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View this presentation and other pollworker-related materials at:
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Moderator/Warden

• Get your equipment keys from the Board of 
Canvassers supplies.

• Turn on both the Eagle and AutoMark

• Call your technician if there is an issue with 
the equipment.

• Make sure to specify if the problem is with 
the Eagle or AutoMark.

• String and Chalk have been provided to 
measure 50ft no-campaigning zone from 
entrance



If your equipment needs to be 
replaced

• Use this form

• Place it into the Board 
of Election return bag



The AutoMark is always facing to the 
side for privacy of the voter.

Make sure the Eagle is positioned 
within the voting area, behind the 
Supervisors’ table.

Voting Area is in blue.

You may have additional tables for 
additional Supervisors.

Make sure voters are using only the 
designated entrance.

Special instructions for you will be in 
the yellow box. Make sure they are 
addressed.

Moderator/Warden 
verify your setup



The clerk must verify these seals numbers

Memory 
Pack Seal

Eagle
Serial Number

AutoMARK 
Serial Number

Blue Supply 
Box Seal

Put a checkmark next to each number on your Election Certificate



Clerk’s Election
Certificate

• Verify your seal 
and serial 
numbers.

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



Discrepancy Report (two‐part form)

• Problems with the polling 
place setup.

• Problems with the 
facility.

• Errors made by the 
pollworkers, etc.



Feedback

• New questions.

• Return this form 
in the Board of 
Elections bag.



Wait times
• New procedure

• Completed by the 
Moderator.

• Place into the Board 
of Elections return 
bag.



Provisional Voting
Clerk



Provisional Voting

• Provisional voting is handled by the Clerk, but the 
Moderator (Warden) is the backup.

• All supplies for provisional voting are in a separate bag in 
the Blue Supply Box.

• Providence, Pawtucket, and Central Falls have Spanish 
versions available.



You can’t find 
the voter on 
the voting list.

The voter 
applied for a 
mail ballot.

You have 
challenged the 
voter’s identity

The voter doesn’t 
have one of the 
valid 7 types of 
Photo ID.

Why would a voter need to vote a 
Provisional Ballot?



STEP 2
Get a provisional 
application and 
have the voter 
complete it. 
Clerk completes 
their sections.

Provisional Voting Steps

STEP 1
Give the 
voter a 
Provisional 
Info Sheet



Provisional Voting Info Sheet

Provisional Ballot Application



STEP 4
Send the voter 
to the booth 
with the 
app/envelope 
and ballot.

Provisional Voting Steps

STEP 3
Get a 
ballot from 
the 
Supervisor 
and put 
the special 
label on it.





STEP 6
Place envelope 
with application 
attached inside 
the Red 
Provisional 
Ballot Bag.

Provisional Voting Steps

STEP 5
Voter 
returns to 
your table. 
Give them 
their 
receipt.



Red Provisional Ballot Bag

Locked using 
the Gold key



Important Reminders!

• A provisional ballot never gets put into the Eagle.

• Make sure you write your precinct number at the top of every 
application.

• A provisional voter does not complete a ballot application with 
the Supervisors.

• The application is never removed from the envelope.

• The voter can use their receipt to determine the status of their 
ballot in 48 hours.



Voter Affirmation
Clerk



Who needs to complete an 
affirmation form?

• Inactive Voter
The voter has “Affirmation Required” message on the voting list.

• Name Change
A voter who has legally changed their name.

• Change of Address
A voter who says they have moved.



Inactive Voter 
(Affirmation Required message)

• They changed their address with the USPS but not with 
the Board of Canvassers or they haven’t voted in 2 federal 
elections.

• They must complete the affirmation form with the Clerk 
before completing a ballot application with the 
Supervisors.

• They will no longer be considered inactive in future 
elections.



Name Change

• A voter who changed their name must first complete an 
affirmation form with the Clerk.

• Supervisors can still use their same label.

• Voter will sign with their new legal name.

• Do not request any legal document to prove the name 
change.



Change of Address
(within same city/town)

• 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 theymoved 30 days or more before the election, 
they vote at their new polling place.



Street Directory



List of Polling Places



Change of Address
(between different city/towns)

• If they moved less than 30 days before the primary, they 
vote at their polling place in their previous city/town.

• If they moved 30 days or more but less than 6 months 
before the primary, send them to the Board of Canvassers 
in their previous town for a Limited Ballot.

• If they moved 6 months or more before the primary, they 
cannot vote, and may vote provisional if they choose.

• If a voter moved into RI from another state, they must 
have registered to vote in RI at least 30 days before the 
election.



Important 
for name 
changes

Important 
for 
Inactive 
voters & 
change of 
address.

Make sure 
the voter is 
on the Master 
List

Look up the 
address on 
the Street 
Directory

Generate the 
code and 
look it up on 
the Guide.

If applicable, 
write new 
precinct 
address here



Look for your 
code & 
instructions



Important Reminders!

• Completed Affirmation Forms go into your Board of 
Canvassers return bag.

• If applicable, send the voter to their new precinct with the 
affirmation form.

• A person completing an Affirmation form is usually 
supposed to vote a regular ballot that goes into Eagle.

• Do not have the voter do a provisional ballot 
unless necessary.



Equipment Training

Now we will conduct Eagle & AutomarkTraining!



Eagle Capacity

• Some polling places will have an extra ballot box.

• When the public display counter on the Eagle reaches 
1,400, swap the ballot box or call your technician.

• If the ballot box is swapped, make sure you empty both 
ballot boxes when the polls close.



Closing

• Warden/Moderator must print the Totals Tape from the 
machine.

• Warden/Moderator must read results in loud & clear voice.



Closing

• Warden/Moderator, Clerk, and two Supervisors must sign 
the Totals Tape.

• Press “print totals” for each copy needed.

• Five copies of this tape must be printed. (outlined on next 
screen)



Copies of  Totals Report

• 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



• Unplug the Eagle!

• Remove the Memory 
Pack.

• Put memory pack inside 
pink bubble pack.

• Put a copy of the totals 
tape inside.

• Place inside envelope

Bubble Pack

Closing

Memory Pack Envelope



Always use your checklists when closing the polling place.
This will help you avoid mistakes!



Closing the polling place

• Open your 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



The Designated Supervisor delivers:

• Memory pack

• Red provisional ballot bag (even if empty)

Closing the polling place



Eagle Bin # 1

•Remove all ballots from Bin #1 
as demonstrated in class.

•Place inside the ‘Write-In” bag 
and seal.



Eagle Bin # 2

• Remove all the ballots from Bin #2 as demonstrated in 
class.

• Neatly stack voted ballots and place inside ballot security 
case.

• Make sure you remove all ballots!

• Place a copy of totals tape in the case.

• Seal it with orange seals supplied by the Board of

Canvassers.



Clerk’s Election 
Certificate

• Account for all of 
your ballots

• Account for all of 
your applications

• Document your 
seal numbers.

• 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.



Shutdown the AutoMark

• Place the AutoMark inside the case.

• You do not need to remove the ink cartridge.

• Make sure to put the headphones and power cord inside 
the case.

• Make sure the table and hood are placed inside the 
cardboard box.



Board of Elections Return Bag

• Complete the checklist 
on the front of the bag 
and sign it.

• Make sure it’s sealed.



Board of Canvassers Return bag

• Complete the checklist 
on the front of the bag 
and sign it.

• Place the equipment 
keys inside last.

• Make sure it’s sealed.



Blue Supply Box

• Un-voted ballots and 
applications

• Unused forms

• Election supplies



Never put these in blue box

• Ballots from Bin#1 or #2

• Forms signed or completed by voters

• Pollbooks and lists

• Any items issued to you by the 
Board of Canvassers



Deliver your election returns
• Board of Canvassers return Bag

• Board of Elections return bag

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

• All signed ballot applications

Metal Ballot Security Case (or white vinyl bag labeled “Voted Ballots”)

• Voted ballots with copy of totals tape.

Board of Canvassers Box or Canvass Bag

• All poll books, master lists, and street directories.

• Extra signs, extension cords, power strips etc.



Thank You

You will now be issued a short quiz.  

When you are finished with the quiz, turn 
it in at the table where you signed-in

before the class.

Read your books and take them and these 
slides to the polling place with you!


