
INSTRUCTIONS FOR OPENING THE POLLS
1. ______
Clerk delivers the election materials to the Warden.  (See #10 regarding Warden’s Receipt of Ballots.)  [Sec. 651(1)]
2. ______
Arrange the Voting Place:  [Sec. 627]





___ Ballot box is in view of persons present.





___ Enough voting booths are being used to handle turnout.  [Sec. 629(1)]




___ Booths are arranged so those outside the guardrail can see who enters and leaves them.





___ Guardrail is set so that it encloses voting activity: incoming table, voting booths and ballot box, and keeps those outside the guardrail at least 6 feet from the ballot box and voting booths.

3. ______
Ensure that the voting booths are functional and contain:  [Sec. 629(3)]





___ A shelf for voter to use to mark ballot.





___ A marker or pencil without an eraser.





___ An Instruction Poster (REV 10/13). 
4. ______
Set up your Accessible Voting Solution equipment (telephone and fax machine).  For further information, refer to the Election Day Accessible Voting Solution (AVS) Checklist and Instructions and the “AVS Equipment Setup Guide” (2008 Edition).  Equip one voting booth for the visually impaired with an instruction poster (REV. 10/13), magnifying device and an adjustable lamp. [Sec. 629(4)]  Your AVS table can be used for this voting booth.
5. ______
Set out the Incoming Voting List with red pencils or pens for the Election Clerks.  Verify that all election officials have only red pens for use on election day. [Sec. 697]

6. ______
Post the following materials OUTSIDE the guardrail:





___
1 List of persons appointed as election clerks.  [Sec. 503(1)]





___
1 Certified copy of the Alpha Voting List (without years of birth or mailing addresses).  






[Sec. 624(1)]





___
1 Instruction Poster (REV 10/13) (same as those in the voting booth). [Sec. 651(2)]




___
1 Sample ballot of each type. [Sec. 651(2)] 




___
1 List of Declared Write-In Candidates. (Candidate Election only) [Sec. 651(2)]





___
“Maine Voting Rights” poster (REV 2009 – with American flag background) [Sec. 651(2)]





___
Election Penalty Poster [Sec. 651(2)]





___
1 Treasurer’s Statement for State Bond Issues (Referendum Election only) [Sec. 651(2)]




___
1 Citizen’s Guide to the Referendum (Referendum Election only)
[Sec. 651(2)]




___
1 Fiscal Impact Statement (Referendum Election only) [Sec. 651(2)]

7. ______
Ensure that the American flag is properly displayed. [Sec. 627(3)]

8. ______
Ensure ballot box and/or electronic tabulating equipment is functional and that the locks/keys work.





Warden examines ballot box, shows it is empty, locks it and gives the key to the Ward Clerk/Deputy





Warden to keep until the close of the polls.  [Sec. 651(3)]

9. ______
Ensure that a place outside the guardrail is provided for:





___
Pollwatchers and others who wish to observe, including candidates.  [Sec. 681(4)]





___
Petition circulators (in an area where only voters who have voted may sign).  [Sec. 662(4)]

10. ______
Warden opens ballots not more than one hour before the polls open.  [Sec. 651(2-B)]  
Warden verifies the Clerk’s Count and completes the Warden’s Receipt of Ballots.  [Sec. 651(1)]
11. ______
Not more than one hour before the polls open, install DS200 on ballot box, plug in, lift screen to power on, and press “Open Polls” button to produce “Zero Tape”.  (Tabulator municipalities only)
12. ______
At the designated opening time, Warden shall permit voting to start.  [Sec. 651(4)]
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