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INTRODUCTIONS:

- Meet your trainer!

- Meet each other:

Turn to the person next to you, and ask the 

following questions:

1. Their name 

нΦ ²Ƙŀǘ ƴŜƛƎƘōƻǊƘƻƻŘ ǘƘŜȅΩǊŜ ƛƴ

оΦ Iƻǿ ƭƻƴƎ ǘƘŜȅΩǾŜ ōŜŜƴ ŀ Ǉƻƭƭ ǿƻǊƪŜǊ ŦƻǊ
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AGENDA:
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ÅThe Primary Election Date, Being a Poll Worker

ÅPrior to Election Election Code, Key, Materials, Reminders

ÅElection Day ExpressPollsetup, Poll Worker Management (incl. Payroll), Election Board staff and Polling Place 

overview, Rights of Voters, Machine Technicians, Poll Watchers, Electioneering

ÅOpening the Polls
Polling Place signage and posters, Language Interpretation, Searching for Voter, Poll Book status, 
Voter Status, Issuing a Ballot, Table setup, Voter ID, Provisional Ballots, Spoiling a Ballot, "Machine 
Down" Provisional Voting, Mail-In and Absentee Voting, Voter Assistance, Affirmation of Elector

ÅClosing the Polls
Essential Steps, Closing the Express Poll, #2 Envelope, #4 Envelope, Vinyl Bag, Electronic Pollbook case, 
Hopper Bag, Police pickup, Voting Machine tapes, Election Materials box, After the Election, Election 
Results

ÅNext Steps Post-training steps - Poll Worker Guide review, Judge Check-In, Voting Machine video training, Contact 
/ Resources



KEY WORDS

Å ExpressPollBook ¢Ƙƛǎ ƛǎ ǘƘŜ ǘŀōƭŜǘ ǿƘŜǊŜ ȅƻǳΩƭƭ ǎƛƎƴ ƛƴ ǾƻǘŜǊǎΦ ¢Ƙƛǎ ƛǎ ŀƭǎƻ ǿƘŜǊŜ ȅƻǳΩƭƭ ǎƛƎƴ ƛƴ ǘƻ ŜƴǎǳǊŜ ȅƻǳ ƎŜǘ 
ǇŀƛŘ ƻƴ ǘƛƳŜΦ LǘΩǎ ŀƭǎƻ ŎŀƭƭŜŘ ǘƘŜ Ŝ-pollbook.

Å ExpressVoteXLs ¢ƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ǾƻǘƛƴƎ ƳŀŎƘƛƴŜǎΣ ŀƭǎƻ ŎŀƭƭŜŘ άǘƘŜ ·[ǎΦέ

Å Secure Ballot Hopper Inside each ExpressVoteXL, it contains the official voting ballots.

Å Network in a Box
!Y! ǘƘŜ άbL.έ

¸ƻǳ Ƴǳǎǘ ǘǳǊƴ ǘƘƛǎ ƻƴ ŦƛǊǎǘ ǘƘƛƴƎ ǳǇƻƴ ŀǊǊƛǾŀƭΦ LǘΩǎ ōŀǎƛŎŀƭƭȅ ŀ ǎǇŜŎƛŀƭ ƴŜǘǿƻǊƪ 
internetconnection. The NIB ensures that the ExpressPollbooks work.

Å Seals
9ƴǎǳǊŜ ǘƘŀǘ ƳŀŎƘƛƴŜǎ ŀǊŜƴΩǘ ǘŀƳǇŜǊŜŘ ǿƛǘƘ ōŜŦƻǊŜ ŀƴŘκƻǊ ŀŦǘŜǊ ǘƘŜ 9ƭŜŎǘƛƻƴΦ ¢ƘŜǊŜ ŀǊŜ ǘƘǊŜŜ 
maintypes of seals: (1){Ŝŀƭǎ ȅƻǳΩƭƭ ōǊŜŀƪ ƻǇŜƴ ƛƴ ǘƘŜ ƳƻǊƴƛƴƎΣ (2){Ŝŀƭǎ ȅƻǳΩƭƭ ǳǎŜ ǘƻ ǎƘǳǘ 
down the machines at the end of the night, and (3)Seals you will not remove at all.

vote.phila.gov



PRIMARY ELECTION



TUESDAY,
May 19, 2026

7:00 AM - 8:00 PM
(Arrive between 6:00 AM - 6:30 AM
to set up - the earlier, the better!)

ELECTION DAY

19

MAY



You must be a U.S. citizen, a resident of 
Philadelphia, and a registered Philadelphia 

voter in order to be a poll worker.

vote.phila.gov



NEED TO REGISTER TO VOTE OR APPLY 
FOR A MAIL BALLOT?
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Three ways to register:
1. Online: www.pavoterservices.pa.gov
2. Deliver your paper application to the Philadelphia County voter registration office
3. Mail your paper application to the Philadelphia County voter registration office, received by 

05/04/26.

The deadline to register to vote in the Primary Election is 05/04/26. We encourage poll workers 
ǘƻ ǾƻǘŜ ōȅ Ƴŀƛƭ ƛƴ ŎŀǎŜ ǘƘŜȅ ŘƻƴΩǘ ǿƻǊƪ ƴŜŀǊ ǘƘŜƛǊ ǇƻƭƭƛƴƎ ǇƭŀŎŜΦ ¢ƘŜdeadline to request a mail 
ballot is 05/12/26, completed mail ballots must be received by 8 pm on05/19/26.

http://www.pavoterservices.pa.gov/


PRIOR TO ELECTION



PRIOR TO ELECTION:

- The Election code and voting system key will be inside the lanyard in the election materials 

box, which will also include phone, seal card, and supplemental pages (if any)

- Election material box and ExpressPollcase must be picked up at

designated locations. 

- If unsure of where and when to pick up boxes, call 215-686-VOTE,

or refer to the Poll Worker Guide

- All Electronic Devices MUSTbe turned on by 6:45 AMelection morning

vote.phila.gov



EXPRESSPOLL
ELECTRONIC  POLLBOOK



TURN ON THE NIB FIRST
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Where is the NIB?

What time must the NIB be turned 
on?



Where is the NIB?
The back of machine A

What time must the NIB be turned 
on?
As soon as you arrive!
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Setting up the 
Electronic Pollbook





What time must the electronic 
pollbook be fully turned on by?

Why must the electronic pollbook be 
fully turned on by that time?



What time must the electronic 
pollbook be fully turned on by?
6:45 am

Why must the electronic pollbook be 
fully turned on by that time?
To receive the second and final voter 
update
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Electronic Pollbook 
Enhancements



OPEN AND CLOSE POLLS CHECKLISTS
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A check list to open the polls and a check list to close the polls are loaded 
on the EPB. The open poll check list pops up as soon as the EPB turns on.



REVIEW THE CHECKLISTS DURING THE DAY
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1) Go to the Option screen(the three green lines on the Search for Voter screen on the top right)
2) Open the Poll Place Managementlist by touching it
3) Touch Help Center
4) The Help Center selection screen will appear, and poll workers can select the list they'd like to review by touching it.



Watch out for the red cloud
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If you see a red cloud, 
call us. It means you're 
not connected.

If you see a round circle, 
it means something is 
loading. It will only last 
ten seconds!Don't 
worry. Don't call.



POLL WORKER 
MANAGEMENT

BOARD WORKER PAYROLL
AKA Getting you paid accurately and on time!
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After Polls are successfully opened, and the volume of voters are 
manageable, you may complete your payroll via ExpressPoll



Place the payroll sheet in the 
ǸȺǸǪʌȡɐɅ ɃǍʌǸɶȡǍȺ ǩɐʲṣ EɐɅẏʌ ʌǍȶǸ ȡʌ 
țɐɃǸṞ ǱɐɅẏʌ ɳʔʌ ȡʌ ȡɅ ʌțǸ țɐɳɳǸɶ 
ǩǍȓṞ ǱɐɅẏʌ ɳʔʌ ȡʌ ȡɅ ʌțǸ ʬȡɅʳȺ ǩǍȓṣ

Judges of Election take home the 
pink copy for their records.



vote.phila.gov

THERE ARE TWO WAYS TO COMPLETE PAYROLL:

Scanning the 
barcode on a 

government issued 
ID

Manually



EXAMPLES OF IDs THAT WILL SCAN
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- Driver's license
- PennDOT ID card
- U.S. Armed Forces ID card
- Passport

Remember, scanning an ID is 
optional. 
- You'll still need to add 

your phone number and email 
address.

- You might need to edit your 
info if your ID isn't up to date.





REMINDER
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Use only one electronic pollbook for filling out 
payroll to ensure nobody signs in twice.



And an exciting 
announcement. 
Judge of Election
pay has been 
increased to 
$215.00!



ELECTION BOARD
AND POLLING PLACE OVERVIEW



POSITIONS ON THE BOARD:
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STUDENT POLL WORKERS
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Å 17 and 18 -year -old local HS students

Å They've been trained

Å Cannot be replaced as poll workers

Å Please help them feel welcome



vote.phila.gov

1. Arrive between 6:00 AM - 6:30 AM. Turn on the nib.

2. Open ALL voting machine provided

3. Administer the Oaths of Office
Å Place one copy in #2 Envelope
Å Place one copy in #4 Envelope

4.TURN ON the cell phone provided with the election materials
(If your polling location is not open, call 215-686-1523)

5. Please remember to break and record all greenand yellow seals

ARRIVAL AND ADMINISTERING THE OATHS OF OFFICE:



FILLING VACANCIES ON ELECTION 
DAY:
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If a Poll Worker has not arrivedby 7:00 AM, 
vacancies can be filled by any voter 
registered in the division.

If you are unable to fill any vacant positionsby 
7:30 AM, 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 page 2in the Poll Worker Guide



FILLING VACANCIES ON ELECTION DAY:
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If a Poll Worker has not arrived by 7:00 AM:

Missing Judge of Election? ÅMajority Inspector appoints a Judge of Election

Missing Majority Inspector? ÅJudge of Election appoints aMajority Inspector

Missing Minority Inspector?
ÅPerson who received the second highest vote for Judge of Election at the most 

recent election shall serve.
Å If that person is not available/qualified, a curbside election should be conducted.

Missing Clerk? ÅThe Minority inspector appoints a qualified clerk.

Missing Machine Inspector?
ÅJudge of Election notifies the Election Board, who appoints a qualified machine 

inspector.
ÅCall (215) 685-4811



PEOPLE YOU MIGHT 
SEE AT THE POLLS 
ON ELECTION DAY

vote.phila.gov



RIGHTS OF VOTERS:
An Electorshall have the right to vote:

- Without use of threat, force, violence or restraint

- Without intimidation

- Without any other action intended to deny any 

ƛƴŘƛǾƛŘǳŀƭΩǎ ǊƛƎƘǘ ǘƻ ǾƻǘŜ

- Privately

Occasionally the Judge should "sweep" the room and 

remove all campaign literature in the polling place on 

their side.

vote.phila.gov



MACHINE TECHNICIANS:
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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 ExpressVoteXLs.

Check for an employee badge/ID card.



DOJ and AALDEF: Both groups are checking 
for compliance with federal voting rights 

laws.

vote.phila.gov

U.S. Department
of Justice
ό5hWύ

Asian American Legal Defense 
and Education Fund

(AALDEF)

These groups will 
have certificates 

and/or letters. The 
Judge of Election 

can request to see 
them!



Poll Watchers
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Who are poll watchers?
- Each candidate on the ballot can 

appoint up to two poll watchers per 
polling place, and each political party 
can appoint up to three at November 
and special elections. However, only 
one poll watcher per candidate and 
one per political party/body may be 
present in the polling place at one 
time while the polls are open.

Sample Candidate Certificate:

Sample Party Certificate:



Poll Watchers
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Poll Watchers CAN Poll Watchers CANNOT

- Must present their certificate to members of the 
Election Board upon request.

- Be inside the polling place from the time the board 
arrives until the policeofficer picks up the materials in 
the evening.

- Keep a list ofvoters.
- When NO voters are present, the Watcher may inspect 

the Voting Checklist (electronic pollbook), ask for the 
public count from each voting machine, and inspect the 
#2 and #4 books.

- aŀƪŜ ƎƻƻŘ ŦŀƛǘƘ ŎƘŀƭƭŜƴƎŜǎ ǘƻ ŀƴ ŜƭŜŎǘƻǊΩǎ ƛŘŜƴǘƛǘȅ ƻǊ 
continued residence in the election district.

- Lodge permitted challenges directly with the Judge of 

Elections.
- After voting hours, ALL watchers are permitted inside 

the polling place (but outside the enclosed area) to 
watch the vote tabulation.

- Watchers may not interfere with the voting process but 
may make challenges as permitted by the Election Code.

- Watchers must remain outside the enclosed areaτ the 
area past the check-in table and directly in front of, 
beside or behind the voting machines.

- During voting hours, cannot have more than 
oneWatcherper party or candidate in the polling place.

- Cannot make challenges based on race, national origin, 
appearance, name, religion, or other characteristics not 
relevant to voting.

- Cannot engage in electioneering. Although they 
ǊŜǇǊŜǎŜƴǘ ŀ ǇƻƭƛǘƛŎŀƭ ǇŀǊǘȅ ƻǊ ŎŀƴŘƛŘŀǘŜΣ ǘƘŜȅΩǊŜ ƴƻǘ 
entitled to electioneer.

- Cannot engage, attempt to influence, or intimidate 
voters or engage in voter intimidation.

- Cannot review or access the contents of ballot boxes 
and other election records.



ELECTIONEERING:
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The following is prohibited within 10 feet of 
the Polling Place entrance:

ÅHanding out campaign materials
ÅPlacing campaign materials inside polling place
Å Telling voters which candidates to support
ÅWearing a t-shirt or button supporting a candidate, 

campaign, or political party

Voters in the act of votingcan wear political clothes, buttons, etc.,
but must - like all voters - exit the polling place when they have finished voting.

For more information, refer to page 21in the Poll Worker Guide



IF SOMEONE IS ELECTIONEERING:
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What to do if someone is electioneering?

ÅAsk the person to move ten feet away from the 
polling place entrance.

Å If they refuse, call 215-686-VOTEto file a complaint 
with County Board of Elections staff.

Å If the issue repeats, or they still refuse to move, call 
the tƘƛƭŀŘŜƭǇƘƛŀ 5ƛǎǘǊƛŎǘ !ǘǘƻǊƴŜȅΩǎ 9ƭŜŎǘƛƻƴ 5ŀȅ 
Task Force hotline: 215-686-9641



OPENING THE POLLS 
The polling place MUST be
open to voters by 7:00 AM



POLLING PLACE SIGNAGE:
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All Posters must be hung up in ALL 3 LANGUAGES*, 
both outside and inside the polling location,
unless otherwise noted.
*English, Spanish, and Traditional Chinese, as required by law.

Posters can be found in the extra large envelope, with red text 
άATTENTION: Judge of Electionέ and/or the Election Box.

You will place a total of 14 posters. Every division MUST placeall posters, even if you 
have more than one division in your polling place.



POSTERS:

vote.phila.gov



How do you support voters who 
speak a language other than English?



How do you support voters who 
speak a language other than English?

Philadelphia provides language 
assistance at all polling places to help 
voters who communicate in a language 
other than English.



YOUR POLLING PLACE MIGHT HAVE 
AN INTERPRETER
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Introduce yourselves in the 
morning

Welcome the interpreter to sit at 
the table with you

¢ƘŜǊŜΩǎ ŀ ƴŀƳŜ ǘŀƎ ŦƻǊ ǘƘŜƳ ƛƴ ǘƘŜ 
ǇǳǊǇƭŜ WǳŘƎŜΩǎ ŦƻƭŘŜǊ

We do our best to meet interpretation needs. Judges of Election will receive a survey asking if theyôd like to make any requests.



LANGUAGE INTERPRETATION:

vote.phila.gov

Language Identification Guide
Allowsvoters to point at their language for assistance, if telephonic 
translation service is needed. 

Language Interpretation Service Instructions
Instruction sheet for poll workers. Election Board Official can contact 
an interpreter using the hotline provided on the guide, and the cell 
phone provided to the Judge of Election.

Blue+ White | Place both at sign-in table



SMARTPHONES
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Every division will have a fully charged smart phone in 
their white materials box

Turn it on first thing in the morning

We'll send reminder text messages to the phone 
throughout the day

We'll call you on the phone in case of emergency

The Judge of Election should hold the phone



IMPORTANT PHONE NUMBERS
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We want your phone call to get to the right place when 
you need help

The phone numbers you need are in the Election Guide

¢ƘŜȅΩǊŜ ŀƭǎƻ ǘŀǇŜŘ ǘƻ ǘƘŜ ƭƛŘ ƻƴ ǘƘŜ ƛƴǎƛŘŜ ƻŦ ȅƻǳǊ 
election materials box

Please call the number that matches the challenge 
ȅƻǳΩǊŜ ƘŀǾƛƴƎΦ 9ǎǇŜŎƛŀƭƭȅ ŘǳǊƛƴƎ ƻǇŜƴƛƴƎ ŀƴŘ ŎƭƻǎƛƴƎ 
hours.
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Checking in Voters



TABLE SETUP:

vote.phila.gov

Å ExpressPoll Electronic Pollbook

Å Printer

Å Supplemental Sheets (If any)

Å 2 Yellow Books (#2, #4)



vote.phila.gov



VOTER STATUS:

vote.phila.gov

±ƻǘŜǊΩǎ ǎǘŀǘǳǎ ǿƛƭƭ ŀǇǇŜŀǊ ǳǎƛƴƎ ŀred, yellow, and 
greencoding system. Their status determines the 
next step in their voting process.

If voter record is green, voter may vote a 
standard ballot.

If voter record is red or yellow, follow 
instructions on screen.

- Yellow: Voter may vote provisional ballot, or some action is required 
before voter can be issued a standard ballot.

- Red: Voter cannot vote on the voting machine due to issues with 
their voter record.



VOTER ID:

vote.phila.gov

Only first-time voters in the 
division may be asked to show ID.

Pennsylvania law requiresvoters who are 
new to their voting division (precinct) to 
show ID the first time they vote there. 

Need to verify identification will be indicated 
in the Voter Details & Statuson the 
ExpressPollElectronic Pollbook.

The list of IDs is in your election guideinside 
the materials box.

Acceptable forms of ID for voters who are new to a division, 

ƛƴŎƭǳŘŜΣ ōǳǘ ŀǊŜƴΩǘ ƭƛƳƛǘŜŘ ǘƻΥ

Â Valid voter registration card issued by the Philadelphia 
Voter Registration Office

Â ±ŀƭƛŘ tŜƴƴǎȅƭǾŀƴƛŀ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ tŜƴƴ5h¢ L5 ŎŀǊŘ

Â Valid ID issued by any Commonwealth agency

Ã This includes a Medical Marijuana ID Card

Â Valid ID issued by the U.S. Government

Â Valid U.S. passport

Â Valid U.S. Armed Forces ID

Â Valid Student ID

Â Valid Employee ID

Â Non-photo ID issued by the Commonwealth, or any 
agency thereof

Â Non-photo ID issued by the U.S. Government, or any 

agency thereof

Â Firearm permit

Â Current utility bill

Â Current bank statement

Â Paycheck

Â Government check
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#2 and #4 Books



#2 and #4 books must be used.

They must be used in real -time when 
voters present themselves at the 
polling place.



Seriously? We 
have the 

electronic 
pollbook!

Yes. Seriously. They are 
a handwritten, 

duplicate paper record 
of all votes cast. They're 

a critical part of PA's 
election security.



Why #2 and #4 Books?

Å Paper backup of election day in case there's an emergency.

Å Identify errors made when voters sign into the electronic pollbook.

Å Helps us identify if someone accidentally voted under the wrong name. 
For example, the Clerk could correctly hear "Davida Smith" and write it 
in the #2 and #4 book, but the Majority Inspector accidentally issues a 
ballot for "David Smith."

Å Correctly filled out books help combat and uncover fraudulent voting.



Who is responsible for 
maintaining the #2 book?

Who is responsible for 
maintaining the #4 book?

Where do the books go at the 
end of the night?



Who is responsible for maintaining the 
#2 book?
The Clerk

Who is responsible for maintaining the 
#4 book?
The Clerk

Where do the books go at the end of 
the night?
#2 goes in the #2 envelope, #4 goes in 
the #4 envelope and then home with 
the Minority Inspector.
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Voting Procedures



WHAT IS A PROVISIONAL BALLOT?

vote.phila.gov

Sometimes, county elections officials need more 
time to determine a voter's eligibility to vote.

In some cases,election officials may ask that voter 
to vote a provisional ballot.

A provisional ballotrecords a voter'svote while 
the county board of elections determines whether 
it can be counted.



PROVISIONAL BALLOT ENVELOPE: 
4 Signatures + Secrecy Envelope!

vote.phila.gov



PROVISIONAL VOTING:
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Use a Provisional Ballot when:
Å Voter is not in the ExpressPollor Supplemental Pages
Å Voter does not have valid ID where ID is required
Å Voter has applied for a Mail-in or Absentee Ballot,but there is an issue 

with the Voter's Mail-in or Absentee Ballot
Å Voter claims Political Party listed in Poll Book is incorrect

(Primary Elections only)

On rare occasions:
Å A person with a court orderwith respect to voter registration status
Å Special court order related to extending the hours of voting.
Å Voter spoiled 3 ballots on the ExpressVoteXL

Voters who are using a Provisional Ballot SHOULD NOT SIGN INTO the
Electronic Poll Book. Doing so may result in the ballot not being counted.
Voters may request a Provisional Ballot in English/Chinese or English/Spanish





Provisional 
Voting 

Process: End of 
the day

vote.phila.
gov

All provisional ballots go in Envelope C, 
then the envelope isplaced in the 

hopper bag.



Can a voter vote provisionally after 
they've voted on the voting machine?

Do you sign voters into the electronic 
pollbook if they're voting 
provisionally?



Can a voter vote provisionally after 
they've voted on the voting machine?

Do you sign voters into the electronic 
pollbook if they're voting 
provisionally?
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Spoiling a Ballot



vote.phila.gov



MAIL -IN & ABSENTEE VOTING:
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ÅPost Mail-In & Absentee Voters lists.
Lists are delivered by police officer

ÅVoters who are issued a Mail-in or Absentee Ballot are prohibited by the 
Election Codefrom voting on the ExpressVoteXLs.
Voter must surrendertheir entire absentee / mail ballotin order to vote in-person. Seebelow.

ÅIf a voter arrives with a mail-in or absentee ballot, including the declaration 
envelope, the Judge must spoil the ballot, and also write "VOID" on both 
the envelope and the ballot. Then theycan allow the voter to vote on a 
machineonce the voter has filled out an ά9ƭŜŎǘƻǊΩǎ 5ŜŎƭŀǊŀǘƛƻƴ ǘƻ 
{ǳǊǊŜƴŘŜǊ ¢ƘŜƛǊ aŀƛƭ .ŀƭƭƻǘέΦThe voter must then sign into the poll book 
like normal.

ÅIf the voter does not have their mail-in or absentee ballot in hand, their 
other option is to vote with a provisional ballot.



VOTER ASSISTANCE:

vote.phila.gov

ÅIf a voter requires assistance operating the ExpressVoteXL, or 
assistance with a language other than English for the first time:

- Complete an Assistance Declaration and Record of Assisted 
Voters form

- Voter may bring a person of their choice with
them to assist, exceptthe Judge of Election, the 
ǾƻǘŜǊΩǎ ŜƳǇƭƻȅŜǊΣ ƻǊ ǘƘŜ ǾƻǘŜǊΩǎ ¦ƴƛƻƴ wŜǇǊŜǎŜƴǘŀǘƛǾŜ

ÅDO NOToffer assistance without being asked
- Voter assistance is permitted only if the voter has 

requested it. The voter chooseswho assists them.

ÅPlace completed Assistance Declaration form in #2 Envelope
{ƻƳŜ ǾƻǘŜǊǎ ǿƛƭƭ ƘŀǾŜ ǇǊŜǾƛƻǳǎƭȅ ŦƛƭƭŜŘ ƻǳǘ ǘƘŜ !ǎǎƛǎǘŀƴŎŜ 5ŜŎƭŀǊŀǘƛƻƴΦ LŦ ά!ǎǎƛǎǘŀƴŎŜ 
tŜǊƳƛǘǘŜŘέ ƛǎ ƴƻǘŜŘ ƻƴ ǘƘŜƛǊ ǾƻǘŜǊ ǊŜŎƻǊŘΣ ǘƘŜȅ Řƻ ƴƻǘ ƴŜŜŘ ǘƻ Ŧƛƭƭ ƻǳǘ ǘƘŜ ŦƻǊƳ ŀƎŀƛƴΦ

For more information, see page 21 in the Poll Worker Guide



AFFIRMATION OF ELECTOR:

vote.phila.gov

ÅIf 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 Cof an Affirmation 
of Elector form.

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



CLOSING THE POLLS
Polls are open until 8:00 PM

All voters in line at their assigned polling place by
8:00 PM MUST be allowed to vote.



CLOSING THE POLLS - ESSENTIAL STEPS:

vote.phila.gov

- All polls MUSTstay open until 8:00 PM

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

- Close all ExpressVoteXLs following the ά/ƭƻǎŜ tƻƭƭέinstructions 

- Sign the Affidavit for Identification Requirements
ό[ƻŎŀǘŜŘ ƛƴ ǘƘŜ WǳŘƎŜΩǎ PurpleFolder)

- Sign thepayroll sheet
Payroll MUST NOTbe filled out until close of Election
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Unplugthe printer andtablet. 
Wrap up their power cords.

Collectvoting results 
tapes,ExpressVoteXL USB 

Sticks,Absentee/Mail-In List, and 
votingmachine barrel keys. Place 

them inthe Vinyl Results Bag.

#Placeboth ExpressPolltablets
andtheir power cords back

in the Electronic PollBook Case.

ZipCase shut and hand to 
Policealongwith, but NOT 

INSIDE, theHopperSack and 
the Vinyl ResultsBag.



#2 ENVELOPE:

vote.phila.gov

Goes inside the Election Materials Box

Contains:
ÅA copy of the completedOath of Officers
ÅA copy of the signed voting system tape
Å#2 Yellow book



#4 ENVELOPE:
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Given to the Minority Inspector.
To be retained for one year.

Contains:
ÅA copy of the completedOath of Officers
ÅA copy of the signed voting system tape
Å#4 Yellow book

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



Attention Judge of Election Accordion Folder:

vote.phila.gov

Contains:
ÅSurrendered ballot material with completed 

affirmation
ÅSpoiled machine ballots
ÅCompleted: Assistance Declaration Forms, 

Affirmation of Elector Forms, Challenge Affidavit 
Forms, HAVA Title 3 forms

ÅMiscellaneous completed forms, such as voter 
registrations

ÅAny voided provisional balloting material

Completed material in all languages to be placed in this bag and returned in the white box

* Please see election guide for detailed list of what ŘƻŜǎƴΩǘbelong in this bag.



VINYL BAG:
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Contains:
Å USB sticks ςwill be collected from ALL ExpressVoteXLs. 

(opened and unopened)
Place in front of the direction card.

Å VOTING SYSTEM KEY (lanyard)
Place behind direction card

Å The zero-count tapefrom the beginning of 
the day, and the last copy of the 
election results, which will contain 
any write-in votes from 
behind each machine.

Place behind direction card

Å Mail-in and Absentee voters lists(if any)
Place behind direction card

The police officer will take this!

DO NOT place the USB in the 
envelope or the lanyard



ELECTRONIC POLL BOOK CASE:
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Contains:

ÅBothExpressPolls

ÅBothExpressPollcharging cords

ÅGoes with the Police Officer, along with
the Vinyl Bag and Hopper Bag

The police officer will take this!



HOPPER BAG:
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Contains:
ÅSecure ballot hopper 
(from each machine which contains the official voted ballots)

ÅProvisional Voting Envelope C

ÅSeal Card (All seal numbers must be recorded) 

The police officer will take this!



IN SUMMARY:
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The Police Officer will take:

1. Vinyl bag

2. Electronic Pollbook case

3. Hopper bag



POST OUTSIDE THE CLOSED POLLING PLACE:
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A signed copy of the Voting Machine 
tape is required to be posted outside 
the closed Polling Place.

Results tape should be visible to 
anyonecoming after the polls close.



ELECTION MATERIALS BOX:
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ÅCity issued cell phone

ÅJudge of Election should retain pink copyof 
the payroll sheet for records

ÅEnsure all board workers completed & 
signed payroll sheet

ÅAnyone who does not sign the electronic 
pollbook will have their pay delayed

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

All remaining materials should be placed inside the Election Materials box, 
including the payroll sheet.

PLEASE NOTE- Continue to fill out the paper payroll 
sheet, the paper record is a backup record.



AFTER THE ELECTION:
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ÅWait for the police officer

ÅGive them Vinyl bag, ExpressPollcase, 
andHopper bag

Å Bring the Election Materials box to:
Voter Registration Division
Riverview Place, 5th Floor
520 N. Delaware Ave., Philadelphia, PA 19123

Or any other designated location in the Election guide!

Election Materials box MUST BE RETURNED by 2:00 AMon Election Night.



Using the 
Voting 
Machine

vote.phila.gov


