
Moderators & Clerks

Rhode Island Board of Elections

Follow us on Twitter @RI_BOE

View this presentation and other pollworker-related materials at:
http://www.elections.ri.gov/pollworkers

Please silence your cell phone
Bring your pollworker manual with you to the polls

E-Pollbook Version



Election Official Oath

Do you attest to faithfully execute the 

office of election official and will, to the 

best of your ability, preserve, protect, 

and defend the constitution of the 

United States, the constitution of the 

State of Rhode Island, and all the 

election laws and rights of the people 

thereof?



Important Changes

• New voting machine at all 
precincts, DS‐200.

• Uses digital scanning 
technology.

• No more special pens!

• Can read regular ball‐point 
pens.

• Voters will use the 
touchscreen to override their 
ballots if they make a 
mistake.



Important Changes

• The results from your precinct will be sent to the Board of 
Elections over a cellular connection in the DS‐200.

• There will no longer be a Designated Supervisor.

• The Moderator and Clerk will return the USB Drive from the 
DS‐200 with your Election Returns.

• Your Technician will deliver your Automark verification 
ballot. The process will be done by the Moderator/ Warden 
and the Technician in the morning and afternoon. The 
verification ballot will then be given to the Clerk to file in the 
Completed verification ballot envelope



Important Changes

• New ballot design.

• Voters will fill‐in ovals to the 
left of the choice.

• In the primary, ballots  are not 
printed on Blue or Yellow paper 
anymore.

• A colored Blue or Yellow bar 
across the top will be used to 
differentiate ballots.



Moderator’s goals for Election Day?

 Get your equipment up and running first thing in the morning.

 Make sure you have assigned your Supervisors in bipartisan 
pairs, and stagger any breaks.

 In the Primary, be ready to sign Change Party Designation 
Forms for voters.

 Be attentive to any voter’s having a problem with either 
the DS-200 or the AutoMark.

 Manage the lines for the Supervisors well.

 Maintain communication with the Board of Canvassers if any 
problems arise.



Hours of 
Operation 

All polls close 
at 8 p.m.



Remember to vote

 You can’t leave the polling place.

 Vote early at the Board of Canvassers!

 You have until 4 p.m. on the day before the 
election.

 Caution: The primary you choose to vote in 
may affect your ability to be assigned on 
Primary Day.



Clerk’s goals for Election Day?

 Get your workstation organized.

 Be attentive, courteous, and non-partisan.

 Keep control of all ballots. Poll Pads eliminate the need for 
ballot applications.

 Help any voters who are unsure where they should be voting.

 Know the difference between a Provisional Voter and an 
Affirmation Voter and process them accordingly.

 Fill-in for a Supervisor when needed.

 At the end of the night, accurately account for every ballot and 
ballot application used in your polling place.

 Always refer complex questions to the Moderator.



The AutoMark is 
always facing to 

the side for 
privacy of the 

voter.

The DS-200 
should always 

be placed in the 
Voting Area.

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. 

Setting up the polling place



Your Election Keys

• Black Key – DS-200 tabulator

• Silver Key – Ballot box under the DS-200

• Blue Key – AutoMark

• Gold Key - Red Provisional Ballot Bag

You get your keys from the supplies sent to you by the Board of 
Canvassers



Place sign on DS‐200

Arrow will be in Moderator’s bag



The clerk must verify these seals numbers

USB Drive 
Door Seal

DS-200
Serial Number

AutoMARK 
Serial Number

Blue Supply 
Box Seal

Put a checkmark next to each number on your Election Certificate



Clerk’s Election Certificate
These are your 
seal numbers

These are the 
number of ballots 
you received in 

your blue supply 
box.

Enter total 
number of 

ballots used 
here.

Same number 
is on either 

Poll Pad

Don’t add the 
number of 

Voids to any 
other number

Don’t forget to 
sign both 

copies



Discrepancy Report (two‐part form)

Report on here: 

• Missing supplies

• Inaccuracies on the 
Pollbooks.

• Problems with any 
returns.

• DS-200 or AutoMark 
problems.



Feedback

Return this form in the 
Board of Elections 
Return bag.



Wait times
• Completed by the 

Moderator.

• Return it in the 
Board of Elections 
return bag.



Provisional Voting
Clerk



Why would the Clerk have a voter 
use a Provisional Ballot?

1. Their name is not 
in the poll pad

2. They applied for a 
mail ballot.

3. They argue about 
their party 
affiliation or you 
challenge them.

4. They do not show 
valid Photo ID.



Step 1: Give them the Info Sheet



Step 2: Give them the Application

Extremely 
Important:

You must write 
Democrat or 

Republican here in 
the Primary

Write your 
precinct number!

This is a voter 
registration form Voter must sign 

in 2 locations.

Make sure you 
check a 
category

This is the 
voter’s receipt

Clerk must sign



Step 3: Get a ballot from the Supervisors

Place a provisional 
ballot sticker here



• The voter will take the ballot and envelope to a voting 
booth.

• Tell the voter that once they have marked the ballot they 
must fold it and seal it inside the envelope and return to 
you.

• Never tear the application from the envelope.  If it gets 
torn off, a new application and envelope will need to be 
used (throw the spoiled application in the Blue Supply Box).

Step 4: Send the voter to a booth



Step 5: Give the voter their receipt

• Tear the above receipt from the bottom of the 
application and give it to the voter.

• 48 hours after the election, they can check the status 
of their Provisional Ballot at http://www.elections.ri.gov
or by calling their Local Board of Canvassers.



Step 6: Place the envelope in the Red Bag

• This bag is accessed with 
the Gold Key.

• Keep it secure by your 
station all day.

• Return it to the Board of 
Canvassers with your 
election  returns.



• A provisional ballot never gets put into the DS‐200.

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

• A provisional voter does check‐in on the Poll Pad in some 
instances.

• In the primary, make sure you write the party primary on the 
provisional application.

• The application is never removed from the envelope.



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.

• 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.

• 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 Poll Pad.

• 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 DirectoryHouse range

Assigned 
precinct



List of Polling Places

Precinct NumberLocation



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



• 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 usually votes a 
regular ballot that goes into DS‐200.

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



There’s a difference

Voter Affirmation

• The person is registered to vote.

• They attest on a Voter 
Affirmation for that they have 
moved, and they are entitled to 
vote in your precinct based on 
when they moved.

• They vote a regular ballot that 
goes into the DS‐200.

Provisional Voting

• The person is not registered to 
vote.

• Or, they are registered but insist 
on voting in the wrong precinct, 
or haven’t shown ID, or applied 
for a mail ballot, or  dispute their 
party affiliation.

• Their ballot is sealed into a 
provisional envelope and brought 
back to the Board of Canvassers 
after the polls close for 
determination.



DS‐200 & AutoMark 
Training



Copies of  Election Results

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

• Other copy –Tape on door outside polling place

• Other copy – Board of Canvassers return bag

• Other copy –With the voted ballots from DS 200



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



Clerk’s Election 
Certificate

• Account for all of 
your ballots

• Account for all of 
your voters

• 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.



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 

• Unused forms

• Election supplies



Never put these in 
the blue supply box

• Ballots from the DS-200

• Forms signed or completed by voters

• Poll Pads and lists

• Any items issued to you by the 
Board of Canvassers



Deliver your election returns
Envelopes and Bags
• Board of Canvassers return bag

• Board of Elections return bag

• Ballot bags - Voids & Manual Count

• Red Provisional bag (even if empty)

• USB DRIVE

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

• Voted ballots with copy of Elections Results tape.

Board of Canvassers Box or Canvass Bag

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

• Extra signs, extension cords, power strips etc.

1

3

4

2 Poll Pads

• Poll Pads in green cases with all accessories

• Hotspot in box



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!


