Election Day Accessible Voting Solution (AVS) Checklist & Instructions
AVS equipment setup

· One AVS station at each voting place must be set up and operational by the time the polls open.  


· The AVS station must be set up within the guardrail enclosure, along with all other voting booths.  Do not set up the AVS outside the guardrail enclosure or in a separate room.  


· Within the guardrail enclosure, position the AVS station so that is easily accessible and has 5-foot clearance all around for maneuverability.  

· Within the guardrail enclosure, arrange the AVS station so that a voter’s privacy is maintained; the voter should be seated with back to the wall and facing out, with the privacy screen set up behind the phone and accessible devices.

· Use the table, equipment, privacy screen and accessible devices that were provided with the AVS system.

· The AVS station needs to be located within 50’ of the telephone jack and power supply, in such a way that all cables and cords are out of the area where the voter sits (preferred) or taped down so as not to cause obstruction.

· Set up the AVS as instructed in the “AVS Equipment Setup Guide – 2008 Edition”.  Use a fresh ream of paper (paper that has been left in the storage bin can cause the fax machine to jam).

· Confirm that the phone line and AVS system are working properly by having some election officials cast their votes using the AVS immediately following the opening of the polls.

· Election Officials must be available at all times, at each voting place, to assist voters with use of the AVS. 

· Call the Division of Elections (1-888-868-3763 or 624-7650) if you have questions or encounter a problem with the AVS setup.  Staff will be available beginning at 7:00 a.m. on Election Day. 

· One voting booth must be equipped with enlarged instruction poster, magnifying glass and adjustable lamp for people with visual impairments (the AVS station may serve as this voting booth).

Instructions for AVS use
· Voter checks in but does not receive an official ballot (offer voter a sample ballot); do not indicate on the Incoming Voting List that the voter has requested to use the AVS.

· The Warden or other Election Official escorts the voter to the AVS station, helps the voter get situated, and explains the voting procedure using the AVS, if necessary.  (This includes determining whether the voter wants to use the telephone keypad or an assistive device such as the Big Yellow Button switch, and making the appropriate cable adjustments.)
· Election Official calls toll-free number (1-866-571-8683 or 1-866-581-8683) to access the AVS ballot.  When prompted, the Election Official enters the Poll Worker ID (from Ballot ID sheet) and then enters the Ballot Access ID (same number as Poll Worker ID).  
Continued on reverse
· The Election Official enters “5” for a regular ballot, or “the star button” (*) for a challenged ballot (see instructions on reverse side of this memo.


· When prompted by the system, the Election Official gives the telephone handset or headset to the voter and instructs the voter to press any button to begin (if voter uses the headset, do not hang up the handset).

· The Election Official may assist the voter if requested; otherwise, the Election Official may perform other duties but stay near enough to the AVS voter to see a raised hand or hear a request for assistance.

· The voter listens to the audio ballot and makes selections when prompted.  At the end of the audio ballot, the voter is directed to place the handset back in the cradle to cast the ballot.  This ends the transmission, and the central voting server generates the printed ballot(s) marked with the voter’s selections.

· The ballots are faxed, face down, back to the voter; the voter deposits the ballot(s) into the ballot box.
Challenged AVS ballot procedures

· A voter using the AVS may cast a challenged ballot.  The Warden follows the procedures for challenged ballots, except the secret challenge number is entered into the AVS system.  After the Warden has entered the Poll Worker ID/Ballot Access ID, the Warden will enter “the star button” (*) for a challenged ballot.

· The system prompts the Warden to enter and confirm the challenged ballot number.  
· The Warden must also write the same number on the challenge affidavit.  The affidavit is sealed in an envelope.  As for any other challenged ballot, the voter’s name must be added to the list of challenged voters, but the secret number is not put on the list.
· Voting proceeds; the faxed ballot will have the challenged ballot number printed in the upper right-hand corner.  The challenged AVS ballot is processed like all other challenged ballots.
Other AVS circumstances 
· A voter who makes a mistake using the AVS is entitled to receive up to 2 replacement ballots.  Follow the procedures for spoiled ballots, but the Election Official must initiate the audio ballot each time a new ballot is issued to the voter.  A ballot is considered spoiled only if a paper ballot is faxed to the voter.  If the voter ends the AVS session prior to receiving a faxed ballot, this is not considered a spoiled ballot.
· A voter may choose to end an AVS session before completing the ballot, and request a paper ballot.  

· AVS ballots should be mixed in with other hand-count ballots for counting (do not segregate).

· After the election, repackage the AVS equipment, including all cables and extension cords, into the storage container (do not store any unused paper in the bin).  
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