
Moderators/Wardens 
& Clerks



New items

All paper ballot envelopes have been 
switched to vinyl bags.
Red-bordered seal only used for memory 
pack envelope. 
Chalk and string provided to measure 50 ft 
from entrance in the morning.
New Discrepancy report and new Feedback 
form.



Things to do first

Check the precinct tag on your equipment 
and blue supply box – make sure you have 
all the correct equipment.
Turn on the Eagle & AutoMark to make sure 
there are no problems.
Verify you have all your supplies. Use the 
inventory lists.
Call the technician if you are missing 
anything. Tech phone # will be provided.



• Some polling places 
have additional 
supervisors in the 
General Election

• If you have additional 
tables, you can split 
your pairs of 
supervisors like in this 
example.



Seals

• Use this 
envelope to 
store all of your 
broken seals.

• Never throw 
broken seals 
away.



Replacement equipment

• Technician will need to 
complete this form if 
your equipment needs 
to be replaced.



Election
Certificate

• Verify your seal 
and serial 
numbers.

• Make sure you 
received the 
correct amount 
of ballots in the 
blue supply box.



Discrepancy Report

• Write any 
discrepancies on this 
form



Feedback

• Use the new 
feedback form 
to suggest 
ways to 
improve 
future 
elections.



Wait times

• Moderator 
must 
complete this 
new form.

• Place into 
the Board of 
Elections 
return bag.



Provisional Ballot Categories

1. Voter’s name isn’t in the poll book

2. Poll book says the voter applied for a 
mail ballot

3. Voter’s identity or 
party affiliation (in primary) has been 
challenged by you or a party watcher

4. Voter does not have photo ID



Provisional Ballots

• Get the provisional supply bag from the 
blue supply box.

• Read the yellow provisional checklist to 
make sure you are following the correct 
procedure.



Provisional Information Sheet

• Every provisional 
voter gets an 
information sheet.

• Required under 
federal law.



Provisional App

• Write your precinct 
number at top!

• Voter signs
• Clerk signs
• Be sure to check a 

category
• Voter does not fill-out a 

ballot app with Supv.



Put the provisional label on ballot



Provisional Ballots

• Voter takes their ballot and envelope to booth.

• The voter must bring the envelope back to the 
Clerk with the ballot sealed inside.

• Make sure the envelope is sealed and the 
application is still on the front.



• Tear off only the receipt from 
bottom of the application.

• Give the voter their receipt.

• Put the envelope into the red 
bag.

Provisional Ballots

Red Bag



Voter affirmation

Completely new form
Help the voter fill it out the form and enter the 
appropriate code.
Refer to the “Guide to Voter Affirmation” and use 
the code to know where to send the voter.



Voter affirmation

All voters listed as “Affirmation Required”
must complete a Voter Affirmation form 
before completing a ballot application and 
voting.
Name changes can also be done on this 
form.



Voter affirmation (change address)

Voter must be registered in the city/town. 
Their name must be on the Master List.
If they moved less than 30 days before 
the election, they vote at their old polling 
place.
If they moved 30 days or more before the 
election, they vote at their new polling 
place.



Voter affirmation

If the voter moved from another city/town
less than 6 months before the election, 
send them to the Board of Canvassers in 
their previous town.
If a voter moves into RI from another state, 
they must have registered to vote in RI at 
least 30 days before the election.







5 Copies of Totals

• 1st copy (signed) - Board of Elections bag

• Other copy - Memory pack envelope

• Other copy – Tape on door outside polling place

• Other copy – Board of Canvassers return bag

• Other copy – With the voted ballots from Bin #2



Close

• Open the red bag with the 
GOLD KEY.

• Clerk must count the provisional 
ballots for election certificate.

• Lock the red bag and seal the 
other end with a red tie seal 
found in the “seals envelope”

• Write seal number on both 
copies of the Election 
Certificate

Seals envelope

Tie_Seal



Close

The Designated Supervisor delivers:
• Memory pack

• Red provisional ballot bag (even if empty)



Election 
Certificate

• Account for all 
of your ballots.

• Place 1 copy in 
BOE return bag 
and 1 copy in 
BOC return 
bag.



Unused Ballots

• Seal only opened
packages of unused 
ballots in this bag.

• Never place voted
ballots in this bag or 
the plastic blue supply 
box.



Board of Elections Bag

• Fill the Board 
Elections Return 
bag & seal it.



Board of Canvassers Bag

• Use the checklist 
on the front.

• Put keys inside.
• See list on front.
• Seal it.



Blue Supply Box

• Unused ballots & forms.

• Unused ballot applications.

• Posters and signs issued by the State.

• Pens, magnifying sheet, etc.



Do not put these in blue box

• Voted ballots removed from the Eagle

• Forms signed or completed by voters

• Voting lists

• Street directories

• Items issued to you by the Board of 
Canvassers



Seals

• Seal the blue supply 
box(s) with new seals

• Write seal #’s on 
election certificate

• Place the Eagle, booths, 
supply box, and 
AutoMARK case and 
table in secure area

Seals envelope



Deliver your election returns

• Board of Canvassers Return Bag

• Board of Elections return bag

• Ballot bags (Voids & Manual Count & Write-Ins)

• All signed ballot applications

Metal Ballot Security Case

• Voted ballots with copy of totals tape.

Board of Canvassers Box or Canvass Bag

• All voting lists and directories

• Rulers, extra signs, extension cords etc.



Thank You

Now take a short quiz before 
leaving.

Read your Books!!

Bring your books to the polls with you!!

Good Luck!


