
Poll Worker Duties
Poll Books

Materials

● Binder containing Acceptable Photo IDs, magnifying sheet, stickers
for Absentee Voters, supplemental forms, number sheet for
reconciling & other instructional information

● Signature Poll Book & Non Signature Poll Book, number pads &
ballots

● The Chief Inspector has an additional supply bag with “I Voted”
stickers, pens, rulers, tape, etc. for your use



Responsibilities

Verifying acceptable forms of Photo ID, and assisting Voters with obtaining
their ballot.

Sample Procedure:
● Voter approaches your table: They are registered & in the poll book
● The Election Inspector says, “Do you have your photo ID?”
● Voter presents their ID
● Election Inspector says, “Please state your name and address”

● Both inspectors locate the voter in each of the poll books (signature
and non-signature)

● The Election Inspector tears off the next voter number from the pad.
They retrieve the ballot; both workers verify it’s the correct ward and
initial the ballot.

● Place the photo ID on the ballot
with the voter number from the
pad so that both inspectors can
see the information, and record
the voter number on the line
next to the voter’s name in the
poll book

● Inspector with the signature poll
book directs the voter to sign
next to their name, hands them



their ballot & ID and provides brief instructions and directs to them to
the voting booth

EDR Procedure:
● Voter presents an EDR application
● Election Inspector requests photo ID
● Voter states name and address outloud
● Election Inspector tears off next voter number from pad, enters the

number on the EDR, retrieves ballot & both inspectors initial the ballot

● Allow both poll workers to view the ballot, ID, voter number & EDR to
verify information is correct

● Election Inspector prints the voter number, name & address on the
supplemental list, and instructs the voter to sign next to their name

● Voter is given their ballot, brief instructions and directed to the voting
booth

● EDR is placed inside the pink envelope *at the end of the night, place
completed supplemental forms in this envelope as well*



Notations in Poll Book

There are two things to look for in the
poll book near the voter signature box:

- A “HAVE YOU MOVED?” notation
- A watermark with absentee

information:
- ABSENTEE RETURNED
- ABSENTEE ISSUED

Have you moved?
● The Wisconsin Elections

Commission has received
information from the USPS that the
voter may have moved, forwarded
their mail, or changed their mailing
address. Ask the voter if their
address in the poll book is correct
& current. If not, proceed with
registration instructions

Absentee Returned
● The voter has a returned absentee ballot on file in the Clerk’s office.

This voter may NOT vote at the polls.
● Absentee Issued

HAVE YOU RETURNED A BALLOT?

CIRCLE: YES NO

● Use a “Stop” sticker from your materials, and place on the blank page
opposite the voter’s information

● Ask the voter if they have returned their absentee ballot
● If they circle no - they may proceed as usual
● If they circle yes - they may not vote at the polling location



○ They may indicate that they’re worried their ballot won’t arrive at
the Clerk’s office in time. State statute says that a completed &
mailed ballot is a returned ballot and therefore they may NOT
vote at the polls. If they insist, you may initiate challenge
procedures, direct them to the Chief Inspector

● If the voter brought their unmarked absentee ballot & envelope with
them to the polling location to show that they have not voted on it, do
NOT take the ballot or envelope from them. Ask them to tear the
ballot up in front of you before proceeding to issue them an election
day ballot


