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CONTACT INFORMATION

City of Minneapolis Elections & Voter Services (EVS)
Minneapolis City Hall
350 South 5" Street, Room 201
Minneapolis, MN 55415
Election HQ (on Election Day only): 612-673-3030
Email: elections@minneapolismn.gov
Website: vote.minneapolismn.gov

Office of the Minnesota Secretary of State (MN OSS; OSS)
180 State Office Building
100 Rev. Dr. Martin Luther King Jr. Blvd.
St. Paul, MN 55155
Phone: (651) 215-1440
Toll Free: 1-877-600-8683
Minnesota Relay Service: 1-800-627-3529
Email: elections.dept@state.mn.us
Website: www.sos.state.mn.us

Other important phone numbers

Hennepin County Elections OffiCe .......uuiiiiiiiiicee e 612-348-5151
Emergency Services (police, fire, medical, €1C.) ..ccouoviiirreeiee e 911
General Voter Inquiries and INterpretation SEIVICES.......cccvveeieiieeiecciireeeeee et e e reree e e e e e eeans 311
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OVERVIEW

About this manual

This manual is the primary reference material for Minneapolis Election Judges. It is built upon the
foundation of the Election Judge Guide created by the Office of the Minnesota Secretary of State (MN
0SS), adding content that is specific to Minneapolis. Full credit goes to the MN OSS for the creation of
the original guide.

Throughout this manual, you will see citations referencing election laws (Minnesota Statutes or M.S.
citations) or election rules (Minnesota Rules or M.R. citations). Find the full text of election laws and
rules online at: www.sos.state.mn.us.

An electronic version of this manual, the Election Judge Guide produced by the Office of the Minnesota
Secretary of State, and other training materials, are available online on the Minneapolis Elections &
Voter Services website: vote.minneapolismn.gov.

Thank you for serving as an Election Judge—you are a guardian of our democracy!

Follow local instructions

Minnesota elections are carried out by local jurisdictions like the City of Minneapolis, and not all
jurisdictions do things the same way. If you have worked as an election judge in another jurisdiction
and are now serving in Minneapolis, keep this in mind.

Code of conduct

While serving, it is essential that you leave your political beliefs at home. On Election Day, your job as
an election judge is to faithfully follow election laws to the best of your ability. You must:

e Remain courteous and professional at all times.
e Refrain from partisan comments or discussions.
e Avoid any action that may influence how a person votes.
e Respect the secret ballot and the privacy of voters.
o Do not give advice, scrutinize ballots, or reveal how people voted.

o Never disclose personal information about voters found on the polling place Roster, or
any other polling place documents (for example, a voter’s birth date).!

! M.S. 204B.24; M.S. 204C.15, Subd.1
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Election judge’s oath

As an election judge, you take a legally binding oath that you will uphold election laws to the best of
your ability. There are criminal penalties for intentionally deceiving a voter or creating an advantage
for your party or candidate.? At the start of Election Day, all judges recite and sign the following oath:

o “Isolemnly swear (or affirm) that | will perform the duties of Election Judge according to law and
the best of my ability and will diligently endeavor to prevent fraud, deceit and abuse in conducting
this election. | will perform my duties in a fair and impartial manner and not attempt to create an
advantage for my party or my candidate.”

Basic qualifications

To serve as an election judge in Minnesota, you must be eligible to vote in Minnesota and be able to
read, write, and speak English.?

Qualifications for Minneapolis election judges

Minneapolis election judges must:

e have a strong understanding of, and commitment to, nonpartisanship;
e have the ability to communicate clearly with voters;

e enjoy assisting and serving diverse populations;

e be available to work long hours;

e be able to handle stressful situations calmly and professionally;

e demonstrate attention to detail;

e work as a team member and follow directions;

e be comfortable using computers.

Fluency in Somali, Spanish, or Hmong is not required, but desired to aid in serving our diverse
population.

Restrictions

e Candidates for office cannot be an election judge in a precinct where they appear on the ballot.
This includes those who are actively campaigning as a write-in candidate.

e A person who is a relative of a candidate for office cannot serve in a precinct where that candidate
is on the ballot. Relatives include a spouse, parent, child, stepchild, brother, sister, stepbrother or
stepsister.

2 M.S. 204B.26
> M.S. 204B.19
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e Election Judges who are relatives to each other cannot serve together in the same precinct during
the same shift. Relatives include a spouse, parent, child, stepchild, brother, sister, stepbrother or
stepsister. Relatives can work separate, non-overlapping shifts in the same precinct.

e Achallenger appointed to contest voter eligibility (see page 125) cannot serve as an Election Judge.

Training and certification

There are different training requirements for each type of election judge.

Election Judge Training Requirements

Minneapolis certification valid through the end of the year
in which a course was completed*

Basic Head Precinct Registration
Election Support -
Judge Specialist
Judge Trainin Judge o
Training g Training  1raining
3 Hrs.
Team Judge Required
Team Judge
= 3 Hrs. 1 Hr.
Registration Required Required
Specialist
Student 3 Hrs.
Judge Required
Assistant 3 Hrs. 3 Hrs.
Head Judge Required Required
3 Hrs. 3 Hrs.
Head Judge Required Required
:::;:2: 3 Hrs. 3 Hrs. 2 Hrs.
e Required Required Required
Healt.h'care 3 Hrs.
Facility Required
Judge5 g

* Minnesota Rules Chapter 8240 requires, at minimum, recertification for Basic and Head Judge training once every two
years; however, certification for all Minneapolis training courses is only valid through the end of the calendar year in which
the course was completed.

> Absentee voting judges receive additional training administered by the EVS staff member in charge of absentee voting.
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Polling place assignments

Elections & Voter Services will try to assign you to work in a precinct near where you live, though you
may be asked to serve somewhere else in the city. You may serve for all or part of Election Day—unless
you are a Head Judge, then you must serve for the full day.® You will receive your work assignment as
soon as you are hired.

Number of election judges per precinct:

e Precincts with more than 500 registered voters must be assigned at least four election judges.
Precincts with fewer than 500 registered voters must be assigned at least three election judges.
Throughout the day, the minimum required number of judges should always be present in the
polling place. Every attempt is made to meet these minimum staffing requirements with Team
Judges. In addition, each polling place has one Head Judge and one Assistant Head Judge.

e At least two judges must represent different major political parties. No more than one-half of the
judges can be from the same major political party. Partisan affiliation does not apply to Student
Election Judges, or to judges in school district elections not held in conjunction with a statewide
election.

e The number of Student Election Judges cannot be more than one-third of the judges in a given
precinct. Student Election Judges do not count toward the minimum number of judges required to
7
serve.

Performance evaluations

After each general election every election judge will have their performance evaluated and have the
opportunity to evaluate others. These evaluations are an important way to guarantee success in the
polls. They help ensure that every judge has the training, skills, and resources necessary to serve
voters. They also enable us to identify issues, improve processes, and provide support to election
judges.

How evaluations are used

e To provide feedback, including identifying strengths and weaknesses intended to help election
judges be more effective.

e To examine objective measurements regarding how well duties are performed.

e To examine subjective areas such as voter service, teamwork, listening, and following directions.

e To identify election judges who require more training, should be promoted and assigned additional
responsibilities, or should not serve again.

e To determine ways which Elections & Voter Services (EVS ) may improve materials, procedures, and
support provided to election judges.

® M.S. 204B.21; M.S. 204B.22 Subd. 1(b)
’ M.S. 204B.22; M.S. 204B.19 Subd. 5
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It is the responsibility of Head Judges, Assistant Head Judges, Precinct Support Judges, and EVS to
provide training and support to ensure every judge is successful.

Who is evaluated

All election judges are evaluated, and have the chance to evaluate at least one other type of Election
Judge. Judges that interact with EVS on Election Day will also have the opportunity to provide
feedback regarding the performance of EVS staff.

How to complete evaluations

Typically, evaluations are deployed in both electronic and paper formats. Look for instructions closer to
Election Day regarding how to access evaluations.

Deadline for completion of evaluations

Completed evaluations must be submitted to EVS no later than November 30 following a regularly
scheduled General Election.

Time off from work to serve as an election judge

State law allows you to receive time off from work to serve as an election judge. EVS will provide you
with a certificate that includes your work schedule and pay rate. Notify your employer in writing at
least 20 days in advance and attach a copy of your schedule and pay rate form.

Your employer can reduce your salary or wages by the amount you are paid for being a judge during
the hours you are away from work. For example: If you normally work 8 hours, your regular wage is
$15 per hour and your Election Judge wage will be $13.30 per hour, your employer can reduce your
normal pay of $120 by the $106.40 you are being paid by the City of Minneapolis for that time and pay
you the difference of $13.60. Or, you can voluntarily take a vacation day—unless you are a City of
Minneapolis employee—to be fully paid by your employer and receive the judge wages you earn as
extra income. An employer cannot force you to take vacation.®

City of Minneapolis employees serving as election judges

City of Minneapolis employees serving as election judges are required to complete a “Request for Time
Off from Work to Serve as an Election Judge” before serving in each election. If you are a City
employee serving as an election judge in an upcoming election and have not yet completed this form
for that election, or unsure if you have, please call the Election Judge Coordinator at (612) 673-3870.
The form can alternatively be downloaded from CityTalk under Forms, completed, and delivered to the
Elections & Voter Services office in City Hall Room 201.

8 M.S. 204B.195
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ELECTION JUDGE TYPES

Minneapolis has seven types of election judges:

No Uk wbhR

Team Election Judge (Team Judge, TEJ)

Team Election Judge — Registration Specialist (Team Judge — RS, TEJRS)
Student Election Judge (Student Judge, SEJ, Trainee Election Judge)
Assistant Head Election Judge (Assistant Head Judge, AHE)J)

Head Election Judge (Head Judge, HEJ)

Precinct Support Judge (PSJ)

Healthcare Facility Judge (HCF Judge)

Election judge types are different from polling place duties (page 49).

Team Election Judge (Team Judge, TEJ)

Team Judges carry out the responsibilities of the six duties within the polling place on Election Day. The
six duties are:

Greeter Judge

Roster Judge
Registration Judge
Demonstration Judge
Ballot Judge

Ballot Tabulator Judge

Team Election Judge — Registration Specialist (Team Judge — RS, TEJRS)

These are experienced Team Judges who specialize in Election Day Registration. They are stationed
exclusively at the Registration duty station and perform all the same duties as other Team Judges who
are assigned to that station, but additionally must:

mentor other judges serving at the Registration duty station,
oversee opening and closing responsibilities related to the Registration duty station,

perform hourly audits of the Election Day Registration applications and the New Registrants
Green Roster.
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Student Election Judge (Student Judge, SEJ, Trainee Election Judge)

Referred to as a “Trainee Election Judge” in Minnesota Statute, Student Judges are youth aged 16 and
17 years old that perform the same polling place duties as Team Judges with the exception of those
that require major political party affiliation.’

Qualifications unique to Student Judges include that they:

e be at least 16 years of age to serve,

e must serve within their County of residence or in a County adjacent to it,
e cannot serve on Election Day past 10 p.m.,** and

e must receive permission from their school and parents.

Head Election Judge (Head Judge, HEJ)

Head Judges manage a polling place on Election Day. This includes triaging problems, monitoring and
mentoring their Election Judge staff, and executing some of the more complex polling place duties like
setting up and closing down the ballot tabulator, administering challenges, and completing election
certification forms.

Assistant Head Election Judge (Assistant Head Judge, AHEJ)

Assistant Head Judges share the responsibility of managing the polling place on Election Day with Head
Judges. The duties of the Head and Assistant Head Judge are identical.

Precinct Support Judge (PSJ)

Precinct Support Judges are a type of election judge unique to Minneapolis. Each is in charge of an
entire ward on Election Day. They are responsible for traveling from precinct to precinct within their
ward, monitoring and mentoring the Head and Assistant Head Judges at each precinct, and addressing
any issues that may arise. These judges have a direct line of communication with Election HQ on
Election Day via radio.

Healthcare Facility Judge (Healthcare Judge, HCF Judge)

These judges serve as part of the absentee voting staff. Before Election Day they are sent to administer
absentee voting at healthcare facilities within the city.™

° M.S. 204B.19 Subd. 6.; the duties that require major political party affiliation can be found on page 112.
1% M.R. 8240.1655 Subp. 3.; 204B.19 Subd. 6.
' M.S. 203B.11
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PREPARING FOR ELECTION DAY

Study before Election Day and bring your manual to the polls

You are not required to memorize all of the details of election procedure, but you are expected to be
knowledgeable. Take the time to study this manual before Election Day. The more you study, the
better prepared you will be for your duties.

On Election Day, take your manual with you to the polls to use as a reference throughout the day.
Your personal copy can be especially useful if you have filled it with your own notes.

Appropriate attire for the polling place

Dress comfortably and casually. Like voters, you cannot wear political or campaign-related attire.

Breaks and meals

You may bring a lunch, snacks, and dinner to your polling place. The Head Judge will arrange breaks
and meal times. At minimum, judges who work a half-day shift are entitled to one thirty-minute break,
and those working a full day are entitled to an hour total break time.

Remember to vote

If you are working in your own precinct, you may vote on a break during regular voting hours. If you
are serving elsewhere, you may vote absentee before Election Day. For information about how to vote
absentee, visit vote.minneapolismn.gov.

Before leaving home

Election Day will be a long day. Before leaving home, do a quick inventory of your personal needs and
obligations for the entire day:

e Do you have your reading glasses, medications, or medical supplies?
e Do you have emergency information that coworkers should be aware of?
e Have you arranged for the care of your loved ones or pets?

e Do you have enough gas, or a ride, to return home?
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Head and Assistant Head Election Judges

Head Election Judges have additional duties prior to Election Day such as contacting their team and
picking up essential supplies. See the Head and Assistant Head Judge chapter (page 111) for details.
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OPENING THE POLLING PLACE

Overview

All election judges working an opening shift on Election Day must arrive by 6 a.m, and the polls must
be open and ready for voters at 7 a.m. The Head and Assistant Head Judge are in charge of
coordinating opening duties, and completing some advanced duties.

The key document for opening the polls is the Opening the Polls Checklist, which is found in the Brown
HEJ Supply Envelope. This will guide you through every step of the process.

Call Election HQ immediately if:

e You are unable to access your polling place building or room.

e Equipment or supplies are missing or incorrect for your precinct.

Head and Assistant Head Judge opening duties
e Administer the “Election Judge’s Oath” to Team Judges, and have each judge sign the
corresponding section on the Official Precinct Certification Form (page 167).
e Distribute nametags (must not include party affiliation).
e Distribute the Hot Tips/Notices and ensure that every judge reads the document.
e Assign duties to Team Judges.
e Have each Team Judge complete the Election Judge Time Report (payroll timesheet).
e Initialize the ballot tabulator (page 26) and AutoMARK (page 33).
o The Head or the Assistant Head Judge must assist with these.
o Start these as soon as possible, as they take significant time to complete.

e Complete the “Opening the Polls” section of the Official Precinct Certification Form (part of
process for initializing the ballot tabulator).

e Prepare ballots (page 98).
o Requires two judges, no party balance necessary.
o May be delegated to experienced Team Judges.

At 7 a.m. announce: “the polls are open!”

Team Judge opening duties

e Assist the Head and Assistant Head e Setup U.S. flag (page 48).
Judge as assigned. e Set up voting booths (page 42).
e Set up duty stations (pages 22 - 25). e Post signs (page 47).
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Polling place layout

Each Head and Assistant Head Judge will receive a custom polling place layout that looks something
like this:

Ballot Ct.
A
I .\:\_

jo|jeg ‘owaq

syjoog buijop

Registration

KEY: O = power outlet

Use this as a guide to set up the equipment and duty stations in your polling place. The arrows indicate
the suggested traffic flow for voters.

These have been crafted to meet the needs of each individual polling place. If you have suggestions for
how these can be improved, please write them directly onto the layout.

Chairs

Provide chairs for voters with limited mobility to sit on while waiting. Place at least one additional chair
for voter use at each of the duty stations. They can be placed to the side of tables for easy access as
needed.

Access

You are required by law*? to make sure voters of differing physical abilities can get into and move
about the polling place. As you set up, put yourself in the position of someone who has never been to
the building and has difficulty with mobility. Ask yourself:

e s there a clear path of travel through all parts of the polling place? Are there cords or rugs that
could make mobility difficult?

2 M.S. 204B.16. Subd. 5.
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e What signs will voters need to direct them from the parking lot to the voting room? Are there
several entrances that could lead to confusion? Be sure to use the provided arrow signs (or make
more if necessary) to direct voters to the correct room.

Traffic Flow

Voters move sequentially from one station to the next; set up your space with this in mind. Both
election judges and voters will be grateful for an efficient layout if large crowds come at once.

Privacy

Arrange the voting stations with privacy in mind. Others nearby should not be able to see how
someone is marking their ballots. Wheelchair-accessible booths and the AutoMARK station must afford
the same level of privacy as the tall voting booths. Ensure that the AutoMARK screen is facing away
from polling place traffic.
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Where to find supplies

On Election Day morning you will find supplies on one of four containers:

e Blue Supply Case
o The vast majority of polling place
supplies are here.

o Thisis where each of the Duty Bags
are.

e Blue HEJ Supply Bag
o Picked up by the Head or Assistant
Head Judge before Election Day.

A

aneapohs
City of Lakes

e Brown HEJ Supply Envelope
o Found inside the Blue HEJ Supply
Bag.
o Picked up by the Head or Assistant
Head Judge before Election Day.

e Ballot box
o The lower compartment of the
ballot tabulator.
o Blank ballots are secured here
when sent to the polls.

See page 158 for a detailed list of polling place supplies.




Nametags

Each election judge serving the polling place must wear a nametag that includes the judge’s first name
and their role, such as Team or Head Judge. Nametags must not include party affiliation.

Setting up duty stations

Use your custom polling place layout as a guide to set up each of the duty stations. Each station has a
supply bag associated with it that is delivered to each polling place via the Blue Supply Case.
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Setting up the ballot tabulator

1. Move the ballot tabulator into the designated area according to your custom polling place
layout (example on page 22).
2. Lock the wheels on the ballot tabulator to keep it from moving.

a. Do this by rotating the wheels until they are perpendicular to the side of the ballot
tabulator and then pushing down on the pedal on top of each wheel.

3. Use the silver key to unlock and open the two doors on the front of the ballot tabulator.

a. The top door accesses the auxiliary compartment, and the bottom door accesses the
ballot box.

Remove blank ballots, extension cords, and any other supplies from the ballot box.

5. Check the ward and precinct numbers on your ballots to make sure that they are correct for
your precinct.

6. Confirm that both the auxiliary compartment and ballot box are empty.
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7. Ensure that the silver flap is in the upright position.

N

%
Jt‘? TSANE SIS

8. Close and lock the auxiliary compartment and ballot box doors.
9. Use the silver key to unlock the door on the back of the ballot tabulator.
a. This door will remain open throughout the day.

10. Gently unravel the power cord (keeping the black brick in place) and plug the cord into an
outlet.




11. Use the silver key to unlock the front of clamshell on the top of the ballot tabulator.

12. Release the latches on the front of the clamshell, and allow the clamshell lid to lift on its own.

13. Use the barrel key to unlock the screen.

14. Turn on the ballot tabulator by gently lifting the screen into an upright position

a. When the ballot tabulator is plugged into power and the screen is raised, it turns on
automatically. Alternatively, it can be turned on by pressing the Power button in the
memory stick compartment (picture in later steps).

b. The system will begin printing some startup reports. Do not tear off the tape.




15. Use the barrel key to unlock the memory stick compartment.

16. Verify that the memory stick seal is intact and that the number matches the one listed in the
Opening the Polls Section of the Official Precinct Certification Form.

a. Ifthe seal is broken or does not match, call Election HQ immediately.

17. Once the ballot tabulator has completely booted up, press “Open Poll” on the touch screen.
a. The Zero Totals Report will print. Do not tear off the tape.

ammmeuemmuﬁ»bew

/ Election defintion found: BMW Englsh
0001 POLL 1

J Plagged nto slectricty!

G M g B slaction Gefindon & (00N and TNE Bere i report coper In the
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18.

19.

20.
21.

Retrieve a blank precinct ballot, and use it to make sure that the offices, candidates, and
guestions on it, and the order that they are listed in, match with those on the Zero Totals
Report.

a. If these do not match, contact Election HQ immediately.

Return the blank ballot to your blank ballot stock. Do not run this ballot through the ballot
tabulator.

If the machine requests that a password be entered, call Election HQ .
Press “Go to Voting Mode” on the touch screen.

amm.‘wmnm«x«mmmwww.
For report options press “Repert Options™ now.
To start accepting balots press “Go to Voting Moda®.

Please close the access door and place the key
in & secure location.
Mo " -

6 Check your poll morker PERUCHONS fie Aather detals on poll cpening tasks.

a.

Welcome. Please
insert your ballot.




22. Verify that the “Public Count” equals “0.”
a. If this does not equal “0,” call Election HQ immediately.

b. The “Protected Count” may not equal zero. This is okay. This number is like an odometer
for the machine.

gMW English
ElactionWare Coun
12/31/2015

wezome. Please
insert your ballot.

Aublk Count: 0
Protected Count: 397

] Welcom

23. Press the blue lever inside the memory stick compartment.
a. This will release the printer compartment door.




25. Carefully roll up the tape and secure it inside the printer compartment.

27. Close the memory stick compartment door and lock it using the barrel key.
28. Double-check to make sure the machine is connected to power.

a. Inthe upper-right hand corner of the screen, two connected plugs mean the tabulator is
connected to power. A battery symbol means that it is not.

0

Admin Help Admin Help

D b4 & 3:40 PM D b 0 3:40 PM

The ballot tabulator is now ready to accept ballots when the polls open at 7:00 a.m.




Setting up the AutoMARK

This process can take up to 30 minutes; it is a good idea to get started early.

1. Check the precinct label on the AutoMARK case to ensure that it is correct for your precinct.
a. If this label is not correct for your precinct, contact Election HQ immediately.

2. Remove the AutoMARK table from the grey AutoMARK table box.

3. Place the four metal legs into the four holes in each corner of the underside of the AutoMARK
table.
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4. Place the AutoMARK table in the room according to your custom polling place layout.

a. The pathway to the AutoMARK table must be at least four feet wide, enough to make
room for a wheelchair.
5. Orient the AutoMARK table so that when the AutoMARK itself is placed on it, the screen will
face away from voter traffic.

a. The word “Front” on the table indicates the side that the screen will face when the
AutoMARK is atop it.

6. Place a chair near the AutoMARK table for a voter to use if needed.

a. It'simportant to keep this chair clear of the table by default and only use it as needed so
that wheelchair access isn’t prevented.

7. Extend the handle on the top of the AutoMARK case.

8. Roll the AutoMARK case next to the AutoMARK table and lower the handle on the top of the
case.
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9. Two election judges gently lower the case so that it lies flat on the floor, ensuring that the
words “THIS SIDE UP” are facing right-side up.

10. Release the two latches on the long sides, one on each side, of the AutoMARK case, and open it

upwards.

11. Two election judges carefully lift the AutoMARK out of its case and place it on the AutoMARK
table, orienting the front of the AutoMARK with the word “Front” on the AutoMARK table.

a. One election judge should stand on either side of the AutoMARK while lifting.

b. Use the grooves on the bottom of the long sides of the AutoMARK to lift it.

c. The “feet” on the bottom of the AutoMARK will fit into the four round grooves on the
AutoMARK table.
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12. Remove the power cord from the AutoMARK case.

13. Plug the power cord into the back of the AutoMARK and then into an outlet.
a. Make sure that the cord is positioned so that no one can accidentally trip on it.

b. Ared light on the front of the AutoMARK indicates the machine is plugged in, but turned
off.

14. Remove the headphones from the AutoMARK case and keep them nearby for the moment.
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15. Verify that the seal number on the AutoMARK matches the number on the Official Precinct
Certification Form.
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18. Fold back the second part of the panel, which lays flat over the screen, into a vertical position.

20. Fold the panel that previously concealed the screen back down towards the front of the
AutoMARK.
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21. Gently pull the ballot slot, located just below the screen on the front of the AutoMARK, up and
out away from the screen.

22. Insert the AutoMARK key (delivered to polls via the Head Election Judge Supply Envelope) into
the keyhole on the lower left hand corner of the front of the AutoMARK.

23. Turn the key to the “ON” position (the screen may remain black for a minute or longer before
displaying anything).
a. A green light indicates the machine is on and receiving ac power; a yellow light indicates
the machine is on and running on battery backup power; red light indicates the machine
is off, but receiving ac power.
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24. Obtain two blank ballots.
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25. Write “AutoMARK Test” on the top of both of the ballots.
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27.

28.

29.

30.

31.

32.

Plug the headphones into the AutoMARK.

Verify that the audio reading of the ballot and the physical ballot match by going through each
of the offices, candidates, and questions one by one on the AutoMARK, and comparing what
you hear to the physical ballot. Do not mark the ballot.

a. Adjust the volume and tempo of the audio as needed using the buttons on the front-
bottom-right of the AutoMARK.

b. If the audio does not match the physical ballot, contact Election HQ immediately.
Eject the ballot by pressing the “Exit Return Ballot” option on the bottom of the screen.

Place both of the ballots used to test the AutoMARK into the Spoiled Ballot Envelope (found at
the Ballot Judge duty station). Do not deposit these ballots into the ballot tabulator.

Place the headphones at the Ballot Judge duty station, so they can be given to a voter when
needed.

Remove the AutoMARK key from the AutoMARK, and leave it in the custody of the Head or
Assistant Head Judge.

The AutoMARK is ready for use when voters arrive at 7:00 a.m.
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Setting up voting booths

Blue voting booths

1. Lay the booth flat on the floor.

3. Lift the lid of the booth upwards.




4. Lift each of the grey panels, one to the right, and the other to the left, and lock them into place
with the top of the booth.
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7. Lay the booth on its top, and insert the four legs into the bottom of the booth.

9. Unwind the power cord from the inside of the booth.




10. Plug the power cord either into another booth to continue a chain of booths (up to 10), or into
an outlet if it is the last in a chain.

a. If plugging the cord into an outlet, run the cord between the top of the booth and one
of the grey panels.

Plugging one booth into another.

Plugging the last booth in a chain into an outlet.

b. When receiving power, the light on the voting booth will turn on automatically.
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Wheelchair-accessible blue voting booths

Compared to the tall blue booths, these have shorter legs and extensions that allow the front legs to
be farther apart.

The extensions attach to the bottom of the booth, and the legs attach to the outer portion of the
extensions.
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Setting up signs

Small signs

e Found in the sign bag, in the Blue Supply Case.

e Most of these are posted near the entrance to the polling place room; ensure these are in clear
view of every voter that enters.

e Post the sign for voting hours on main entrance where voters will enter the building.

e Sample ballot posters

©)

e Arrows

(@]

o

Ensure that the offices, candidates, and questions match those on the official precinct
ballots.

One of these must be posted at a height such that a voter in a wheelchair would be able
to read it.

Used to direct voters through a building where the polling place room is far away from
the building entrance.

If you do not have enough arrow signs, it is okay to make your own.

e Accessible Vote Here

(@]

Large signs

If the accessible entrance is different from the main entrance, set this up in an area that
will direct voters with accessibility needs to it.

Secure these to a wall by rolling up blue tape on the back of each sign.

e “If you live within the blue line, vote here”

o

@)
@)

o

Place this outside the building.

This will either be on an a-frame, or a stake.
Set it up away from the polling place entrance in an area where most voters are likely to
pass by so that they can verify they are at the correct location before entering.
= Some sites may not have a long approach to the building; use your best
judgment in placement.
Sites that may have two “main” entrances should receive two signs (one for each
entrance/pathway); examples: MLK Park, Van Cleve Park.

e “Vote Here”

o

Place this inside or outside the building, wherever it is most helpful for voters.
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Setting up the U.S. flag

Place the U.S. flag at the main entrance to your polling place building. This serves to mark where voters
should enter during voting hours.™ Depending on your polling place, you will receive the equipment to
display the flag via one of the following methods:

e Ground mount
e Flag donut
e Wall mount

Open polls regardless of equipment failure
You must open the polls at 7 a.m. even if the ballot tabulator is not working. If it is not working by
then:

1. Open the auxiliary compartment of the ballot tabulator to accept voted ballots.
a. Only the Head or Assistant Head Judge may do this.

2. Call Election HQ for further instructions.
It’s extremely important not to keep voters waiting while you try to get the tabulator working.

Voters may use the AutoMARK to mark their ballot or to verify their ballot has no marking errors
before depositing it into the auxiliary compartment.

Ballots deposited into the auxiliary compartment will be run through the tabulator later in the day by
party-balanced election judges (page 110).

3 M.S. 204C.08
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POLLING PLACE DUTIES

The eight polling place duties

Each duty has a unique set of functions, and most have a color code.

e Greeter Judge
o Confirms polling place and registration status, directs traffic flow, and maintains order
(see page 51).
o Duty station color code = PURPLE
e Roster Judge
o Checks in voters who registered before Election Day (see page 59).

o Duty station color code = PINK

e Registration Judge
o Registers voters who did not register in advance of Election Day (see page 77).
o Duty station color = GREEN

e Demonstration Judge

o Explains how to mark a ballot, and is often combined with the Ballot Judge during low-
turnout elections (see page 95).

o Duty station color code = ORANGE

e Ballot Judge
o Collects Voter’s Receipts and issues ballots to voters (see page 97).

o Duty station color = WHITE

e Ballot Tabulator Judge
o Oversees the ballot tabulator and offers “I Voted” stickers (see page 105).

o Duty station color code = YELLOW
e Head Judge

o Manages the polling place.
e Assistant Head Judge
o Assists the Head Judge with management of the polling place.

Station rotation

Judges (aside from the Head and Assistant Head Judge) will be asked to serve at more than one duty
station throughout the day. This provides the vital opportunity for all election judges to become adept
at all of the duties.
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More than one judge per duty

In almost every election, especially a busy one, most of the duties in each polling place will be carried
out by more than one election judge. For instance, there will almost always be multiple Roster and
Registration Judges, and there will often be more than one Greeter Judge. This is possible, but less so,
with the other duties.

Difference between election judge “types” and polling place “duties”

When an election judge is serving at a particular Duty Station, they are referred to by the duties they
are assigned at that station. For instance, election judges working at the Registration Judge Duty
Station are referred to as “Registration Judges” when serving at that station. More than one judge may
be assigned to a station at one time.

Election judges serving for the first time often ask: “which kind of ‘judge’ will | serve as?” referring to
the different Duty Stations. First: it’s important to understand that although “Judge” is part of the
name of each of the Duty Stations, these are different polling place duties, not different types of
election judges. Therefore, you may be a Team Judge serving at the Roster Judge Duty Station, or a
Student Judge serving at the Greeter Judge Duty Station. Second, you will eventually serve at all of the
Duty Stations! Don’t worry, whether it is your first time serving as an election judge, or you have many
years of experience, your Head and Assistant Head Judge will work with you to assess your strengths
and assign you appropriately.
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GREETER JUDGE

Overview

Greeter Judges are the gatekeepers and traffic managers of the polling place. They help voters and
polling place visitors get to where they need to go and ensure that lines are moving efficiently.

Greeters can be posted in any of three places depending on the needs of the polling place:

e At the entrance to the polling place room.
e Along the line of voters beginning near the entrance to the polling place room.

e At the entrance to the polling place building.

Station color code = PURPLE

Responsibilities
e Manage lines (page 52).
e Greet and direct voters and polling place visitors (page 55).
e Offer to check the registration status of voters (page 56).
e Offer to confirm that voters are in the correct polling place (page 57).
e Monitor polling place activity (page 59).

e Greeter’s List (page 56)
e Precinct Finder (page 57)
o Precinct-specific
o City-wide
e Voter Registration Application (page 80)
e Registration Requirements document

e Polling Place List
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Managing lines

The most important responsibility of Greeter Judges is line management. Ensuring that voters are
served in the most efficient way possible is essential to providing great public service on Election Day.

Multi-line management

Greeter Judges, depending on where they are stationed, are responsible for one or more of the
following lines:

1. One line of voters that starts near the entrance to the polling place room and extends out of
that room (* is front of line).

2. Multiple lines at the Roster Judge duty station, each representing a different alphabetic range
of last names, A-E, F-M, etc. (77 is front of line).

3. Multiple lines at the Registration Judge duty station (* is front of line).

Polling place room:
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The Greeter stationed at the entrance to the polling place room serves as a “gatekeeper,” and is
responsible for managing all three sets of lines, (*),( ), and (*), while those stationed at either of
the other two locations are responsible for the first line (*) only.
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Working the lines

Actively work with voters in line to ensure that they have to wait as little as possible.
Depending on where you are stationed as a Greeter, your focus will be slightly different:

e Entrance to the polling place room (gatekeeper).

o Allow voters to proceed from the first line (*) to either the Roster (77) or Registration
(*) station as space permits.

= Generally, work with each voter in line in order from first to last; however, if the
first voter in line can’t proceed because they are registered and there is no room
in the line for their last name range at the Roster (77) station, and the second
voter in line needs to register and there is room at the Registration (*) station,
allow the second voter to proceed first.

o Offer to check the registration status of voters.
o Offer to verify that voters are in the correct polling place.
e Along the first line (*) of voters.
o Offer to check the registration status and verify the polling place of voters.

= Assist voters with the registration process if they are in the in the correct polling
place and need to register.

e At the entrance to the polling place building.
o Direct voters to the polling place room.
o Offer to check the registration status and verify the polling place of voters.

= Assist voters with the registration process if they are in the in the correct polling
place and need to register.

Helping voters waiting in line start the Election Day registration process

If a voter is waiting in the first line (*), you have already confirmed that they need to register, and
there is no room for them at the Registration station (*), help them get started with the registration
process. First, make sure the voter has one of the required proofs of residence (page 85), then provide
them with a Voter Registration Application, Clipboard, and pen so they can begin.

This will save the voter and the Registration Judge time, and keep traffic moving efficiently through the
polling place.

Congestion in the polling place

If you are stationed at the entrance to the polling place room, keep an eye on congestion forming in
areas of the room beyond the Roster (77) and Registration (*) stations and take this into
consideration before allowing voters from the first line (*) to proceed.
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For instance, a backlog may have occurred at the ballot tabulator or voting booths, so even though
people may be able to get past the Roster or Registration station, they will have nowhere to go soon
afterwards. This could cause congestion and confusion which must be avoided.

Providing chairs for voters

Be mindful of the physical needs of those waiting in line. Provide chairs for voters who need to sit while
voting or waiting to vote, as well as a flat writing surface for completing forms.**

* M.S. 204B.18 Subd 1.(d)
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Greeting and directing voters and polling place visitors

Greet everyone as they enter the polling place and direct them if necessary.

Voters

Ensure voters know where they need to go, but remember that some may need assistance and some
may not. The key is to offer assistance, but not to slow traffic by stopping voters who do not need it.

All voters will eventually have their registration status confirmed at either the Roster or Registration

station.

Greet voters, and then if necessary use your Greeter’s List (page 56), Precinct Finder (page 57), and
other tools if to direct them.

1. Greet the voter.
a. Say: “Welcome! Are you registered to vote at your current address?”
i. If the voter says yes, direct them to the Roster Judge.
ii. If the voter says no, go to step 2.
2. Check the voter’s registration status using the Greeter’s List.

a. If the voter’s name and address appear on this list correctly, send them to the Roster
Judge.

b. If the voter’s name or address appear on this list incorrectly, this may be due to a
clerical error, or the voter may need to update their registration.

i. If thereis a clerical error (page 69), direct the voter to the Roster Judge.

ii. If the voter has changed their name or address, they need to update their
registration, go to step 3.

c. Ifthe voter’s name and address do not appear on this list at all, go to step 3.
3. Confirm the voter’s polling place using the Precinct Finder.

a. If the voter is in the correct polling place, inform them about what they will need to
register, and then direct them to the Registration Judge.

i. If thereis noroom inthe lines at the Registration Judge station, help the voter
get started with registration by completing a Voter Registration Application.

b. If the voter is not in the correct polling place, direct them to the correct one. The voter
may be registered there or not, so let the voter know what they will need to register in
the event they need to do so.

Authorized and unauthorized polling place visitors

A list of authorized polling place visitors can be found on page 128.

e Direct authorized polling place visitors other than voters, voter assistants, children of voters, or
vouchers to the Head or Assistant Head Judge.

e Direct unauthorized visitors out of the polling place.
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Greeter’s List

The Greeter’s List is used to determine whether a voter is registered in the precinct or not. It contains a
list of every registered voter in a precinct. Every voter that appears in a precinct’s Greeter’s List also
appears in the precinct’s Roster.

Using the Greeter’s List to determine a voter’s registration status

1. Ask the voter for their name and address.
2. In column ll, locate the voter’s name.

a. Listed alphabetically by last name from A—Z.
3. In column lll, locate the voter’s address.

a. Ifthe voter’s name and address appear in the list correctly, they are registered to vote
in the precinct. Direct them to the Roster Judge.

b. If the voter’s name and address do not appear in the list, they are not registered to vote
in the precinct, and may be in the wrong one. Determine their precinct using the
Precinct Finder (page 57).

Column |, the Voter Id#, is used in the vouching process for Election Day registration. A pre-registered
voter who is vouching for someone else will need this number for their Voucher Form. See page 87 for
details.

g e T Greeter's List et
SPRUCE TWP PRECINCTS:0030
Woder Id W Woder Mame Address City Pt ¥ - Hame sow Il Reqy

0002381563 SMITH, BETH HANCY TITET 42080 5T SPRALICE TWF 0030 SPRLICE TWF Do

0003884577 SMITH, BILL MICHAEL 11T IO 5T SPRLICE TWF 0030 SPRUCE TWP D
0004562567 SMITH, BOS AARDH TITT L2230 5T SPRLICE TWF 0031 SPRUCE TWP oo
D00 155630 SMITH, CHUCE BRAD 42803 KESTREL AVE SPRLUCE TWF 003  SPRUCE TwP R
D002484B2  SMITH, CHARLES JOHMATHAN 42302 KESTREL AVE SPRUCE TWP 003 SPRUCE TwP D0
DOMIT7IEI0  SMITH, DARLENE CHRIS 42302 KESTREL AVE SPRUCE TWP 00X SPRUCE TwR L]
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Precinct Finder

The Precinct Finder is used to determine the precinct to which each voter must go to vote. It contains a
set of address ranges and corresponding precincts. There are two versions:

e Precinct-specific

o Contains only addresses within the precinct.

o Contains a map of the precinct on the back cover.
e City-wide

o Contains all addresses in Minneapolis.
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Using the Precinct Finder to determine a voter’s precinct

Check the precinct-specific version first, since it is contains fewer addresses to search through. If their
address does not appear there, then that voter is in the wrong precinct. Use the city-wide version then
to determine the correct one.

Ask the voter for their address.
In column |1, locate the voter’s street address.
a. Numerical streets appear first, in order from lowest to highest.
b. Alphabetic streets appear next, in order from A—Z.
3. Incolumn Il, find the voter’s house or building number within the correct range.

a. Only look at those ranges that appear below the voter’s street address and before the
next street address down on the list.

4. Match the house range found in column Il, with the correct letter in column .

a. 0=0dd house or building numbers; E = Even house or buildings numbers; B = Both odd
and even house or building numbers.
5. Match the house range in column Il with the letter in column I, with the corresponding
precinct directly to the right in column IV.
a. The only thing needed from this column is the information at the end of each line: “W—
#” and “P—#".
6. If the voter is in the correct precinct, direct them to the Roster or Registration Judge depending
on their registration status. If they are in the wrong precinct, find their precinct on your list of
polling place addresses, and direct the voter there.

For example, we can see below that a voter who lives at 1898 1** Ave S must go to vote in W-6 P-09.

/

Precinct Finder
n m MCD-MINNEAPOLIS
B o ‘
House Range | E ZIP
Street Address Unit Range B Precinct ity Code
15T AVE N
311 to 311 O 1503 MINNEAPOLIS W-3 P-12 MINMEAPOLIS BR401
706 to 706 E 670 MINNEAPOLIS W-7 P-06 MINNEAPOLIS 55403
15T AVE MNE
110to 221 B 1470 MINNEAPOLIS W-3 P-03 MINMNEAPOLIS hR413
18T AVE S
1600 to 1600 E 1665 MINNEAPOLIS W-7 P-05 MINMNEAPOLIS hR403
1801 to 1931 B |1642 MINNEAPOLIS W-6 P-09 MINNEAPOLIS 5403
2110 to 2222 B |1845 MINNEAPOLIS W-10 P-09 MINMNEAPOLIS hR404
2312 to 2312 E 1845 MINNEAPOLIS W-10 P-09 MINNEAPOLIS BR404
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Monitoring polling place activity

Certain activities are prohibited within or near Minneapolis polling places (page 128). Ensure that these
rules are being followed, and speak with your Head or Assistant Head Judge if you need assistance.
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ROSTER JUDGE

Overview

Roster Judges are the keepers of the Roster of Pre-registered Voters (Roster). They ensure that pre-
registered voters get checked in, issued a Voter’s Receipt, and directed to the Demonstration and
Ballot Judge(s).

Station color code = PINK

Responsibilities

Checking in pre-registered voters (page 64).

Resolving Roster notations (page 70).

Directing voters.

Keeping the Roster private, accurate, and free of extraneous marks.
Recording roster corrections.

Assisting the Head and Assistant Head Judge with curbside voting.

Roster of Pre-registered Voters (Roster) (page 62)
Roster Correction Form (page 69)

Roster Challenge Log (page 72)

Voter’s Receipts (page 75)

Notification of Death Form (page 75)

Certificate of Registered Voter (page 132)

61

—
| —



The Roster of Pre-registered Voters (Roster)

The Roster is a list of all of the voters in the precinct who have registered in advance of Election Day. It
is a legal document used to keep a record of those who have voted.

You will need to know how to use five parts on Election Day:

1. Oath/Affirmation
a. Avoter signing the Roster is swearing to, or affirming, this.
2. Voter Name and Address
a. Listed alphabetically by last name.
3. Voter Signature
a. A voter signs here once their name and address have been verified.
b. Roster notations (page 70) may appear here.
4. ID Number
a. Aunique number used for each voter registration record.
b. Useful in two situations, both for Election Day registration:

i. For a pre-registered voter who is vouching for someone else (the number is
needed for the voucher form—page 83).

ii. For a voter who needs to re-register but still lives within the precinct (a voter can
use this number by itself as their proof of residence—page 87).

5. DOB
a. Date of Birth

b. Used to distinguish between voters with similar names or addresses (e.g. a father and
son both named John Smith who live at the same address).

| certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediately preceding this
electon; that] t under guardianship of the person n which the cou evokes my right to vote; have not been found by a court to be legally incom ote, aHhawe

the nght to wi use, if convicted of a felony, my felony sentence ha (been completed) or | have been discharged from my sentence; and that | a red an) voting
only in this | undersiand that giving false nformation is a felony ble by not mere than five years imprisonment and a fine of not more than $10 both.

Voter Name and Address Voter Signature District/Precinct ID Number DOB
1. 004 CENTRAL 0000247210

SMITH, BETH NANCY A lES Sy AR |

11787 &422ND ST 0030 SPRUCE TWP JNCRT TR ARORIO
2. D04 CENTRAL 0000248331

SMITH, BILL MICHAEL |

11787 422ND ST 220 SPRUCE THE HEmmmnw
3. 004 CENTRAL 0003723215

SMITH, BOB AARON g

11717 420D ST 030 SPRUCE T DO 0T ROTTOR 0
4. 004 CENTRAL 0000251754

SMITH, CHUCK BRAD '

42503 KESTREL AVE 30 SPRUCE TE AW
% SMITH, CHARLES JOHNATHAN Rs S g

42202 KESTREL AVE 230 SPRUCE T A
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Roster confidentiality

e The Roster contains confidential information.

e Election judges must not examine Roster data other than what is necessary to assist the voter
before them.

e The only time a voter can see the Roster is at the time when they must sign their name.

e Do not give the Roster to a voter and ask them to look through it to locate their name.
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Using the Roster to check in pre-registered voters

1. Ask the voter for their name and address.
a. Script: “Hello, your name and address please?”

2. Locate the voter’s name and address in the Roster and verify that both are listed correctly (you
can use DOB, Date of Birth, to distinguish between voters with similar names and addresses).

a. Do not give the Roster to the voter and ask them to locate their name.

b. If you can’t find the voter’s name, or either their name or address are listed incorrectly,
see “Roster troubleshooting” on page 65.

| certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediately preceding this
electon: that | am not under guardianship of the person in which the court order revokes my right to vote: have not been found by a court to be legally incompetent to vote, and that | have
the right to vote because, if convicted of a felony, my felony sentence has expired (been completed) or | have been discharged from my sentence; and that | am registered and will be voting

on Wa! giving false information is a felony punishable by not more than five years imprisonment and a fine of not more than $10.000, or bot
l Voter Name and Address I Voter Signature District/Precinct ID Number
1. 004 CENTRAL 0000247210
SMITH, BETH NANCY N e i "
11787 42280 ST 230 SPRUCE TG ANV
2. 004 CENTRAL 0000249381
SMITH, BILL MICHAEL R e .
11787 422ND ST 2020 SPRUCE TWE OO
> SMITH, BOB AARON oluthiots ool

1717 428D ST sl AR AT O

3. Resolve the roster notation, if one appears, using the process on page 70.

| certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediately preceding this
electon: that | am not under guardianship of the person in which the court order revokes my night to vote: have not been found by a court to be legally incompetent to vote, and that | have
the right to vote because, if convicted of a felony, my felony sentence has expired (been completed) or | have been discharged from my sentence; and that | am registered and will be voting
on'y n this precinct. | understand that giving fa'se mformation 's a felony punishable by not more than five years imprisonment and a fine of not more than $10,000, or both.

Voter Name and Address Voter Signature District/Precinct ID Number DoB
1. 004 CENTRAL 0000247210
SMITH, BETH NANCY Challenge—Postal Return ot i ¢ .
11787 222nD ST 920 $PRUCE TP ANV R
2. 004 CENTRAL 00002493281
SMITH, BILL MICHAEL St v ™
11787 £22ND ST 2 SPRUCE T LAV ATOR MR R0
* SMITH, BOB AARON 004 CENTRAL 0003723215

1717 £2ND ST S SFSNIO6 T AT O

4. Direct the voter’s attention to the oath/affirmation at the top of the page then have the voter
sign their name in the “Voter Signature” space on the line next to their name.

a. Script: “Please signonline# _ affirming the statement at the top of the page.”

| }
|’I certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediately preceding this

electon; that | am not under guardianship of the person in which the court order revokes my night to vote: have not been found by a court to be legally incompetent to vote, and that | have
the right to vote because, if convicted of a felony, my felony sentence has expired (been completed) or | have been discharged from my sentence; and that | am registered and waill be voting
only in this precinct. | understand that giving faise information s a felony punishable by not mere than five years imprisonment and a fine of not more than §10,000, or both.

Voter Name and Address Voter Signature Distticm-’recinct E) Number DoB
1. 004 CENTRAL 0000247210
SMITH, BETH NANCY o e I
11787 22N0 5T 200 SPRUCE THF AR RO
2. D04 CENTRAL 0000242321
SMITH, BILL MICHAEL i ™
11787 422ND ST 230 SPRUCE TE LRy
> SMITH, BOB AARON 004 CENTRAL 0003723215

1717 42D ST ssschoisocichies AV T

5. Give the voter one Voter’s Receipt and direct them to the Ballot/Demonstration Judge.”

> M.S. 204C.10
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Roster troubleshooting

You may encounter one of the scenarios described in this section while checking in a pre-registered
voter.

If you cannot find the voter’s name in the Roster

1. Use the following strategies and attempt to locate their name:

e Check spelling variations.

o For a name like Hanson, check both Hanson and Hansen.
e Seeif the first and last names were switched.

o Make sure a name such as Vang Lee is not listed as Lee Vang.
e Check multiple combinations for “two-word” and hyphenated names.

o If you cannot find “Anderson-Smith” look also for Anderson Smith or
Andersonsmith. Check under Smith in case Anderson was entered as a
middle name.

e See if an apostrophe was omitted.

o A name like O’Brien might be in a different location within the O’s depending
on whether the apostrophe is entered or not.

If you find the voter’s name is in the Roster but it is in the incorrect place due to one of the
reasons above, it is likely that a data-entry error occurred. Complete the Roster Correction
Form (page 69) and then allow the voter to sign the Roster.

If the voter has changed their name or address, but their previous information still appears in
the Roster, the voter needs to register (page 78).

2. After exhausting all options to locate a voter’s information in the Roster, determine which of
the following situations applies to the voter and apply the solution:

e The voter may have submitted a registration application less than 20 days before
Election Day.
o Election law™® did not allow election officials to add the voter’s name to the
Roster. The voter must register at the Registration station.
= |f the voter received a Notice of Late Registration (page 166) in the
mail and brought it with them, it can serve as their Proof of Residence
(page 85).
e The voter’s information may have been automatically removed from the Roster.
o As part of registration list maintenance, voters who have not voted in the last
4 years are removed.

® M.S. 201.061
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o The voter must register at the Registration station.
e Their information may have been left off due to clerical error.

o If the voter insists that they have pre-registered, encourage the voter to
register.

= |f the voter refuses or does not have any of the authorized Proofs of
Residence, ask the Head Judge or Assistant Head Judge to contact
Election HQ for guidance.

e If authorized by Election HQ, The Head or Assistant Head
Judge may need to administer the Emergency Voting
Procedure detailed on page 119.

e The voter may have moved.
o They may be registered in another precinct.
o Check the Precinct Finder (page 57) to confirm their precinct.

= |[fthey are in the correct precinct, send them to the Registration
Judge.

= |f they are not in the correct precinct, send them to the correct one.
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If the voter’s information can be found in the Roster, but is incorrect

If this is the case, one of two things is possible: 1) the voter’s name is misspelled due to an
administrative typo, or 2) the voter changed their name or moved to a new address.

o If the voter’s name is misspelled, complete the Roster Correction form (page69), and allow the
voter to sign the Roster.

o If the voter had a legal name change or moved to a different address (including a new unit in
the same building).

o The voter must register at the Registration station.
o If the voter changed their name:
= Give them their ID Number [1] so that they may use “Valid Registration in Same
Precinct” as their proof of residence (page 87), instruct the voter as to what the
number is for, and send them to the Registration Judge.
o If the voter moved:
= Check the Precinct Finder (page 57) to confirm their precinct.

e If they are in the correct precinct, give them their ID Number [1] so that
they may use “Valid Registration in Same Precinct” as their proof of
residence (page 87), instruct the voter as to what the number is for, and
send them to the Registration Judge.

e If they are not in the correct precinct, send them to the correct one.

electon; that | am not under guardianship of the person in which the court order revokes my nght to vote: have not been found by a court to be legally incomp vote, and that | have
the right to vote because, if convicted of a felony, my felony sentence has expired (been completed) or | have been discharged from my sentence; and that | tered and will be voting

| certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediasaly preceding this
on'y in this precinct. | understand that giving false nformation 's a felony punishable by not more than five years imprisonment and a fine of not more than §1 both.

Voter Name and Address Voter Signature District/Precinct ID Number DOB
1. 004 CENTRAL 0000247210
SMITH, BETH NANCY e R s
11787 42280 ST 230 SPRUCE T USRI A
2. 04 CENTRAL 0000249381
SMITH, BILL MICHAEL RAGE e "
11787 422ND ST 23 SPRUCE T AT

The oath/affirmation at the top of the Roster is too small for the voter to read

Assist the voter using:

e the Voter Oath/Affirmation Tent, which has the text in large font, or

e a magnification card or wand.
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Voter requires assistance signing the Roster

A voter in this situation has the following options:

e The voter may make a mark, such as an “X,” in the “Voter Signature” space next to their name
on the Roster.

e The voter may sign using a stamp facsimile of their signature.

e The voter may request that another person (a person that they have chosen to assist or an
election judge) print the voter’s name in their presence.

o The person printing the voter’s name must sign their name on the same line next to the
voter’s printed name.
Voter offers their ID

If a voter offers you their ID, you may use it to help locate their name in the Roster, but nothing else.
Inform them that ID is not required for voting in Minnesota.
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Roster Correction Form

This form is used to correct obvious data-entry errors found in voter records on the Roster; it’s not for
voter’s who have changed their name or address.

Do not mark corrections on the Roster itself.
When to use this form:

e To correct typos in a voter’s name.
o Voter’s name is spelled “Smithe” when it should be “Smith.”
e To flag potential duplicate records.
o More than one record that likely belongs to the same voter.
e To correct typos in a voter’s date of birth.
o Voter’s date of birth is “8/2/1982” when it should be “8/2/1983.”
o Date of birth is missing entirely.

When not to use this form:

e For voters who have moved to a different address—including to a different unit in the same
building—or changed their name.

o These voters must register (page 78).

Municipality . Page  of
Ward/Precinct______ Roster Correction Form
Election
¢ Use this form only to correct typos, errors or duplicated records.
+ Do not use for actual changes to name or address, including apartment changes.
« Voter must complete an election day registration to change theirname or address.
- Voter may use Valid Registration in Same Precinct as proof of residence.
3
Type of Error Voter
(check one box below) ID Number Voter Name (as it appears) Correction to be made

O Name misspelled
o Duplicate Record
o Date of Birth incorrect
o Date of Birth missing

O Name misspelled
o Duplicate Record
o Date of Birth incorrect
o Date of Birth missing
o Name misspelled
o Duplicate Record
o Date of Birth incorrect
O Date of Birth missing

69

—
| —



Roster notations

There are three common notations that can appear in the “Voter Signature” line to the right of a
voter’s name on the Roster:

| certfy that | am at least 18 years of age and a citzen of the United States; that | reside at the address shown and have resided in Minnesota for 20 days immediately preceding this
electon; that | am not under guardianship of the person in which the court order revokes my night to vote: have not been found by a court to be legally incompetent to vote, and that | have
the right to vote because, if convicted of a felony, my felony sentence has expired (been completed) or | have been discharged from my sentence; and that | am registered and will be voting
only in this precinct. | understand that giving faise information is a felony punishable by not more than five years imprisonment and a fine of not more than $10.000, or beth.

Voter Name and Address Voter Signature District/Precinct ID Number poe
1. )04 CENTRAL 0000247210

SMITH, BETH NANCY A.B. 283 SOR A E TWE

11787 422D ST 23 SPRUCE T AUERME N Ao
x SMITH, BILL MICHAEL See ID n )04 CENTRAL 0000242331

11787 £22ND ST e 220 SPRUCE TV TNy e
3 D04 CENTRAL 0003723215

SMITH, BOB AARON Challenge—Postal Return n = S L

11717 428D ST 000 SPRUCE T AU CRTIRRA

e AB.[1]

o The voter has already voted by absentee ballot and had their ballot counted. The voter
cannot sign the roster and vote again in a polling place.
e SeelD|[2]
o The voter hasn’t voted in Minnesota before and registered to vote by mail, and election
officials could not verify their application information. The voter must show the Roster
Judge any proof of residence (page 85)—except for vouching—before they can sign the
Roster. If the voter has a voucher, they can register with the Registration Judge.
e Challenge notations [3]

o These indicate doubt about a voter’s eligibility to vote, and will need to be resolved
using the procedure on page 72 before being allowed to vote (note: there are special
procedures for Challenge—Felony and Challenge—Voted Out of Precinct).

o There kinds of challenges that can appear are:

= Challenged—Address
e The voter’s residency at the address on the Roster is in question.
= Challenged—AB Address
e The voter submitted an absentee ballot application that lists a residential
address different from the one currently listed on their voter record.
= Challenged—Citizenship
= Challenged—Felony
e The voter may have had a previous felony conviction. A voter with a
previous felony conviction can vote after they finish their entire
sentence. This includes completion of any probation and parole,

commonly known as being “off paper”. At that point, their voting rights
are automatically restored.

e There is a special procedure used to resolve this type of notation, see
page 72.
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= Challenged—Guardianship

e The voter may be under court-ordered guardianship with their voting
rights revoked. Voters under guardianship can vote unless their court
order explicitly revoked that right.

= Challenged—Name and Address

e The voter’s true name and residency at the address on the Roster are in
question.

= Challenged—Other
e The voter’s eligibility is challenged, but the reason is not available.
= Challenged—Postal Return

e The voter was sent a postal verification card that was returned to the
County Auditor because it was not deliverable to the person at the
address on record.

e This is the most common type of challenge notation.
= Challenged—Voted Out of Precinct

e The voter was recorded as having voted in the wrong precinct at the last
election. The voter will need to provide the Roster Judge a proof of
residence used for Election Day Registration.

e There is a special procedure used to resolve this type of notation, see
page 72.

If another kind of notation appears on the Roster, contact Election HQ for guidance: 612-673-3030.

Resolving A.B. and See ID roster notations

sty Tt | am B et 16 years of Mge 3nd 3 o zen of the Uneted States) Bt | redae I the BodneSS Shown Ind Rave retaded i Menesot foe 20 days IR DRELEDAG Tl
hecbon; that | am not undér guardanship of the parson n which B Court onder newoles my right 59 vobe, hans no? been found by & oourt 10 be legaly moompetent 1o vobe, and that | hawe
e rgtt to vob because, ¥ coracied of 3 ey, My Selony Senbenos has expred (Been complebied) or | hatoe Ben deacharged from mry sertencs 30 thal | o regritered and will be votng
oy i thes precingt. | underszand that giving faise nlommaton & 2 felcny punsshabls by not mors an fve years mprasonment and a fine of ot more than 510,000, o both

Voter Mame and Address Woter Signature DeestrectPrecinct D Mumber (]
Gl CENTRA COD024T 210

SMITH, BETH NANCY BE R Em

. — - As. T (T

- TR CODC2Ee221

SMITH, BILL MICHAEL Sae |0

San. oaL = (TR

e AB.

o Inform the voter that their absentee ballot has already been received and counted.

= |f the voter contends that they have not voted by absentee for this election,
contact Election HQ : 612-67-3030.

e SeelD

o Inform the voter that they will need to show one of the Proofs of Residence allowed for
Election Day registration (except vouching) before signing the Roster.

= |f the voter only has a voucher, then they may proceed to the Registration
station to complete Election Day registration.
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Resolving challenge notations

Overview

ity et | em o st 16 years of age 33 3 citen of the Unaed States: That | resade 32 the address shown and hawe retced n Menesctd for 20 days imeeciately preceding the
aiecton; that | am not under guardanthip of the person in which the Court order Fcies. My Nght 1 volir. s not been found by 2 0ourt 10 be legally iNCompetent 1o wote, and that | hawe
hie Pgtt i vobe becaose, If comvizied of 3 feioey. ry felany Secdenck Mo expered (Been sormpebied] of | Rane B Sachanged from my serdenok] 3nd R | 37 regratered and will Be voang
oy i s precingt. | understand that ghving faise information i 2 felony punsshable by not mone than e years mprisonment and 2 firs of Rot mone tan $10.000, o both

Voter Hame and Address

District Precinct

Woder Signature I0 Humber (]
304 CEWTRAL CoOG24 7210
SMITH, BETH NANC ol
__wwasost o0 Somcs T LTI TRY
I CERTRAL OODC2&GIa
b 20 $PRSE TP (T TR
3 M CE W TRAL P00aTI3213
T RT Chalke rege—Fostal Retun (LRI ATINOT
e The Head and Assistant Head Judge are responsible for resolving challenge notations, unless
they’ve delegated the authority to a Roster Judge.
e Indiscussions with voters about challenge notations, it is essential to be courteous and tactful.
Do whatever you can to help maintain the voter’s privacy.
e Use the Roster Challenge Log (inside each Roster binder) to record each instance the roster
challenge procedure is administered.
Municipality
Ward/Precinct
Election Roster Challenge Log
This form is for pre-registered roster challenges. Record what happened noting the following:
+ Time of Oath
« MName of Individual Challenged
+ Eligible or Refused/MNot Eligible?
+ Ballot Cast — Yes or No?
Explain what happened
+ Election Judge Initials
Ballot Election
Time Name of Individual| Eligible or Cast? Judge
of Oath | Challenged Refused/Not Eligible? | Yes/No Explain what happened Initials
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Roster challenge procedure (except for “Felony” and “Voted Out of Precinct” notations)*’

1. Ask the voter: “Do you solemnly swear (or affirm) that you will fully and truly answer all
guestions put to you concerning your eligibility to vote at this election?”

a. If the voter refuses to answer questions, inform them that they cannot vote 