector

▪ Minority Inspector

▪ Clerk 

▪ Machine Inspector

▪ Each person can only hold ONE position except Bilingual Interpreters
who are appointed and certified by the City Commissioners for certain
divisions. Bilingual Interpreters are only allowed to work two
positions in the same division. Please be advised if you are not a
Bilingual Interpreter and sign the payroll sheet in the Bilingual position

your name will be removed from the payroll sheet. Please make note that
by adding your name to additional positions will NOT result in any
additional pay; for additional information regarding positions on the
Election Board refer to pgs. 5-8 in the Election Guide



Arrival and Administering the 
Oaths of Office

▪ Arrive at 6:30 AM

▪ TURN ON the cell phone provided with the 
election materials

▪ If your polling location is not open, call        
215-686-1523

▪ Open ALL voting machines provided

▪ Please remember to break and record all green 
and yellow seals

▪ Administer the Oaths of Office

▪ Place one copy in #2 Envelope

▪ Place one copy in #4 Envelope



Filling Vacancies on Election Day

▪ If someone is missing/NO show by 7:00 AM:

▪ Judge of Election MUST appoint Majority Inspector

▪Majority Inspector MUST appoint a Judge of Election

▪Minority Inspector MUST appoint Clerk 

▪ If you are unable to fill any of these positions, they 
can be filled via Curbside Election

▪ Elected or Court Appointed Election Board 
Officials must be seated if they arrive before 
7:00 AM

▪ For more information, refer to p. 8 of the Election 
Guide



Rights of Voters

▪ An Elector shall have the right to vote
▪ Without use of threat, force, violence or restraint

▪ Without intimidation upon or against his or her 
person

▪ Without any other action intended to deny any 
individual’s right to vote



Electioneering

▪ The following is prohibited within 10 feet of 
the Polling Place entrance 
(where the voting machines are located):
▪ Handing out campaign literature

▪ Promoting a candidate

▪ Discussing candidates or political parties in front of a 
voter



Machine Technicians

▪ Periodically throughout Election Day machine 
technicians employed by the City, directly or 
through a contractor, will visit polling places to 
perform courtesy checks on the ExpressVote
XLs.

▪ Check for an employee badge/ID card



Poll Watchers
▪ They represent a candidate or political party to watch polling place 

activities

▪ They must have a certificate from the City Commissioners’ Office

▪ Certificates are good for anywhere in the City

▪ Only one Poll Watcher per party or candidate at a time may be present in 
the polling place during voting hours (6:30 AM – Close of Polls)

▪ If no voters are present:

▪ They can request the number of voters who have voted

▪ They can ask for and receive the machine counts

▪ They can take pictures inside the Polling Place

▪ Poll Watchers CANNOT go behind the voting machines

▪ Poll Watchers CANNOT take pictures of voters in the act of voting

▪ For additional information, refer to p. 32-33 in the Election Guide



Opening the 
Polls

(The polling place MUST be open at 7:00 AM)



Personal Protective Equipment
(Upon Arrival, Please unpack P.P.E that will be 

delivered with the Voting machines  )

◼ For POLLWORKERS:

◼ Sanitary protective gloves 

◼ FDA approved surgical 
masks 

◼ Disinfectant antibacterial 
wipes 

◼ Hand sanitizer kits

◼ Plexi glass barrier shields

◼ For VOTERS:

◼ Handheld sanitizer 
pump bottle

◼ Disposable poly gloves
(ONE GLOVE FOR 
EACH VOTER)



Posters

▪ 2 Blue Posters (Inside 
Only)

◼Voting Laws and Penalties

◼How to vote and how 
elections are run 

▪ 4 White Posters

◼People with Disabilities

Posters can be found in the extra large envelope with red letters 
“ATTENTION: Judge of Election” and/or the Election Box

All Posters MUST be Hung up in ALL 3 
LANGUAGES both Outside and Inside Unless 

Noted Otherwise!



Posters
▪ Large Pink Posters

▪ Sample Ballots
▪ English, Spanish, & 

Chinese

▪ 2 Pink Posters
▪ 2 Yellow Posters 

▪ English as a Second 
Language

▪ 2 Blue Accessibility 
Posters
▪ Only necessary 

divisions (Not all)



Language Interpretation Guide on 
Election Day

▪This guide is available for
individuals who require language
interpretation services other than
those offered at their polling place

▪Have an Election Board Official 
contact a language interpreter using 
the hotline provided on the guide

▪This guide MUST be posted on the 
table for public viewing 



Introducing Chinese materials  

◼ Under Section 203 of the Voting Rights Act, certain cities
like Philadelphia are required to provide their election
materials in multiple languages, due to the size of the
community speaking those languages in the city.
◼ Philadelphia has long supported Spanish-speaking citizens
and will now begin supporting Chinese-speaking citizens
too. All our materials from the ExpressVote XLs, to the posters,
to provisional ballots, to the documents in the purple folder
will be in Chinese too.
◼ Anything you previously had to do with Spanish posters and
documents will now be required to be done with Chinese too.



Table Setup

▪Poll Books

◼ Supplemental Sheets (If any)

◼ 2 Yellow Books



Voter ID

▪ Voters should not be asked to show ID unless
they are a first-time voter in the division

▪ First time voters in the division will be
required to show either photo, or non-photo
identification as indicated in the voting
signature box “ID Required”

▪ Ex: Valid Driver’s License, current utility bill

▪ For additional information on acceptable
forms of ID, refer to p. 17 in the Election
Guide



Provisional Voting
▪ Use a Provisional Ballot when:

▪ Voter is not in the Poll Book or Supplemental Pages

▪ Voter does not have valid ID where ID is required

▪ Voter claims Political Party listed in Poll Book is incorrect
(Primary Elections only)

▪ Voter has applied for a Mail-in or Absentee Ballot

▪ On rare occasions:

▪ A person with a court order

▪ Court ordered extension of polls closing time

▪ Voter spoiled 3 ballots on the ExpressVote XL

▪ Voter does NOT sign in Poll Book

▪ See pages 19-23 for additional information in your Election Guide.

▪ Voters may request a Provisional Ballot in English/Chinese or
English/Spanish NEW

2022



Provisional Voting

Remember: Any voter has the right to request 
a Provisional Ballot for any reason!



Spoiling a Ballot
◼ When a voter wishes to cancel the voting session.

◼ Enter the election code on the voting system 

◼ Confirm the reason for ending the voting session

◼ The paper ballot will eject, hand the paper ballot to the voter without looking at 
their selections and walk the voter back to the table

◼ Provide the voter with a black marker and “Spoiled Ballot” sticker 
(which are included in the election materials box)

◼ Instruct the voter to black out the barcodes and their selections then place 
the “Spoiled Ballot” sticker over the barcodes.

◼ In the poll book, under their admission number, write S1 for the first time the 
voter spoils a ballot. If the voter reaches S3 for spoiling a ballot, provide the 
voter with a Provisional Ballot.

◼ In the #2 and #4 books write S1, S2 or S3 next to the voter’s name.

◼ All Spoiled ballots should be folded and placed into the spoiled ballot 
plastic bag and, at the end of the night, placed in the “Hopper Bag”

◼ For more information on spoiling a ballot refer to page 38 in the Election 
Guidebook.



Machine Down 
Provisional Voting

▪ Used when 50% or more of voting
machines are not working and there
are voters waiting to use the election
machines.

▪ After voter has cast a Machine Down
Provisional ballot, place a “Machine
Down” sticker in Section 2 of the
Provisional Affidavit Envelope “B”.

STICKERS PROVIDED



Mail-in & Absentee Voting
▪ Post Mail-in & Absentee Voters Lists

▪ Found in the Election Materials Box

▪ Updated Lists Delivered by Police Officer

▪ All challenges to Mail-in or Absentee Ballots must be made to the 
Philadelphia Board of Elections in City Hall, Room 142. 

▪ All voters who apply for a Mail-in or Absentee Ballot are
prohibited by the Election Code from voting on the ExpressVote
XLs.

▪ However, if the voter surrenders their voided ballot and
declaration envelope, and sign an affirmation that they haven’t
already voted, then the voter may vote on the ExpressVoteXL.
(Act 12) This will be indicated in the poll book and the Mail-in

and Absentee Voters Lists. They may request a provisional ballot.



▪ Found at the beginning of each Poll Book

▪ Used for correcting voter information

Discrepancy Sheet



Voter Assistance
▪ If a voter requires assistance operating 

the ExpressVote XL or assistance with a 
language other than English:

▪ Complete an Assistance Declaration

▪ Anyone but the Judge of Election, 
Employer, or Union Representative may 
assist a voter

▪ DO NOT offer assistance without being 
asked

▪ No voter assistance is permitted unless 
the voter requests assistance. It is the 
voter’s choice who assists them.

▪ Record of Assisted Voters

▪ Place completed forms in #2
Envelope

For more information read page. 27 in the election guidebook



Affirmation of Elector

◼ If a registered elector has an Inactive
voter status, or has moved, the voter
should inform polling place officials
of the address change by completing
Sections A and C of an Affirmation
of Elector form.

◼ If the voter has moved out of
Philadelphia County, their voting
record will be cancelled here. Inform
them that they are responsible to
register to vote in their new
county of residence for future
elections.



Complaints

▪ If someone has any 
complaints about how 
the election is 
conducted

▪ HAVA Title III 
envelope contains 
complaint forms

▪ Voter completes and 
files on his/her own



Closing the Polls



Closing the Polls
▪ All polls MUST stay open until 

8:00 PM

▪ Have an Election Board 
member stand at the end of 
the line at 8:00 PM 

▪ Close All ExpressVote XL 

▪ Sign the Affidavit for 
Identification Requirements

▪ Located at the front of 
each Poll Book

▪ Sign the payroll sheet

▪ Payrolls MUST NOT be filled 
out until close of Election



#2 Envelope

▪ Goes inside the Election 
Materials Box

▪ Contains:

▪A copy of the completed 
Oath of Officers

▪A copy of the signed voting 
system tape

▪Record of Assisted Voters

▪# 2 Yellow book



▪Given to the Minority 

Inspector

▪Must be retained for one 
year

▪Contains:

▪ A copy of the completed 
Oath of Officers

▪ A copy of the signed voting 
system tape 

▪ # 4 Yellow book

#4 Envelope

Note: Judge of Election does not take any 
materials home from the #2 or #4 envelopes



Vinyl Bag
▪ Given to Police Officer

▪ Contains:

▪ USB stick (which are replacing the 
cartridge) will be collected from ALL
voting systems (Opened and Unopened)

▪ The zero-count tape from the beginning of 
the day and the last copy of the election 
results which will contain any write-in 
votes from each machine

▪ VOTING SYSTEM KEY 

▪ CITY ISSUED CELLPHONE

▪ Mail-in and Absentee voters lists (if any)

DO NOT PUT THE VINYL RESULTS BAG INTO THE HOPPER BAG



The Hopper Bag

◼ Secure ballot hopper 
(from each machine which 

contains the official voted ballots)

◼ Provisional Voting Envelope C

◼ Spoiled Ballot Envelope (if any)

◼ Surrendered/Spoiled Mail-in or 
Absentee balloting materials

◼ Seal Card
(All seal numbers must be 
recorded) 



Post Outside the Polling Place

▪ Post outside the closed Polling Place a 
signed copy of the Voting Machine tape

▪ Results tape should be visible to 
anyone coming after the polls close 



Election Materials Box
▪ All remaining materials should be placed inside the election material box

including the payroll sheet

▪ Payroll sheet should be fully filled
(VERY IMPORTANT)

▪Judge of Elections should retain pink copy of the payroll sheet for records

▪Rental cards that are usually attached to the payroll sheet will no longer be used in 
future elections. 

▪ Ensure all board workers completed & signed payroll sheet

Anyone who does not sign the payroll sheet will not be paid

▪ Any questions or discrepancies, please call 215-686-1530



After the Election

▪ Wait for the police officer

▪ Give him/her the vinyl bag and hopper sack

▪ Bring election materials box to 
520 N Columbus Blvd.

▪By 2:00 AM the following day



Election Results

▪ For unofficial real-time election night results, 
https://vote.phila.gov/results/

▪ For certified results and other voting 
information, visit For results by county or 
statewide (including past elections), visit 

https://electionreturns.pa.gov/

https://vote.phila.gov/results/
https://electionreturns.pa.gov/

