Instructions for Completing the Tabulator Tally Sheet

Prepared by the Division of Elections, May 2016
Please review the following instructions regarding completion of the Tabulator Tally Sheet. 
Step 1:  Running Tapes and Recording Totals

After the polls close and all absentee ballots have been processed through the tabulator, the warden must run at least 2 copies of the machine tape of vote totals.  
The total votes for each candidate, as well as blanks and write-ins, must be copied from the tape and entered into 2 blank tally sheets in the first column labeled “Total Votes from Tape” (i.e. in boxes T1, T2, T3, etc).  

For each office, there is a space for the number of write-ins from the tape (TW), the number of blanks from the tape (TB) and the total number of ballots (votes) counted by the machine (TM).  
NOTE:  Although there are no declared write-ins for any race in the state primary election for any party, the row for write-ins from the tape still appears on the tally sheet; simply put a zero in box TW. 
Record this information from the tape on two (2) tally sheets and proof both tally sheets before you proceed to the next steps.

Complete a tally sheet for each tabulator and/or memory stick that is used at the election.
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Step 2:  Review Ballots With Votes for Declared Write-ins
Note: This step is not applicable for the June 14, 2016 Primary election as there are no declared write-ins for any race.
The DS200 tabulator only diverts ballots with a write-in indicator marked for an office with a declared write-in.  No state ballots will be diverted for this election.  If a voter has written in an undeclared candidate and marked the write-in indicator, the tabulator will count that race as a blank vote but will not divert the ballot.
There is nothing else required for these ballots.  If you see a ballot with a write-in vote marked when you are removing ballots from the fully-counted bin, simply put these ballots with all other ballots in this bin because this ballot has been fully counted by the tabulator.  If you find a ballot in the right bin, it is there by accident – do not tally it.  Place it with the fully counted ballots.
Step 3:  Review and Tally Ballots in the Auxiliary Bin (if any)

If the auxiliary compartment contains any ballots that could not be processed through the tabulator, these ballots must be hand-tallied and the tally must be recorded in the column labeled “Tally Auxiliary Ballots” (i.e. A1, A2, A3, etc.).  Enter the numeral for the total number of ballots in the Auxiliary bin in box AT of the tally sheet.  Calculate the Total Ballots Cast figure by adding box AT to TM.  The Total Number of Ballots Cast must be the same for each ballot question.
When you are done tallying the ballots from the auxiliary bin, put them in the envelope labeled “Auxiliary Ballots”.  This envelope will be put in a tamper proof container when you are packaging election materials.

Step 4:  Complete Your Grand Total (far right column)

Total across each row and record the numeral for grand total of the votes cast for each candidate and Blanks (in GTB).  
NOTE:  The Total Ballots Cast (GT) must be the same for each race.
Step 4:  Complete Your Certification

Finally, the 2 election clerks need to complete the certification sheet by filling in the total ballots counted by the machine, total auxiliary ballots counted, and then the sum of these two figures which make up the total ballots cast.   The certification is then signed by these 2 election clerks.  
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