
 

City of Minneapolis - Elections and Voter Services 

vote.minneapolismn.gov 
 

2013 Election Judge Training 



THANK YOU! THANK YOU! 

THANK YOU! 

• Veterans - For coming back this year 

• New Judges  - For joining us 

 

• You are very important! 

 

• 2013 Election Season 

– November 5 

 



Where can I learn more? 
Minneapolis Elections & Voter Services 

•  vote.minneapolismn.gov 

• Minneapolis 311 or 612-673-3000  

Open 11/5/13 until 8:00pm 

•  www.facebook.com/votempls 

•  www.twitter.co/votempls 

•  www.youtube.com/cityofminneapolis 

•  Questions before election day - 

 Elections@minneapolismn.gov  
 



Today’s Agenda 

• What’s new in 2013 

• Lessons learned from 2012 

• The role of Election Judges 

– Head & Assistant Head Judges 

– Team Judges 

– Student Election Judges 

• Setting up the Polls 

• Election Day activities & duties 

• Closing the polls & Materials for return 



What is New IN 2013 

• Ranked Choice Voting 

• Ballot Counter 

– New, new, new 

• New efforts and investments by 

Minneapolis 

• New state law changes 

 



Ranked Choice Voting – who is elected? 

Only Minneapolis Municipal Offices 
• Mayor 
• Council Members – 13 Wards 
• Board of Estimate and Taxation – 2 At-Large 
• Park Board – 3 At-Large  
• Park Board – 6 Districts 

 
• Ballot Questions 
 
RCV not used for School Board or other offices 
Next regularly scheduled RCV election is 2017 

 



How to vote using RCV 

 

 

Simply put… 

 Ranked Choice Voting is a method in which 
voters rank candidates in order of preference 

 



How to vote using RCV - handout 

 

 



New Ballot Counter 

• New ballot counter will provide data for tabulation 
of results 

– Eliminates need for hand-count and data entry 

• Digital imaging: count write-ins 

• No separate write-in compartment 

• Large visual color screen – informs voter 

– Ballot is counted 

– Voter error: over-vote 

– Ballot error: crooked or jammed ballot 

• See vote.minneapolismn.gov 

Select - Voters & Voting Equipment 

 

 



New Efforts in Minneapolis - 1 

• Polling Place floor plans – customized for 

each precinct 

• Mailed to Head Judges 

• Additional signage to help voter confirm 

correct polling place 

• EJs:  language support will be displayed 

• New Supply Envelope & Supply Container 

• New cardboard transfer case for voted 

ballots 

 



New Efforts in Minneapolis - 2 
• New title – Head & Assistant Head Judge 

• Head & Assistant train in 2-hour team class and 

2-hour Head classes 

• Head & Assistant are Poll Managers – manage & 

problem-solve; may temporarily fill-in at specific 

duty 

• Monday supply pick-up: 2 hours pay for 2 people 

to pick-up and check polling place 

• Absentee ballot list from Monday/Tuesday will be 

delivered by runners – not phone call 

• Election night return to Elections Training 

Center/Warehouse 

• MN law change - Voter Voucher – new 

maximum down from 15 to 8 

 

 

 



Lessons Learned from 2012 
• You did a fantastic job!  Every 20 years 

redistricting and a Presidential Election coincide. 

And so we had some problems of a successfully 

large turnout…Your were and are fabulous! 

 

• Customer Service/Line Management 

– Greeter EJ: make sure voters in correct place 

& help voters have registration form filled out 

– Number of rosters provided does not mean 

you precinct must have that many Roster EJs 

working the duty 

 



Out Of Precinct – O.O.P.s 

  General Election - 2012 

Voted at Polls 200,663 

Election Day Registrations 50,669 

Duplicate Registrations - 
not necessary 3,495 = 6.90% 

O.O.P.s Voters 677 = 1.34% 

Zero  
O.O.P.s Precincts 15 



Head Election Judge 

• Administer oath of office 

• Manage staffing & schedule breaks 

• Cellphone contact with Election HQ 

• Assign & rotate judge duties  

• Supervise set-up & announce opening 

• HAVA Complaints & Feedback forms 

• Administer Challenges 

• Announce & supervise closing 



Election Judge Roles 
 

• Assistant Head Judge 

– Assist & back-up Head Judge as  needed 

– Administer Challenges 

• Team Judges & Student Judges 

– Will be working various judge duties 

• Precinct Support Judges 

– Support to Head & Precinct Team 

 



EJ Professionalism 
 

• You represent the City of Minneapolis 

• No food or beverages at tables where 

voters are served 

• All EJs must sign the attendance 

timesheet both volunteer and paid 

• Personal computers or cellphones on 

breaks only 

 



EJ Neutrality 

• Curtail conversations if public is present 

• Partisan comments & discussion 

prohibited at all times 

– 6 am until you get home 

– No exceptions 

 

If anyone can tell – or perceive – by your 

words or actions what your opinion is, you 

failed at neutrality. 

 

 



Our mission 
• Ensure all eligible residents are able to 

exercise their right to vote 

• Conduct voting in a fair, accurate, impartial 

and efficient manner 

• Provide reliable information and friendly 

service to  voters 

• Give all voters in a precinct and 

throughout the city the same information 

• “I will do everything I can within the law to 

help you vote today” 

 



ACCURACY & INTEGRITY 
• Two EJs of different major political parties 

– Assist voters in voting booth 

– Feed ballots from Auxiliary Compartment & 
duplicate voted ballots  

– Curbside voting 

– Emptying ballot box during voting hours 

• Paper trail – how to remember it in a year  
– Incident Log – Ballot counter jam & voter issues 

– Election Judge as a witness 

– Register in proper precinct and with proper ID 

– Results Tapes + materials returned to drop off site 

– Certification and Seals 

– Ballot Tracking Form 



Political Party Affiliation 

• Three major political parties 

– Democratic Farmer Labor Party 

– Independence Party – with a capital “I” 

– Republican Party 

• Not major political parties 

– All other political parties 

– Not specified or unaffiliated 

– independent - with a small “i” 

 



Allowed in the Polling Place 
• Representatives from Secretary    

of State, County Auditor and local 
Clerk’s Offices 

• Election Judges 

• Voters and their minor children 

• Person Assisting or Vouching for 
Voter  

• Challengers 

• Students or teachers if authorized 
by clerk 

• Persons making written complaint 

• Media 

 

 

 



 Lingering or Campaign Activities 

• No lingering within  

    100 ft. of polling place 

building 

• No solicitation within 

100 feet of polling 

place building or on  

public property 

surrounding it 

• Exempt: Campaign 

signs on private 

property within 100 

feet of polls 

• Loudspeakers 

100 feet 

minimum 



Exit Polling Allowed  

with restrictions 

• Can be conducted anywhere outside the 

room used as a polling place 

• Only approach voters after they have 

voted 

• Only ask voter to take anonmyous written 

survey 

• Cannot interfere with the voting process 
 



Setting Up the Polling Place 

• Arrive at 6:00 a.m. 

• Take EJ oath, declare party & sign Official 
Precinct Certification Form; nametags 

• Follow the Open Polls Checklist(s) 

• Correct for precinct:supplies 

– Ballot Counter on Ballot Box 

– Supply Container 

– 9 Bags 

• Receive assignments from Head Judge 
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Ballot Counter & Box 

Ballot Counter 

Judge 

Gatekeeper/Greeter Judge Welcome/Greeter Judge Polling Place Layout Example 

Option: Use 1 or more tables for additional 

voting 



Example of Custom PP Layout 



Intro to Documentation 

Overview 

 
The paper trail of the election 

 



Documentation Overview 



Polling Place Entrance 

 



Sample Ballots 

 



Ballot Counter 

ELECTION MANAGEMENT SOFTWARE.  

http://www.essvote.com/evs-5-0/


AutoMARK – Check Ballot 

• Insert blank ballot 

• Verify audio ballot with another ballot 

• Eject ballot by using EJECT button 

• Label both ballots “AutoMARK Test Ballot” 

• Place both ballots into Spoiled Ballot 

envelope 

• Do not put in Ballot Counter 



AutoMARK & Voting Booths 

 



Customer Service 
 

 

 

 

 

 

 

Your opportunity to sparkle 



Tools to Assist Voters 
• First time voters may be nervous! 

– Just turned 18 

– New citizens 

• Tools for voters 

– Language folder – translated materials 

– 311 – Language support line 

– AutoMARK to hear English rather than read it 

– Magnifier 

– Signature guide 

– Notepad & black pen 

– Provide chair(s) while waiting – but not in the 
way 



Serving Voters with Disabilities 
• Clear path of travel – no obstructions 

– Parking area to building entrance(s) 

– Main entrance & accessible entrance (if 

different) to voting room 

– Through voting room 

– Re-check during the day 

• “Allow us the dignity to get the task 

done privately & independently. It is our 

decision to ask for help.”  MACOPD 



Who May/May Not Assist Voters? 

• Voter may bring person of their choice 

• Voter asks for assistance - two EJs of 

different political parties assist to mark ballot 

• Individual persons (excluding election judges) 

may help vote a ballot for no more than three 

voters 

– Vote = filling in the ovals and/or present in the 

voting booth 

• Who May NOT Assist Voters 

– Voter’s employer or agent of voter’s employer 

– Officer or agent of voter’s union 

– Candidate for election 

 

 



Curbside Voting 

Voter unable to come 

into the Polls 



Option #1 Curbside Voting 



Option 2 

Curbside Voting 
• Have voter 

complete 

Certificate of 

Registered Voter 

form  

(and Voter 

Registration 

Application, if 

required) 

• Enter in 

appropriate roster 

 



IT IS NOW  

7:00 A.M. AND 

YOU ARE 

READY TO 

OPEN THE 

POLLING 

PLACE! 



Greeter Judge 

 



Greeter Judge 
 

• Greeter List: Is voter registered in this precinct? 

– If name & address (apt #) match, direct voter to 
Roster table 

• If not pre-registered in this precinct 

– Verify voter is in correct precinct 

– Explain ID requirements - “Show me what you’re 
going to use to register today” 

– Give Voter Registration Application Direct voter 
to the Registration table 

• Hand voter RCV instructions handout 

• Maintain traffic flow 

• Observe activities near poll entrance 



Greeter Judge 

• Different name or address in precinct 
 

– Voter must re-register with current name and 
address 

 

– Give voter VRA to fill in name & address 

 

– Greeter Judge checks Previous Registration 
in Same Precinct & enters Voter ID #  



Pre-reg voter who 

moved within 

precinct 

? ? 

Voter who has 

moved and now 

lives in precinct 

Absentee Voter who 

brings in ballot & 

envelope 

Pre-registered 

Voter 

Pre-registered 

VS 

Election Day 

Registration 

The “O.O.Ps 

voter” must go 

to the correct 

polling place 

Pre-reg voter 

who has 

changed name 

Voter with typo in 

name 

? ? 

Sign in Election Day Registration Roster Pre-registered Voter Roster  









List of Polling Places 



Roster Judge – voter view 

 



Roster Judge – Judge view 

 



Roster Judge 
Pre – Registered Voters 

• Your name please…? 

•  Find name on the roster 

• …and your address please? 

• Point out the oath at the top of the page 

• To affirm the oath please sign by your 
name 

• Here is the receipt for your ballot 

ONE signature = ONE receipt = ONE ballot 



Roster: 

An original legal document 

Only allowed marks 

• Voter signature 

• CURBSIDE 

• A.B. 

• VOID – with highlight 

• REFUSED OATH – with highlight 

• NOT ELIGIBLE – with highlight 

No extraneous marks – do not make an X 





Roster Judge - tips 

• Similar names – use birthdates 

– Anderson or Smith or Vang 

– Jr. and Sr. 

• Multiple last names: try variations 

– Anderson-Smith 

– Andersonsmith 

– Anderson Smith 

– Smith 

• Common misspellings 

– Larsen or Larson 



ONLY to correct typo in name 

NOT for Change of ADDRESS 
 

NOT to Change/Add of APT. #   

NOT for Change of NAME  

Voter must re-register 



  

 

Notification of 

Death Form 
 

Do NOT make 

entry in the 

Roster – 

it is mistaken for a 

voter signature 



Roster Notations 

• A.B. 

• See ID – see poster 

– This notation informs you that the voter 
must show identification prior to voting 

– Acceptable IDs same as Election Day 
registration minus vouching 

– If voter does not have ID from list, they 
may re-register using Election Day 
Registration Procedures (i.e. voucher) 



Pre-Printed Roster Challenges 
Administered by Head & Assistant Head 

• Most Common 

– Challenged-Postal Return  

– Challenged-Felony 

– Challenged-Guardianship 

• Others 

– Challenged-Voted Out of Precinct 

– Challenged-Name Change 

– Challenged-Name or Address 

– Challenged-Other 

• Noted on backside of Roster Challenge Log 

 



Roster Challenge Documentation 
Voter found NOT ELIGIBLE 

Voter found ELIGIBLE 



Admin by Head or Assistant 

Head Judge 

Who can challenge? 

• Election judges or voters 

• Partisan: person 

representing major party 

• Non-partisan: person 

representing candidate 

Challenger must  

• Provide proof of MN 

residency 

• Base challenge on 

personal knowledge of 

voter’s eligibility 

• Complete challenge form 

for each challenge 

• Allowed near registration 

and/or roster area 
 

In-Person Challenges 



Registration – Voter view 

 



Registration Judge – Judge view 



Registration Judge – Precinct & ID 

• Verify voter is at the correct polling place 
by checking the PRECINCT FINDER 

– Double-check work of Greeter Judge 

• Verify voter has not voted by absentee by 
checking the AB EDR List 

– Voters on this list are not allowed to vote 
again 

• Ask voter for required Proof of Residence 

– “Show me what you’re going to use to register 
today” 

• Voter completes the Voter Registration 
Application (VRA) 



AB EDR: Election Day Registration 

– green & vertical 



 

Voter 

Registration 

Application 

 

VRA 
 



Registration Judge - Check VRA 

• Readable and complete: All Shaded Areas 

• Check box at #s 1 & 2 

• Fill in blanks at #s 3, 4, 6, 7 & 8 

– Name 

– Address  - P.O. Box NOT acceptable 

– Date of birth 

– Signature 

• EJ Official Use Only: W___ - P___, EJ 

initials & document Proof of Residence 
• Optional/Helpful: former address, phone, email 



Election Judge Official Use Only  

• Complete the following: 

- Ward & Precinct      - Type of ID used 

- Judge’s initials         - ID number of photo ID copied 

                                                   directly from ID by EJ 



Voter Signs Roster for Ballot 

• Voter prints required information and 
signs New Registration Roster 

 

 

 

 
 

• Registration Judge gives voter a 
Registered Voter’s Receipt 



State-Approved 

Proof of Residence  

Stand Alone Documents 

• Valid Minnesota Driver’s License, 

Learner’s Permit or receipt with current 

address in precinct 

• Valid Minnesota ID or receipt with current 

address in precinct 

• Tribal ID with name, signature, picture  & 

current address in precinct 

 



Proof of Residence (continued)  

          Photo ID and bill 
Picture ID with name 

old address or no address 

can be expired 
 

• MN Driver’s License 

• MN State ID 

• MN Student ID (from post-    

secondary educational 

institution) 

• Tribal ID 

• U.S. Military ID  

• U.S. Passport 

 

Approved Bill – mail or electronically 

Name & current address in precinct  

Utility bill due within 30 days of election:   

• Electric, gas, water, garbage, sewer 

or solid waste 

• Internet service 

• Telephone  - landline, cell or VOIP 

• TV - cable or satellite 

Rent statement dated within 30 days of 

election that itemizes utilities – 

including zero balance 

Current student fee statement 

 



Voter Voucher  

Registered voter in same precinct 

– Pre-registered 

– Registered today but was not vouched for 

– Voucher must have personal knowledge of the 

residence of the person being vouched for 

– Challengers cannot vouch 

– Election judge can vouch if registered in precinct  

– Voucher and election judge must complete forms 

– Voter Voucher can vouch for a max of 8 voters - 

Precinct List of Persons Vouched For 

 



Employee voucher 

   Voucher on a Certified List of Employees of a 

Residential Facility or other proof of 

employment may vouch for an unlimited 

number of residents of the facility 

• Lists (if any) located in Green Voucher Folder 

• Voucher and election judge must complete forms 

• Employee voucher can vouch for an unlimited 

number from facility (do not use Precinct List of 

Persons Vouched For) 

 



Form on back of VRA – print voucher name next to signature 

Election Judge prints 

voucher’s name here 



 Voucher Stats 

Voucher Issues (VRA backside) 

 
No EJ Signature 433

No Voucher Signature 24

Type of Voucher not checked 178

No Voter ID of pre-reg voucher 314

Checked Voucher, Did not complete form 99



 

List each  

Voter Voucher 

Track the # 

vouched for – 

Maximum 8 
 

completed by 

election judge 

 

List certified by Head 

Judge 



Other Election Day IDs 

• Notice of Late Registration letter – do not 

collect 

• Voucher – voter and employee 

• Previous registration in same precinct  (in 

the pink pre-registered roster) under 

different address or name 

• MN post-secondary student photo ID with 

housing list provided to election officials 

 



UNACCEPTABLE IDs 

• Marriage license 

• Rent receipt that does not itemize utility 

• Bank statement 

• Ordinary mail 

• Credit card bills 

• Out-of-state driver’s license 

• Property tax or mortgage statements 

• Name hand-written on cocktail napkin 



EDR Tips & Problems 

• Slow down: Opening & duty change 

• Have someone double-check 

• Check legibility of voter information 

• Appropriate proof of residence from voter 

• Incomplete proof of residence info at 

bottom 

• Voucher: print name on voucher form 

• Green Roster:  Voter didn’t sign in 

• Green Roster:  Attach VRAs in order to its 

Green Roster page 

 



Three different ID columns 
• Document Proof of Residence in only one of 

three areas 

- ID with Current Address 

- Photo ID with Utility Bill or Fee Statement 

- Other 



Demonstration Judge 



Demonstration Judge 

• RCV  
– Rank up to three different candidates 

– Rank only one choice in each column 

– You are not required to choose more than one 

candidate 

– There are also instructions at the top of your ballot 

• 2-page RCV sample ballot & RCV 

handout 

• During busy times with long lines, demo 

can be given to voters waiting in line 



Ballot Judge 

 



Ballot Judge & Voter 

• Collect voter receipt 

• Number receipts consecutively 

• Put receipt on ____-____-_____ 

• Check for initials at top of ballot 

• Provide voter with a ballot in 
secrecy folder and a pen 

• Spoiled ballot – reissue ballot to 
replace spoiled ballot 

 



Ballot Judge to Voter 

• Vote both the front and back side of 

the ballot 

• Use only this pen or the AutoMARK 

• Write-ins – first fill in the oval and 

then write the name 

• If you make a mistake, you may ask 

for a new ballot 

• Direct voter to booth or AutoMARK or 

other writing surface 



Ballot Judge & Ballots 
• Use Voter Receipt & Ballot Counter Audit 

to see that ballot receipts & counter match 

• As each package of ballots is opened, two 
judges count number of ballots in each 
package 

• Document each package count on Ballot 
Tracking Form 

• Inform Head Judge when ballot supply 
runs low.  Call City Hall if ballot supply is 
down to 200 ballots. 

• Never issue the last ballot 

 



AutoMARK 
Vote Privately & Independently 

Absentee & Polling Place 

• AutoMARK prevents voters from an overvote 

• Zoom in/Zoom out 

• High Contrast/Reverse contrast 

• Headphones & Braille 

– Secured when not in use 

– Voter puts on before inserting ballot 

• Privacy Screen 

– Inform voter of current status & how to change 

 

 

 

 

 

 



Touch Screen 

Monitor 

Keypad 

Labeled in Braille 

Navigation 

Select 

• Privacy 

Screen 

• Repeat 

• Speed 

• Volume 

 

Headphone 

Jacks 

Ballot Feed Tray 

AutoMARK 



AutoMARK 

1. Insert ballot & vote 

2. Review Summary of votes 

– Make changes if necessary 

3. Select: Vote Ballot 

– Remove voted ballot from AutoMARK 

– Take voted ballot to ballot counter 

 



Ballot Counter Judge 



Ballot Counter Judge 
• Help voter but protect voter privacy 

Please… 

• Take your ballot out of the folder and 

• Place the handout, folder & pen there… 

• and insert your ballot into the ballot 

counter 

• Watch the screen for voter error message 

• Listen for beep for ballot feed errors 

• Assist voter with messages  

• Hand “I Voted” sticker to voter 



Ballot Counter Judge 

If you see this If you see this  

Speak to an Election Judge 

Voter makes decision 

EJ pushes button 

The ballot is counted 

http://vote.minneapolismn.gov  

http://vote.minneapolismn.gov/voters/WCMS1P-112874


Voter Error Messages 
• Voter Errors - ballot is held by the counter 

– You have made too many votes in one contest 

– Ballot contains a crossover (primary) 

– Blank ballot detected 

• Help voter with two choices 

– Correct Your Ballot 

• EJ pushes button & voter takes returned ballot 

– Cast Your Ballot With Errors 

• At voter’s request, EJ pushes the “Cast Your Ballot 

With Errors” button so the ballot counter will 

accept the ballot 

 



Ballot Error Messages 

• Ballot Problems - ballot automatically returns 

– Voter Generated Issue 

– Ballot skewed  

– Missed timing marks 

• Solution 

– Voter reinserts ballot 

• Different orientation 

• Using both hands 



Ballot Counter Inoperable 
 

Voting continues uninterrupted  

• Use Auxiliary Compartment immediately 

• Call Election Headquarters immediately 

• Record on Incident Log 

On battery 

• Call Election Headquarters 

• Record on Incident Log 

• 2 hour limit  



Ballot Counter Fixed 

• Close Auxiliary 

Compartment slot 

leaving ballots in 

compartment to process 

when time permits 

• Record time on Incident 

Log 

• Resume normal voting 

process 



Closing the Polls 

• 8:00 p.m. – announce polls are closed 

– Anyone in line at 8:00 p.m. may vote 

– Give a card to the last voter in line 

• After the last person in line has voted, the 

polling place is open to  

   public observation 

– Watch but not interfere 

•  Use Closing the Polls  

    Checklist(s) 



Confirm all Voted Ballots  

are Counted 

• Check for any voted ballots in the Auxiliary 

Compartment 

• Insert voted ballots into Ballot Counter 

• If any ballots need duplicating, call 

Election Headquarters refer to the MN  

EJ Guide 

Pack Voted Ballots carefully in White 
cardboard Transfer Case 



Not voted Ballots 

• Two judges count unused ballots from 

opened packages and record 

• Two judges count unopened packages  

and record 

• Complete Ballot Tracking Form 

• Pack not voted ballots in 

   Ballot Box 



Completing the Paperwork 

• Voter Statistics Worksheet 

• Official Precinct Certification Form 

• Ballot Tracking Form 



Closing the Polls & Paper Trail 
• Ballot Counter & AutoMARK 

• Complete required forms 
– Official Precinct Certification Form 

– Voter Registration Bag form 

– Voter Statistics Worksheet 

– Ballot Tracking Form 

– Results Tapes – fill in & sign all copies & separate 

– Incident Log 

– Items to Return Check-off 

• Take down the flag, posters & signs 

• Repack duty & supply/sign bags, & container 

• Disassemble voting booths 



Items to Return Check-off 

 • Flag 

• Voted Ballots:  in white transfer case 

• Memory Stick & one short tape  

• Results Tape Envelope A 

• Election Day Registration Envelope with 
green pages & green folder 

• Pink Rosters – A to Z 

• Supply Envelope 

• Used/numbered voter receipts 

• 4 Envelopes 
– Spoiled Ballots & Duplicate Ballots 

– Challenger Forms, feedback & HAVA Elections 
Complaint Form 

• Election Materials Return Receipt 

 

 



Elections Websites 

 

vote.minneapolismn.gov 

www.hennepin.us/elections 

www.sos.state.mn.us 

 

We will stay for additional questions. 

 

Please share your feedback with us. 

Have a diploma suitable for framing! 

 

Please review your 2013 Duty Cards & 2012 MN Election 
Judge Guide before the Election! 

 

Thank you! 
 



You Are A Guardian Of 

Democracy! 

 May our elections be smooth, trouble-free, 

accurate and free of recount problems. 

Thank you for serving as Election Judges! 


