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CHECK OF OPERATIONS
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====== DAY BEFORE THE ELECTION ======



S:\Clerk_Staff\Elections (specific election dates)\2019 05 07 Special Election\2019.05.07-CHECK OF OPERATIONS-TRAINING.docx Revised June 2017      
Page: 3

====== BEFORE THE POLLS OPEN ======
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GENERAL SET UP
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HANG POSTERS & VOTER INFORMATION
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HANG POSTERS & VOTER INFORMATION (CONTINUED)
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TABULATOR
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TABULATOR (CONTINUED)
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TABULATOR (CONTINUED)
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VOTER ASSIST TERMINAL (VAT)
If your VAT is NOT on a cart �t See RED VAT FOLDER

If VAT is on a cart, the chair whose tabulator is on 
the other end of the cart should complete VAT 
opening procedures.  The opposite chair should 
complete VAT closing procedures.

For consolidated elections this does not apply.  
Chair and Co-Chair will do both open & close.
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VOTER ASSIST TERMINAL (VAT) �t Cont�[d
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VOTER ASSIST TERMINAL (VAT) �t Cont�[d
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VOTER ASSIST TERMINAL (VAT) �t Cont�[d
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(VAT) VOTER ASSIST TERMINAL (Continued)
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POLL BOOK OPENING DOUBLECHECK

�� 1. Chair/Co-Chair should check off all actions listed on the Clerk
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======DURING VOTING ======
Ward �h�t���Z���i  Precinct �h�W�Z�����/�E���d�i

GENERAL
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Precinct Team Roles
Every Inspector Role has a folder with bright green Job Card which

should be reviewed and on the table for easy reference.

GREETER INSPECTOR
Greeter should be given the following items:
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E POLL BOOK INSPECTOR
E-Pollbook Inspector should be given the following items:
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TABULATOR INSPECTOR

Tabulator Inspector should be given the following items:
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====== AFTER THE POLLS CLOSE ======
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VAT DEVICE CLOSING

These steps only need to be completed by one chair in multiple
precinct polling locations.  If you completed the VAT opening 
your 
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E POLL BOOK CLOSING PROCEDURES
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TABULATOR CLOSING (Continued)



S:\Clerk_Staff\Elections (specific election dates)\2019 05 07 Special Election\2019.05.07-CHECK OF OPERATIONS-TRAINING.docx Revised June 2017      
Page: 27

TABULATOR CLOSING (Continued)
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BLUE MEMORY CARD TRANSFER BAG CLOSING PROCEDURES

After the tabulator is unplugged:
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SMALL BIN CHECK FOR WRITE IN BALLOTS
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BALLOT BAG CLOSING PROCEDURES

Remove all ballots from all bins.
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FINALIZE THE POLL BOOK

FRONT COVER
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FINALIZE THE POLL BOOK (CONTINUED)
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FINALIZE THE POLL BOOK (CONTINUED)
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FINALIZE THE POLL BOOK (CONTINUED)

CERTIFICATE OF ELECTION INSPECTORS page I

Press hard in completing the Certificate of Election Inspectors so that it appears 
clearly on all three pages.
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POLL BOOK BINDER DOUBLE CHECK

Have an Election Inspector on the Precinct Team review the following:

�� Clerk
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PREPARING THE LOCAL CLERK ENVELOPE
The following items are put in the Local Clerk Envelope
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PUT THESE MATERIALS BACK IN THE TUTTO TROLLEY
Please pack the supply bag as neatly as possible!

Utilize the Checklist to Replace Items in their proper location.
Miscellaneous Supplies:
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DELIVERY TO RECEIVING BOARD
As required by Michigan Election Law, the Chairperson and Co-chairperson (from different political

parties) shall, riding in the same vehicle, deliver the following to the Election Unit:

CONFIRM THAT YOU HAVE THE FOLLOWING SIX 
ITEMS
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WHEN YOU ARRIVE AT SWOC

The following 5 items will be taken out of your vehicle by the SWOC Couriers in 
the parking lot:
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CHAIRPERSON�[S ���s���>�h���d�/�K�E�^���&�K�Z���t���Z�����h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i
Please let us know how well EACH member of the team performed.
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CHAIRPERSON�[S EVALUATIONS FOR WARD �h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i

Inspector Name

What role(s) 
did this 
inspector 
work?

Answer these Questions Yes No N/A
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CHAIRPERSON�[S EVALUATIONS FOR WARD �h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i

Inspector Name

What role(s) 
did this 
inspector 
work?

Answer these Questions Yes No N/A
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CHAIRPERSON�[S EVALUATIONS FOR WARD �h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i

Inspector Name

What role(s) 
did this 
inspector 
work?

Answer these Questions Yes No N/A
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CHAIRPERSON�[S EVALUATIONS FOR WARD �h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i

Inspector Name

What role(s) 
did this 
inspector 
work?

Answer these Questions Yes No N/A
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CHAIRPERSON'S COMMENTS for Ward 

mailto:city.clerk@lansingmi.gov
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ELECTION INSPECTOR PAYROLL
�t���Z�����h�t���Z���i���W�Z�����/�E���d���h�W�Z�����/�E���d�i���&�K�Z���D���z���ó�U���î�ì�í�õ

Inspector
Type

Print Name &
Signature

Start
Time

Left
for 1st

Break

Return
From 1st

Break

Left for
2nd

Break

Return
From 2nd

Break

End
Time

Chair

Co-Chair

E-Pollbook

E-Pollbook

E-Pollbook

E-Pollbook

Inspector

Inspector

Inspector

Inspector

Inspector

Inspector

Inspector

Last elector voted at:                                    pm Precinct Team Completed Work at:                         pm
I certify that the above information is correct to the best of my knowledge.  Use back side of payroll to record 
additional hours worked the day before to setup equipment.

Chairperson Signature                                                                                              
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ELECTION INSPECTOR PAYROLL
WARD 
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PRECINCT LOG
WARD 




