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Provisional Ballot Judge 
 
The Provisional Ballot Judge (also the Poll Manager) is a “Voter Advocate” 
who is responsible for: 

· Processing all voters who cannot be immediately processed by the 
Computer Judge. 

· Understanding the provisional voting process and assuring the 
provisional voter everything will be done to ensure his/her eligible 
vote will count. 

· Issuing paper Provisional Ballot and Provisional Envelope to the voter. 
· Assisting the voter in spoiling a provisional ballot and issuing a 

replacement, as needed. 
 
In some cases, a voter’s eligibility to vote cannot be established at the 
polling location. Consider these possible reasons: 

· Voter has not been a resident of the state for the preceding 22 days 
before the election. 

· Voter says he or she is registered in another county, but wants to vote 
at the current location anyway. 

· SCORE indicates that the voter already voted and returned his or her 
mail ballot, or early voted previously, and the voter denies this 

· Voter does not have acceptable ID or refuses to show ID 
· Complete loss of connectivity to WebSCORE or SCORE 
· Extended Polling Hours (by Court Order) 

 
100% of all eligible votes are counted.  
NEVER turn a voter away from the polling location.  
Anyone can vote a provisional ballot for any reason. 
Remember: Provisional voters are voters with a voting problem.  Your 
function as Provisional Ballot Judge is to assist the voter in overcoming 
their voting problem.  
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ITEM 
Provisional Poll Book 
Provisional Ballot Envelopes 
Certified  Write-In Candidate list 
Spoiled Provisional Ballot Envelope 
Pre-printed Provisional Ballots 
Red Pens 
Statement of Ballots- Provisional 

 

Opening the Polls 
 

· Locate supplies: Provisional Ballot Envelopes, Provisional Ballot Poll 
Book in supplies. 

· Place the Provisional Ballot Poll Book on the Provisional Ballot Judge 
table (aka poll manager table). 

· Place the list “certified write-in candidates” on your table.  The list 
may not be removed from your station, but may be looked at by any 
voter requesting the information.   

· Voted provisional ballots sealed in a completed provisional ballot 
envelope, will be placed in the Red Ballot Box with in person voted 
ballots. 
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Provisional Voter Processing 
 

1. Poll Manager issues the voter the Provisional Ballot Envelope. 
 

2. Have the voter completely fill out the Provisional Ballot Affidavit 
Envelope.  

a. The Provisional Ballot Judge, verifies the envelope affidavit 
is completed correctly with all required information, including 
the signature. 
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3. Poll manager completes the back side of the envelope! 

 
 

4. Ask the voter if they have any questions about voting provisionally 
after explaining provisional ballot process.  
   

5. Ask the voter for his/her identification.   The Provisional Ballot Judge 
will fill in the type of ID on the Provisional Ballot Affidavit Envelope. 

 
 
 Also be sure that the reason for the Provisional Ballot section is 
completed. 

 
 

 
6.  Using the Provisional Poll book the Provisional Ballot Judge will 

enter the “Composite Ballot” on the Provisional Ballot Envelope for 
the precinct and ballot style (and party in a Primary), 

  
and the envelope number on the Provisional Poll Book and enter 
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your initial in the Prov. Judge Initial box.  

   
7.  Ask the voter to print their name, fill in their birth date, and sign the 

Provisional Poll Book. 

 
    

8. Issue a composite provisional ballot.   
a. During the Primary & General Election, all locations will be 

provided pre-printed provisional ballots will be supplied to you 
with your provisional supplies. 

 
 

9. Give the voter the following:  
a.  the Provisional Ballot, 
b.  the Provisional Ballot Envelope and,  
c.  the provisional ballot envelope stub . 

 
10. Instruct the voter to: 

a. Vote their ballot,  
b. Insert ballot in the envelope and seal. 
c. Place envelope in the red ballot box.  
d.  Keep the stub with their “Pin”, so that they can check on-line or 

call in two to three weeks to verify that their vote was accepted 
or rejected. 

11. The voter may call the number or access the website two to 
three weeks after the election to check to see if their ballot was 
accepted or rejected. 
 

12. Issue an “I Voted” sticker when the voter deposits their ballot in 
the ballot box. 
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Printing Additional Provisional Ballot on the Ballot 
on Demand Printer 
In the event you need additional provisional ballots, please call the elections operations 
manager promptly before printing additional provisional ballots on the Ballot on 
Demand printer. 
 After authorization has been given by the elections operation manger to print 
additional provisional ballots, follow these steps: 

1. On the Print Ballot screen, select the correct party ballot (primary election only!) 

 
2. Verify that Election Ballot radio button is selected 

  
3. Select Provisional under the Precincts list  

 
4. Print the quantity of provisional ballots needed to replenish the party specfic 

stock as directed by the elections operation manager. 
 
 

Spoiling a Provisional Ballot 
 

If a voter has made a mistake in voting or the handling of a ballot, he or she 
may need to “spoil” it and obtain a replacement. Consider these possible 
reasons: 
· The voter discovers that he or she has marked the ballot for the wrong 

candidate. 
· The voter mistakenly voted for two candidates running for the same 

office. 
 

NOTE: A voter may not be issued more than three ballots to be voted in-person 
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under any circumstances.  Inform the voter of this after the second ballot is issued. 

Procedure 
The ballot may not to be handled by the Provisional Ballot Judge unless 
the voter requests assistance. 
 
1. The voter then takes the ballot back to the Provisional Ballot Judge 

and requests a replacement. 
2. The voter must write or stamp “Spoiled” across the face of the 

rejected ballot.  
 

3. The Provisional Ballot Judge, takes the Provisional Spoiled Ballot 
Envelope, and holding the envelope open, instructs the voter to 
deposit the ballot into the envelope. A replacement cannot be issued 
until the “spoiled” ballot has been deposited here. The voter should 
never have possession of two ballots. 

4. The Provisional Ballot Judge will now issue a replacement Provisional 
Ballot.  

5. The voter returns to the poll booth to finish voting. 
6. The Provisional Poll Book should be updated to show number of 

ballots issued to this voter.  Write a note in the margin of the 
Provisional Poll Book next to the voter’s name, such as #2 issued 

DRAFT



Revised 9/23/2016  Page 11 

 
 
 

Provisional Judge Checklist- Processing Voters  
 
 

1) Ask voter for their ID and  fill in Voters name and Date of Birth on Provisional Poll 
Book; 

 
2) Check the voter ID and note the ID type on the Provisional Ballot Envelope. 

 
3) Ask voter to complete the Provisional Ballot Envelope and verify it has been 

completed correctly in all fields and verify the voter has signed the envelope! 
 

4) Poll Manager/Provisional Judge completes back side of envelope. 
 

5) The Poll Manager/Provisional Judge will enter “composite ballot” for the ballot 
precinct and style, and Provisional Ballot Envelope number on the Provisional Poll 
Book.  Ask the voter to sign the Provisional Poll Book.  Update the count field on 
the Provisional Poll Book, beginning each new day Provisional Ballots were issued 
with number 1. 

 
6) Remove the stub from the envelope and give the voter the following: 

a. Provisional Ballot,  
b. Provisional Ballot Envelope,  
c. Envelope stub. 

 
7) Instruct the voter to: 

a. Vote their ballot. 
b. Insert ballot in the envelope and seal. 
c. Place envelope in the red ballot box.  
d. Keep the stub with their “Pin”, so that they can go on-line or call in two to 

three weeks to verify that their vote was accepted or rejected. 
 

8) Issue an “I Voted” sticker when the voter deposits their ballot envelope into the 
red ballot box. 
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After the Polls Close 

 Early Voting and Election Night 
If the Provisional Poll Book indicates one or more Provisional Ballots 
were issued to voters, place the completed Provisional Poll Book pages 
into the red ballot box at the end of the day before sealing. 
 
If provisional ballots were used, complete the DATE USED under the Site 
Name, and use a fresh page the following day to issue provisional 
ballots. 

 
Complete the Statement of Ballots- Provisional 
 
Complete Sections 1-3 and place in the red ballot box.  
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Sample Forms 

Provisional Ballot Certificate (Front of Envelope) 

Provisional Ballot Instructions (Back of Envelope) 

Sample Provisional Ballot Poll Book  
Statement of Ballot- Provisional 
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My Notes 
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