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Overview

This Quick Reference Guide is a ‘build it yourself’ resource that can be taken
into the poll location and used to quickly reference Election Day procedures
and activities.

Refer to your state’s election code to fill in specific information needed to
be a well-informed Election Observer. The election codes by state have
been aggregated by volunteers. Please see your state’s codes by visiting:

https://truethevote.org/info-by-state

Assembly Instructions

Print this document (double-sided, flip on the long edge)

Cut along the dotted line at the bottom of each page.

Align all pages along the top edge and staple.

Your finished document will have handy tabs along the bottom of each
page for quick reference and space for taking notes as you flip the
previous page.

N

6. Keep those elections honest and help true the vote!

== True the Vote

Reference

Order the pages according to the page numbers (don't include this page).

Finished Document
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Polling Place Staff

Lead authority:

Other election workers:

Primary Mission of a Poll Watcher

OBSERVE and DOCUMENT activities of the Election Workers at the poll to ensure that proper elections
procedures are followed. DO NOT TALK or ENGAGE with voters in any way. If a voter or other person
approaches you in the poll, walk over to the LEAD AUTHORITY and ask him/her to explain to the person
that you are not allowed to speak to them.

Staff & Mission Hotline #:
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Page 2 —=_:
What to Do If You See an Infraction Professional Conduct &
Conflict Resolution
* Notify Lead Authority of infraction » Remember: Your PRIMARY MISSION is
* If correction made: Document incident noting observation & documentation
correction » Be professional in speech and body language
o If correction not made: Document incident » Tone of voice says more than words chosen

noting outcome » Avoid being dismissed as “disruptive”

¢ Include time and names of Election Workers

. « Know your election code as much as possible
involved.

. . o Ask Lead Authority to deal with hostile
« Description of violation:

persons
° What you witnessed and what was said « Dealing with errors by LEAD AUTHORITY
o FACTS ONLY;, leave out opinion/emotion o Politely point out correct action from
o Complete INCIDENT REPORT when time reference materials
allows

o If not corrected, document and share with
your state’s election authority

Infractions Conflict Resolution
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Arrival Checklist

¢ Check in with Judge of Elections: Watchers can
arrive when the election officers meet, prior to the

opening of the polls.

o Submit any required paperwork upon arrival and

receive ID: A watcher will be required to show their
certificate from the county board of elections when

requested to do so.

» Badge if required: No badge is specified under the
state law.

e Ask Lead Authority for cell phone policy: PA law
does not specificy cell phone policies, so it's important

to check with the judge of elections on what is
allowed at your county's polls.

Poll Layout

o Write your name, poll location info and date at
top of note pad

» Record names of all election workers

o Draw a schematic of the poll layout noting the
placement of equipment

Note Taking

» Observe and document all activities, include
time of activity and brief description of events

 State observations using facts; DO NOT
INCLUDE OPINIONS

Opening Procedures

Things to watch for during the opening
of the poll:

¢ The overseers, judges/inspectors/clerks of election
and machine inspectors will meet at the polls 30
minutes prior to opening. (25 Pa. Stat. § 3048)

o All security seals were intact prior to poll opening.
(25 Pa. Stat. § 3049)

o All ballots was empty and securly locked (if using
paper ballots) (25 Pa. Stat. § 3049)

« All voting machines/ballots/ballot boxes are
accounted for and within your line of sight (25 Pa.
Stat. § 3049)

Opening the Polls
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Who can be in the voting area?

o No elector, except an election officer/clerk/
machine inspector/ or overseer is allowed to
re-enter the enclosed space after once left
it, except to give assistance. (25 Pa. Stat. §
3060)

e Everyone must maintain at least 10 feet of
distance from the polling place during the
process of voting, except those mentioned
above. (25 Pa. Stat. § 3060)

e The election officers will inspect the face of
the voting machine at frequent intervals. (25
Pa. Stat. § 3049)

e A voter (or "elector") cannot enter the
enclosed space until they are found entitled
to vote. (25 Pa. Stat. § 3054)

e "Not more than twice as many electors
waiting to vote as there are voting
compartments or voting machines in use in
the district shall be admitted within the
enclosed space at any one time." (25 Pa.
Stat. § 3054)

e A voter should not be in the voting booth for
more than three minutes and can be
removed by an election officer, however, if
they need more time or assistance it can be
allowed. (25 Pa. Stat. § 3057)

Valid Forms of ID If Required by Your
State

"(a) At every primary and election each elector who
appears to vote and who desires to vote shall first

present to an election officer proof of identification."

25 Pa. Stat. § 3050.

@ As defined in 25 Pa. Stat. § 2602 "proof of
identification" during voting requires a
document that:

@ shows the name of the voter

@ a photograph

@ includes an expiration date, and is not expired,
except:

o ifitis aadocumentissued by the
Department of Transportation that isn't

more than a year past the expiration date
o ifitis a document from the armed forces,

which is indefinite and doesn't have an
expiration date
@ was issued by one of the following:

o The United States Government.

o The Commonwealth of Pennsylvania.

o A municipality of this Commonwealth to
an employe of that municipality.

o An accredited Pennsylvania public or
private institution of higher learning.

o A Pennsylvania care facility.

Voting Area

Valid Forms of ID
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Voter Check-In

All electors, including those that show proof of identification, must sign a voter's certificate. The election officer will
then announce the elector's name so that watchers may compare the elector's signature on the certificate to the
signature in the registry. I the two match, the voter will be allowed to vote. If not, the voter will be considered
challenged and will be required to make the affidavit and provide evidence of their idenitiy as provided in subsection
(d) of 25 Pa. Stat. § 3050. (25 Pa. Stat. § 3050)

If they are permitted to vote, the election officer will stamp the date, his number in the order of admission to the
voting machines, and shall sign his name or initials in the proper space on the registration card of such voter

contained in the district register. (25 Pa. Stat. § 3050)

As each voter votes, their name will be recorded in the order of voting. (25 Pa. Stat. § 3050)

Voter Check-In
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Paper Ballots and Ballot Box

Ballot box is locked and kept in plain
view of election officers, watchers and
waiting voters.

After voting, the ballot must be shown to one
of the election officers who check the
number appearing on the right hand corner
of the back of the ballot to ensure the ballot
shown is the same ballot which the elector
received before entering the voting
compartment. If same, the elector, without
unfolding the ballot, to remove the
perforated corner containing the number, &
the elector will deposit the ballot in the ballot
box. Any ballot deposited in a ballot box at
election without having the said number
torn off shall be void & shall not be counted.
(25 Pa. Stat. § 2963)

The county board will keep a record of all
ballots: unused, cancelled, and the
disposition of additional offical ballots. (25
Pa.Stat.§ 2971)

Electronic Ballots

SR Bsthad el Heaign L sl Eh e e

of voting machines is not possible or
practicable at election... the county election
board may arrange to have the voting for
such or all offices conducted by paper
ballots." 25 Pa. Stat. § 3016

Some election districts will use voting
machines that do not use paper ballots,
others may use voting machines that take
paper ballots. The law for each type is
printed on the next page under 25 Pa. Stat.

process of voting.
Electronic voting machines are

periodically inspected for tampering and
damage throughout the day.

If tamper/damage discovered,
equipment is immediately taken out of
use and reported to presiding judge.

Paper Ballots

Electronic Ballots
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Provisional Ballots

When the eligibility of the voter is in question, a
voter should be given a provisional ballot. Some
examples are:

e Voter is in the wrong precinct

e Voter has an address that is outside the
country

e \oter not qualified or is unable to provide
indentification but insist on voting

e The voter's signature on the register doesn't
match their voter certificate

e The voteris challenged

Provisional ballot procedures that should be
followed according to 25 Pa. Stat. § 3050
(a.4):

Mail Ballots

Mail Ballots: Voter may bring their absentee or
mail-in ballot inperson and the poll watcher is
entitled to observe the absentee/mail-in ballot be
voided so that the voter may vote in person.

"An elector who requests a mail-in ballot and who is
not shown on the district register as having voted may
vote by provisional ballot under section 1210(a.4)

(1)." (25 Pa. Stat. § 3150.16)

The ballot must be returned by 8 p.m. on election day
in order to be counted, unless it is an oversees military
ballot. (25 Pa. Stat. § 3150.16)

« Prior to casting the provisional ballot, the voter
must sign an affidavit stating their name, date
of birth, address, and sworn statement that o
they have not voted in the election until now.

After casting the provisional ballot, the elector
signs the front of the provisional ballot .
envelope. Provisional ballots will remain sealed
in provisional ballot envelopes for return to
county board of elections.

Within seven days of the election, the county
board will examine the provisional ballots. One

authorized representative of each candidate in o
an election and one representative from each
political party is permitted to remain in the ]

room in which determination is being made.
The representative will be allowed to
challenge any determination made by the
county board.

Provisional Ballots Mail Ballots
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Curbside Voting

State law does not provide curbside voting

Rules on Voters Needing Assistance

An elector may apply for assistance up to 10 days before or the election, or may apply for assistance at the polling place.
The elector may request anyone for assistance, however assistance may not be rendered by the judge of election, the
elector’'s employer/agent of employer/officer or agent of the elector’s union. In every case of assistance, the judge of
elections must record the name and qualifications of the assistant along with the name of the voter.

Who may provide assistance to a voter?

Any person the voter chooses or an election official. Interpreter guidelines: Interpreter cannot be person's
employer, officer or agent of voter's labor union and must be registered voter of county or adjacent county
of voter requiring interpreter services. Interpreter must take oath. Election officer and watcher may
request English translation of all non-English communications made. Voter may obtain assistance with
using regular paper ballots if physically unable to operating the voting machine.

Electioneering

No person within the polling place is allowed to have any sort of promotion material for a candidate displayed. All
persons, except election officers, clerks, machine inspectors, overseers, watchers, persons in the course of voting,
persons lawfully giving assistance to voters, and peace and police officers, when permitted by the provisions of this act,
must remain at least ten (10) feet distant from the polling place during the progress of the voting.

Curbside Voting Voters Needing Assistance Electioneering
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Closing Procedures

e Before ballot box is opened, the number of ballots issued to electors/number of ballots/spoiled & returned by voters
& cancelled announced to all present in voting room, & entered on the general returns of votes cast at election.

e The district register, the 'Voting Check List' & the numbered lists of voters, together with all unused ballots, &
spoiled/cancelled ballots, & rejected voter's certificates shall then be placed in separate packages, containers/
envelopes, & sealed, before the ballot box is opened. (25 Pa. Stat. § 3031.13)

Voting After the Polls Close

¢ The polls close at 8 p.m.

¢ "(e) When the hour for closing the polls shall arrive, all qualified electors who have already qualified, & are inside
the enclosed space, shall be permitted to vote; & in addition all those qualified electors who are in the polling
place outside the enclosed space waiting to vote & all those voters who are in line either inside or outside of the
polling place waiting to vote, shall be permitted to do so.” (25 Pa. Stat. § 3060)

Securing and Transporting Ballots / Equipment

o After all the ballots have been accounted for, the election officers will open the ballot box and remove the ballots.
The judge will read aloud the names of the candidates marked on each ballot and the inspectors and clerks will
enter each vote as read. (25 Pa. Stat. § 3062)

e "In the event district tabulation of votes is provided for by the voting system, the district election officers shall,
immediately upon the close of the polls, cause the automatic tabulating equipment to tabulate the ballots cast
during the election and shall prepare duplicate records of the total number of voters whose ballots have been
tabulated; the total number of votes cast for each candidate whose name appears on the ballot; the total number
of write-in votes properly cast for each office on the ballot; and the total number of votes cast for or against any
question appearing on the ballot." (5 Pa. Stat. § 3031.13)

e Ballots will be kept within unobstructed view of all in the voting room until replaces in the box. No person will have
any way to mark a ballot while handling the ballots. (25 Pa. Stat. § 3062)

A record will be made for the total number of votes cast for each candidate. (25 Pa. Stat. § 3062)
By 2 a.m. the next day, all envelopes, election supplies, and returns shall be returned to the county board. (25 Pa.
Stat. § 3031.13)

Breaking Down Equipment

 After the tabulation of the ballots, the automatic tabulating equipment or any other system that contains
ballots will be locked and sealed so that no further ballots may be deposited in or removed from any
such equipment. Then, everything will packaged and secured for storage, and will be held for delivery to
the county election board.

« All reports and returns shall be signed by all district election officers.

Closing the Poll
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Election Observers MUST

e Deliver a certificate of appointment to the general custodian of election records at time they report to
service. They are required to show their certificate when requested to do so.

e Be a qualified registered elector of the county.

e Have clear line of sight to voting machine and ballot boxes. A watcher can inspect a machine when a voter is
not using it.

Election Observers MAY

e Begin service at any time after the presiding judge arrives and until the counting of votes is complete.

e Serve at the polling place during the hours they choose and may choose to remain when ballots are being
counted.

e Keep alist of voters -- the election officials must clearly and audibly announce the name of every voter who appears
to vote.

e Challenge the qualifications of any person trying to vote. Watchers should direct all challenges and other comments
directly to the Judge of Elections who is the official in charge at the polling place.

e When voters are not present inside the polling place, the watchers can request the judge the elections to allow them
to review the voting check list and either of the two numbered lists of voters maintained by the county board.

Election Observers MAY NOT

e Reveal the number of votes, a candidate's position relative to another, or names of persons who may or
may not have voted.

e Mark or alter any documents shown to them by the judge of elections.

e Engagein any electioneering practices, talk with voters, or otherwise influence the process of voting.

Election Observer Rules & Privileges
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