
WELCOME POLL WORKERS

LAKE COUNTY
2024 GENERAL ELECTION
TRAINING MANUAL
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Michelle R. Fajman Director

LeAnn  J. Angerman Assistant Director

Jerry Schmitt Election Administrator

Genevieve Gasparovic Assistant Election Administrator

Joel Rodriguez Registration Administrator

Ruthann Hoagland Assistant Registration Administrator

Andre Manzo Chief Mechanic

James Oliver Assistant Chief Mechanic

3

Kevin C. Smith

Michael Brown

Robert Tribble

John P. Reed

Michael Mellon 

Lake County Board of Elections & Registration 



**INSPECTORS**
PLEASE CALL ALL OF THE WORKERS 
AND INVITE THEM TO SET UP YOUR 

POLL LOCATION ON MONDAY.
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This isn’t about needing help.  This is about a bipartisan process.



This Black Bag Contains ELECTION Supplies.

PLEASE VERIFY THE CONTENTS OF THIS BAG PRIOR TO

ELECTION MORNING.

CONTACT ELECTION BOARD AT 219-755-3795 IF BAG IS MISSING OR 

HAS INCORRECT SUPPLIES.

VOTING MACHINE TECHNICIAN NUMBERS ARE LISTED IN

THE BLACK BAG (BEFORE ELECTION DAY CALL 219-755-3845)

FOR ALL OTHER CONCERNS CONTACT 219-755-3795
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MUST Post Sample Ballots, Voters' Rights and Voting 
Instructions

Post Vote Here Signs, Stretch Rope from the
Entrance to voting room, 50ft full length

Set up the Jet Pack/Mi-fi/Hotspot/Cradle-point,
Printer and then Poll Pad (keep cell phones away)

Make sure to have at least 1-2 feet of space 
Between each unit

Turn on Poll Pad, Do a Test Print and Verify 
Zero Count

Make Sure there is a Clear Path to all Voting Machines
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MEALS

○ Make sure you make arrangements for food 

during the day.

● Bring a lunch

● Have someone bring your lunch to the 

door

● Order takeout or a pizza 

(Try to meet the delivery person at the 

door, they can’t come in without 

credentials.)
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LAKE COUNTY, INDIANA

PRESENTS

INFINITY
MICROVOTE 

VOTING 
SYSTEM
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MICROVOTE SUPPLIES

VOTING MACHINE(S)

MICROVOTE – INFINITY
MICROVOTE- VVPAT

PRECINCT BAG

VOTING MACHINE PRINTER

POLL PAD PRINTER
POWER CORD FOR ALL PRINTERS

VOTING MACHINE PRINTER CABLE (Silver, Already Attached)

Two Stylus and an Extra Roll of Paper for Each Printer
DOUBLE TALK BOX & HEADPHONES

*PRECINCT ENVELOPE           (Large WHITE Envelope)

START CARDS (Green)

VOTE CARDS (Blue)

TALLY CARDS(Red) (inside the Tally Envelope)

Note! Combined/Split precincts will  have an encoder with charging 

Cable (See Encoder Manual in the Precinct Bag).

WHAT TO LOOK FOR
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ON MONDAY START VOTING 

MACHINE SYSTEM Only if 

Bipartisan team is Present

SET UP MACHINE

CHECK BALLOT

CHECK LUGGAGE TAG – Break Seal

PRINT ZERO TAPE
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NOTE:  If a Bipartisan team is not present, you can put new seals on voting 

machine, check luggage tag and set machine on legs then STOP.  The rest 

will have to be done on Election Day morning.  
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VVPAT (Voter Verifiable Paper Audit Trail) is a mechanism used in some 

electronic voting systems to provide a paper record so the voter can verify their 

selections in print prior to casting their ballot.
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POWER STRIP
OUTLET.



MICROVOTE VOTING SYSTEM
ONLY IF BIPARTISAN TEAM IS PRESENT

○ BREAK SEAL ON 

CASE, TURN ON 

THE POWER 

○ THE SWITCH IS 

LOCATED ON 

THE BACK OF 

THE VOTING 

PANEL ON THE 

RIGHT HAND 

SIDE

13



14



*WHEN THE 
SCREEN GOES 

BLANK*

LINE UP THE ARROWS, 

INSERT THE 

GREEN START CARD

IN THE SLOT UNTIL 

IT STOPS AND THE 
SCREEN COMES ON

THAT SIGNALS THE 

CARD IS INSERTED 

ALL THE WAY IN THE 
SLOT .
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FOLLOW THE DIRECTIONS DISPLAYED ON THE 

SCREEN

YOU WILL BE ASKED TO 

ENTER A PASSWORD 

LISTED ON INSPECTOR 

ENVELOPE TO ACTIVATE 

THE VOTING PANEL. USE 

THE GRAY BUTTONS TO 

THE LEFT OF THE 

NUMBERS.

ENTER THE SECURITY PASSWORD, THEN PRESS THE 

GRAY BUTTON TO THE LEFT OF THE WORD "DONE"
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Passwords are in the inspector envelope in the inspector kit



IF NECESSARY, TAPE DOWN ALL POWER 

CORDS THAT ARE IN TRAFFIC AREAS

TRY TO PLACE ALL CORDS AWAY FROM 

TRAFFIC AREAS 
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INSPECTOR
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CHECK BALLOT AND TEST PRINT
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○ YOU WILL SEE SEVERAL CHOICES –

CHECK BUTTONS, CHECK DISPLAY, 

SHOW BALLOT, PRINT ZERO PROOF, 

LIGHTEN DISPLAY, AND DARKEN 

DISPLAY

○ PRESS THE SHOW BALLOT BUTTON 

AND COMPARE THEM TO THE SAMPLE 

BALLOTS IN THE BLACK ROLLER BAG

○ WHEN AT THE LAST PAGE OF EACH 

BALLOT, PRESS THE RED CAST VOTE 

BUTTON TO RETURN TO THE MENU

WHEN THESE STEPS ARE COMPLETED    

REMOVE THE GREEN CARD AND TURN   

OFF MACHINE AND RESEAL MACHINE

WITH SEALS PROVIDED



1.  Arrive at polling location between 5:00 and 5:30 AM. Don’t      
replace any workers until at least 6:10AM.                            

2.  Swear in all Poll Workers if you’ve not already done so.

3.  Check Ballot if not done on Monday, print Zero Proof Tape 
and place in white envelope #1 and start Election.

4.  Set up Jet Pack/Hot Spot/Cradle Point, Poll Pad Printer and 
then Poll Pad.

5.  Complete steps 1-4 in the BRIGHT YELLOW Inspector Book.

6.  Put up 50 Foot rope with “Chute Starts Here” sign.

7.  If you received ADA equipment at your polling place, be               

sure to install.

8.  Announce opening of polls at 6:00 AM.

9.  Write down how many voters were in line 

when you OPENED/12:30PM/CLOSED. 

(FORM # PRE-1(Inspector Oath Book, STEP 6 )

TUESDAY ELECTION DAY
OPENING THE POLLS 
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MICROVOTE VOTING SYSTEM

○ BREAK SEAL 

AND TURN ON 

THE POWER 

○ THE SWITCH IS 

LOCATED ON 

THE BACK OF 

THE VOTING 

PANEL ON THE 

RIGHT HAND 

SIDE
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*WHEN THE 
SCREEN GOES 

BLANK*

LINE UP THE ARROWS, 

INSERT THE 

GREEN START CARD

IN THE SLOT UNTIL 

IT STOPS AND THE 
SCREEN COMES ON

THAT SIGNALS THE 

CARD IS INSERTED 

ALL THE WAY IN THE 
SLOT .
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FOLLOW THE DIRECTIONS DISPLAYED ON THE 

SCREEN

YOU WILL BE ASKED TO 

ENTER A PASSWORD 

LISTED ON INSPECTOR 

ENVELOPE TO ACTIVATE 

THE VOTING PANEL. USE 

THE GRAY BUTTONS TO 

THE LEFT OF THE 

NUMBERS.

ENTER THE SECURITY PASSWORD, THEN PRESS THE 

GRAY BUTTON TO THE LEFT OF THE WORD "DONE"
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Passwords are in the inspector envelope in the inspector kit



IF NECESSARY, TAPE DOWN ALL POWER 

CORDS THAT ARE IN TRAFFIC AREAS

TRY TO PLACE ALL CORDS AWAY FROM 

TRAFFIC AREAS 
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NOW YOU ARE READY TO START 

THE ELECTION
○ YOU WILL SEE SEVERAL CHOICES -

BUTTON CHECK, DISPLAY CHECK, 
ZERO PROOF, LIGHTEN DISPLAY, 
DARKEN DISPLAY, AND  START 
ELECTION.

○ YOU MUST PRINT A ZERO PROOF. 
LEAVE GREEN START CARD IN, 
THEN PRESS THE START ELECTION 
BUTTON.  MACHINE WILL NOT 
START ELECTION UNLESS YOU 
PRINT A ZERO PROOF TAPE FIRST.  
YOU WILL BE INSTRUCTED TO 
PRESS THE BUTTON NEXT TO 
“START“.

WHEN INSTRUCTED BY THE PANEL,     

REMOVE THE GREEN CARD AND   

YOU ARE READY FOR VOTING. 25



*WHEN THE 
SCREEN GOES 

BLANK*

LINE UP THE ARROWS, 

INSERT THE 

GREEN START CARD

IN THE SLOT UNTIL 

IT STOPS AND THE 
SCREEN COMES ON

THAT SIGNALS THE 

CARD IS INSERTED 

ALL THE WAY IN THE 
SLOT .
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○ REPEAT THIS PROCESS ON ALL 

THE VOTING PANELS AT YOUR 

PRECINCT

○ THE SCREEN WILL SHOW 

○ “ MODE: VOTING ENABLED”” 

○ RETURN THE GREEN START 

CARD TO WHITE ENVELOPE #1
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ALL JUDGES WILL NEED A BLUE VOTE 

CARD 

ATTACHED TO A WRIST COIL

VOTE CARD

1.Insert card into panel

(this side facing you).

2. Select ballot activation

3. Remove card

ALIGN ARROWS

KEEP COIL ON WRIST AT ALL TIMES, 

NEVER ALLOW VOTER TO HANDLE THE VOTE CARD
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MACHINE OPERATION

BALLOT ACTIVATION

○ ALIGN ARROWS 

○ INSERT THE BLUE 
VOTE CARD INTO 

THE VOTING PANEL

○ WHEN THE   BALLOT 
APPEARS ON THE 
SCREEN, REMOVE 
THE VOTE CARD.

○ ALLOW THE VOTER 
TO ENTER THE 

BOOTH

29



CAST VOTE

❖A VOTER MUST MAKE AT LEAST ONE SELECTION AND

VIEW ALL PAGES.

❖AFTER ALL SELECTIONS HAVE BEEN MADE, PRESS THE  

BUTTON TO CONFIRM VOTE.  THE TWO LIGHTS ABOVE 

THE RED CAST VOTE BUTTON WILL COME ON.

❖THE VOTER WILL PUSH THE CAST VOTE BUTTON TO 

RECORD THEIR VOTE.

❖AFTER THE VOTER PUSHES THE CAST VOTE BUTTON. 

THE VOTER WILL HEAR A BEEP.

❖ "THANK YOU" WILL BE DISPLAYED ON THE SCREEN.  

INDICATING THE VOTE HAS BEEN RECORDED.
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Do not un-seal Poll Pad envelope until 

Tuesday Morning. Both Parties must be present.



TURNING ON THE HOTSPOT/JETPACK
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TURNING ON THE HOTSPOT/JET PACK
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TURNING ON THE HOTSPOT/JET PACK
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Cradlepoint 
1. Screw the 2 rabbit ears into the Cradlepoint and connect it to a power source. 

There is not a Power button, and the device will power on once plugged in. 

 
 

IF YOU ARE HAVING CONNECTIVITY ISSUES WITH YOUR POLL PADS, 

CONTACT THE COUNTY OFFICE FOR GUIDANCE 

1.  Screw the 2 or more rabbit ears into the Cradlepoint and connect it to a power 

source

Cradlepoint



PRINTER SETUP
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PRINTER SETUP
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CHANGING PAPER ON THE 

PRINTER
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CHANGING PAPER ON THE 

PRINTER
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POLL PAD SETUP

1. IPAD
2. IPAD STAND
3. ID TRAY
4. 2 STYLUS PEN
5. PLUGS AND WIRE
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POLL PAD SETUP
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POLLWORKER LOGIN:

USER NAME

AND PASSWORD WILL BE 

INCLUDED IN THE INSPECTOR 

KIT IN THE ENVELOPE WITH 

POLL WORKERS NAMES



41

POLL PAD SETUP

USER NAME AND PASSWORD

Democrat Sign In

rep

dem

REPUBLICAN SIGN IN

DEMOCRAT SIGN IN



POLL PAD
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LAKE COUNTY

Training Election – “Election Year”

“Day of Election”

“Precinct Location”

0



POLL PAD
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(Actually look at the ID to ensure it meets the 4 voting criteria)
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1. The voter's ID displays the voter's photo. 
2. The voter's name on the ID must conform to the name on the voter registration 

record. 
3.  With one exception, the voter's ID must contain an expiration date and either still      
     be current or have expired sometime after the date of the most recent General  
     Election (November 8, 2022): 

• Military or veteran IDs with expiration date meet this requirement 
• The following IDs need NOT contain an expiration date, as long as they comply 

with the other requirements: IDs issued by the U.S. Department of Defense, the      
U.S. Department of Veterans Affairs (or Veterans Administration) a branch of 
the uniformed services, the Merchant Marines or the Indiana National Guard, or 
a Native American Indian tribe or band recognized by the U.S. government. 

4. The voter's ID must be issued by the State of Indiana or the U.S. government.  



POLL PAD
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1. Ask the voter if the address on the Poll Pad is correct. If so, choose “ADDRESS 

UNCHANGED” to move forward to the Voter Confirmation page. 

a. IF the voter has moved or changed their name, choose “ADDRESS 

CHANGED.” The Poll Pad will then notify you the voter will need to 

complete the VRG 4/12 form and a VRG-11 form to update their 

information after the election. Choose “Continue” on this page to advance to 

the Voter Confirmation page. 
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1. The Voter will then Sign the Poll-Pad and affirm his or her selection to the prior 

page is correct.  The Voter will then select “Done Signing.” 

 

 
 

 

2. Turn the Poll Pad back to you (the Clerk) and compare the voter signature from the 

Poll Pad with the one on file then select “Submit” to complete processing of the 

voter.  
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1. You will receive confirmation that the voter has been processed, and a voter slip 

will generate from the Bluetooth Printer. Give this slip to the Poll Judge, who will 

accompany the voter to the voting booth. 

 

 

 

 

 

 

 

 

 



POLL PAD
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MANUAL SEARCH 
For voters with a Passport or Military ID (or the license does not scan, you can perform a 

Manual Search by selecting that button from the Main Screen. 

You may enter a few letters of the voter’s last name, then a few letters of the first name, 

then press “Search” to bring up all matching options. You can then scroll the screen 

upwards to find the voter match. Tap on the voter’s name to advance to the Address 

Confirmation screen. 

 

 

 

 

 

 

 

 

  

 

)
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On the Manual Search screen, you may also select “Advanced Options” and choose to 

enter other information, such as Date Of Birth to further narrow down the options to find 

the correct voter. 

 

 
 

IF YOU CANNOT LOCATE A VOTER ON THE POLL PAD, 

CONTACT YOUR COUNTY OFFICE FOR GUIDANCE. 

When a voter is found, please follow pages 52 to 56. 



VALID IDS FOR VOTING PURPOSES 

IN INDIANA

YES

11/8/2022
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THESE IDS ARE NOT VALID FOR VOTING 

PURPOSES IN INDIANA

NO

11/8/2022
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11/8/2022
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THE HELP AMERICA VOTE ACT

Is a Federal Law requiring each polling place to be 
accessible to elderly voters and voters with 

disabilities.

1. Polling places should have accessible parking and obstructions to 
entrances should be removed.

2. Poll workers should never assume a voter wants assistance.

3. Be aware that dogs assisting people with disabilities must be admitted 
into the polling place.

PEOPLE WITH DISABILITIES CAN BRING SOMEONE TO THE POLLS TO 
ASSIST THEM IN THE VOTING BOOTH, OR THEY MAY REQUEST THE 

BIPARTISAN JUDGES TO ASSIST THEM (FORM PRE-3)
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PRECINCT POLL INSPECTORS
THE INSPECTOR MANAGES THE POLLING PLACE

The inspector shall ask voters to provide photo ID.

Challenge voters and accept challenges.

The inspector picks up election supplies on the Saturday prior    

to election.

The inspector administers the oath to all poll workers (PRE-1,   

Bright Yellow Precinct Oath Book)

The inspector announces the opening and closing of the polling   

place.

Accompanied by the judge of the opposite political party, the 

inspector returns all election supplies at the  drop off site.

The Inspector makes sure the CERTIFICATE OF EXPENSE is

filled out and signed by the Poll Workers.
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NO ONE IS ALLOWED IN POLLING 
PLACE WITHOUT CREDENTIALS
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WHO IS ALLOWED IN THE POLLING 

PLACE WITH CREDENTIALS

GENERAL

58

11/5/2024



WHO IS ALLOWED IN THE 

POLLING PLACE ?

○ Voters casting ballots (and children under 18 with the 

voter).  Precinct election officials  (inspectors, judges, poll 

clerks). An individual authorized to assist a voter in voting. 

(Can not be a union rep, or the voter’s employer or people 

with proper credentials.)

○ If the voter requests assistance, but does not designate 

someone to help them, both Judges must accompany the 

voter into the voting booth and assist the voter.

○ A person providing assistance to a voter (including 

Judges), must complete the Affidavit of Voter Assistance 

(PRE-3), before entering the voting booth.
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PARTY WATCHERS, POLL BOOK HOLDERS, CHALLENGERS

AND PEOPLE WITH MEDIA CREDENTIALS.  DESCRIPTIONS 

DUTIES/RULES FOR EACH ARE FOUND IN THE

2024 INDIANA ELECTION DAY HANDBOOK
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(Colors may vary due to copying and scanning.)



NEW 2024 POLLWORKER PAY SCALE

2024 POLLWORKER PAY SCALE

POSITION BASE PAY TRAINING

Republican Judge  
Assist Inspector to 

Drop-Site TOTAL

INSPECTOR 210 30 240

DEM JUDGE 145 30 175

REP JUDGE 145 30 25 200

CLERKS 145 30 175

IF THE REPUBLICAN JUDGES RETURN 

THE ELECTION SUPPLIES WITH THE INSPECTOR

AND SIGN THE RETURN SHEET, THEY WILL 

RECEIVE AN ADDITIONAL $25 IN PAY.
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STATEMENT OF EXPENSE

INSPECTORS SIGN HERE ALSO

PLEASE PRINT ALL INFO CLEARLY

INCLUDING CITY AND ZIP CODE

SIGN YOUR NAME HERE

POLLING PLACE INFORMATION

PLEASE

CHECK

HERE

IF YOU

ATTENDED

A TRAINING

SESSION

LS 01
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CHECKS WILL BE

MAILED ON

DECEMBER 12, 2024



STATEMENT OF EXPENSE

IF YOU DO NOT CORRECTLY FILL IN THE 

STATEMENT OF EXPENSE SHEET YOU 

WILL DELAY PAYMENT FOR ALL YOUR 

WORKERS.

DO NOT RELY ON THE INSPECTOR TO FILL 

OUT YOUR PAY INFORMATION. IT IS 

YOUR RESPONSIBILITY!

REMEMBER YOUR CHECKS ARE MAILED TO 

THE ADDRESS ON THE CLAIM.

FULL SS# REQUIRED NOT JUST LAST 4. 64
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AUDIT YOUR NUMBERS

THIS IS MANDATORY
Using the PRE 16 form to audit your precinct

Note: discrepancies throughout the day, all discrepancies 
should be noted on the pre-16. 

Check the number of check-ins on the 
Poll pad, then ask the judge how many people have
voted on the machines.  Add the machine numbers
together to see if they match the Poll Pad check-ins.

Write it down on the PRE-16 form.  If they don’t match,  
you’ll need to find out why.  Maybe you had someone leave 
without voting or someone voted Provisional. If so, please 

write why the numbers didn’t match.
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PRE-16

PART 1
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PRE-16

PART 2
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This form is mandatory.



THE ONE WHO GOT AWAY

When  a Voter leaves the booth without “casting” their ballot, 

The Poll Workers must attempt to alert the Voter.

If unable to do so, or the Voter declines to return, 

the Inspector and BOTH Judges must complete the process 

by pressing the “CAST VOTE” button.

There is a new form in your Inspector booklet (PRE-9) that must be 

signed to document this occurrence by the Inspector and Judges.

STOP!
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Joel Rodriguez 5555 Northcote Ave  12/23/71    2222                          not in IPad



THE ONE WHO HAD TO WAIT

LONG LINES

There’s another new form where the Inspector needs to write down 

how many voters were in line at:  6:00 a.m., 12:30 p.m. and 6:00 p.m.

It is Step 6  and it will be found in in your Inspector Booklet.

Make sure you fill it out!!

(PRE-1, INSPECTOR OATH BOOK), STEP 6

This is only the number of people who ARE in line at that time 

and NOT total votes processed.

71



SPLIT PRECINCTS

HERE IS A SAMPLE OF A SPLIT PRECINCT IN LAKE STATION
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Voter ID: 01234567890

DOB: 01/02/1970

Note: There are split precincts in East Chicago, Gary, Lake Station, Lowell, and Merrillville
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NOTE! ALL MATERIALS ENCLOSED IN THE ABS-8 MUST BE 

SURRENDERED

If they have the Physical Ballot, no Pre-5 is required.  You will take the Ballot, 

allow the voter to vote and return Surrendered Ballot with election supplies.

X



Fail Safe Procedures
What is a fail safe procedure?

 Fail safes are procedures in place to help resolve voter eligibility 
issues at the polls

 In Indiana, we try everything before issuing a provisional ballot

 No one is ever turned away from the polls without the ability 
to vote at least a Provisional Ballot

Poll Worker should:
1. Call the County Election Board for potential Certificate of 

Error or a Miscellaneous Error

 If the voter’s name is not on the POLL-PAD due to a county 
error, write information on the EPoll-Pad Errors sheet, which 

is on the very last page of the Forms Book

2. EMERGENCY LIST OF VOTERS

3. Use the VRG-4/12 Form

 If the voter has moved outside of the precinct but in the 
same city or town

 6575



WHEN A CHALLENGE SHOULD 

BE ISSUED

It is against the law…

1. For a person who is not eligible to vote in the precinct to attempt to cast 
a ballot.

2. For a precinct election official to knowingly fail to challenge an ineligible 
person.

3. For a precinct election official to challenge a voter that the official knows 
is eligible to vote.

WHO MAY CHALLENGE A VOTER?

1. Member of the Precinct Election Board

2. A poll clerk only based on questionable signature.

3. A challenger appointed by a political party/candidate with proper 
credentials.

4. What form to use?  PRE-4
76



• IF YOU USE ANY PROVISIONAL 
BALLOTS OR EMERGENCY BALLOTS 
(THE USE OF EMERGENCY BALLOTS 
REQUIRES PERMISSION!  YOU MUST 
CALL 219-755-3795.)

•YOU NEED TO SHOW THAT YOU 
USED THEM BY MARKING ENVELOPE 
#1 (WHITE ENV.)WHERE INDICATED

77
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WHAT PROVISIONAL SUPPLIES GO TO THE

PRECINCT?

○ SEALED RED PROVISIONAL BAG

● INSIDE BAG:

● FORM BOOK

● SECRECY ENVELOPES

● BALLOT CARDS 

● OFFICIAL BALLOT 

● PRE-4 – PRO-2 ENVELOPE

79

Only break the Seal if you intend to use a Provisional Ballot.



1. PERSON 
CHALLENGING 

COMPLETES TOP 
PORTION OF PRE-4

(USUALLY INSPECTOR 
OR CLERK)

2.  CHALLENGED 
VOTER COMPLETES  

BOTTOM

PRE-4/PRO-2
ENVELOPE

80



4.   IT IS MANDATORY THAT BOTH CLERKS  MUST INITIAL THE BACK OF THE 

PROVISION BALLOT CARD AND SECRECY ENVELOPE OR VOTE WILL NOT COUNT.

Democratic initials

Republican initials

PB KK

BALLOT CARD

SECRECY 
ENVELOPE

5.  GIVE VOTER THE PROVISIONAL BALLOT CARD, OFFICIAL BALLOT, SECRECY 

ENVELOPE AND THE SECURITY ENVELOPE ( PRO-2/PRE-4) 81



7. THE VOTER 
COMPLETES PRO-2 

SIDE OF ENVELOPE. 

6.VOTER MARKS 
BALLOT IN SECRET 

AND SEALS 
BALLOT IN 

PRO-2/PRE-4
ENVELOPE

8.INSPECTOR GIVES 
VOTER PRO-9, WHICH 

CONTAINS COUNTY 
CONTACT INFORMATION 

AND EXPLAINS 
PROVISIONAL BALLOT 

FOLLOW-UP INFO.
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VRG 4/12 FORM

IF VOTER INFORMS THE CLERK 
THAT THEY HAVE MOVED, the 

voter then must complete a VRG 
4/12.  The voter can vote one last 

time in their old precinct.

PRIOR TO VOTING
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Certificates of Error.

(C OF E)

ERROR BY COUNTY 

If the voter’s name is not on the Poll Pad 
(IPad) or the Registered Voter List, call 

the County Election Board at             
219-755-3795     
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2024 GENERAL
ELECTION
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EMERGENCY BALLOTS ARE ONLY USED FOR COMPLETE AND TOTAL 

MACHINE FAILURE, NOT BECAUSE OF LONG LINES.

CALL OFFICE FOR AUTHORIZATION TO USE EMERGENCY BALLOTS, 

AUTHORIZATION NUMBER MUST BE WRITTEN ON ENVELOPE #8.
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CLOSING THE POLLS
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POLL CLOSING REMINDERS

ONCE EVERYONE HAS VOTED AND LEFT THE POLLS:

Follow the checklist in the Election Day Handbook.

IMPORTANT REMINDERS:

Machines must be tallied.

No precincts can tally machines until all voters have left the building.   Be sure     

to tally each machine separately, using a new red tally card for each machine.

All machines must be taken apart and put back in their cases.

All ADA signs and equipment are to be placed by the machine. DO NOT BRING ADA  

OR MACHINES TO THE DROP OFF SITES UNLESS SPECIFICALLY INSTRUCTED

Polling places must be returned to their original setup.

The Inspector must return all election supplies to the drop off sites with 

Judge of the opposite party.

REMEMBER, ANY VOTER IN LINE AT 6:00 P.M. SHALL BE 

ALLOWED TO VOTE.
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YOU WILL NEED A SEPARATE RED TALLY 

CARD AND ENVELOPE FOR EVERY VOTING 

MACHINE YOU HAVE IN YOUR PRECINCT

1.Insert card into panel

(this side facing you)

2.Follow displayed 

instructions.

ALIGN ARROWS

TALLY CARD

90

LABELED WITH INDIVIDUAL 

MACHINE NUMBER

LABELED WITH ALL MACHINE NUMBERS

FOR YOUR PRECINCT



REMEMBER
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Set the numbered red tally card that correspond to each 

numbered voting machine to avoid using the same card 

twice.



TALLY TAPES

PLEASE SIGN 
HERE
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INSPECTOR AND BOTH

JUDGES SIGN

PRINT 3 TALLY TAPES

ONE TALLY TO RETURN WITH 

EQUIPMENT

ONE TALLY FOR EACH PARTY 

(DEMOCRAT AND REPUBLICAN)



DROP OFF SITES 

Gov’t Complex A-2nd Fl., 
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Gary Airport-West Entrance (B Coleman Aviation)

Wicker Park (SOCIAL CENTER)
Hammond – Highland – Dyer – Munster-

Griffith

Saint John – Hobart – Lake Station – Winfield – Tri-Creek

Crown Point – Schererville – Merrillville – Cedar Lake

Eagle Creek - West Creek  

Gary – East Chicago - Whiting 



DROP OFF SITES 
Inspectors please have these items ready for drop off:

1.Envelope #1 with Zero Proof tape, Start card, Vote cards
& tally tapes inside.  Also, insert Zip lock bag containing 
the Red Machine Tally cards only 

2. POLL PAD AND JETPACK/CRADLEPOINT IN THEIR 
BOXES THE WAY YOU RECEIVED THEM

3. STATEMENT OF EXPENSE
4. Emergency Ballot Envelope #8 if used
5. Red Provisional Bag
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FOR THE DROP OFF SITES, PLEASE HAVE THE FOLLOWING 

READY:

STATION #1 - IPAD (POWER ON), CHARGER, AND RED TALLY CARDS 

(IN ZIPLOC BAG)

STATION #2 - HOT SPOT, WHITE ENVELOPE, AND BLACK BAG

STATION #3 - SIGN PAPERWORK - INSPECTOR/REPUBLICAN JUDGE 

(BRING A PEN)

STATION #4 - AUDITOR’S OFFICE/PAY CLAIMS/CERTIFICATION OF 

TRAINING
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,
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Thank you for serving as a Poll Worker



WE CAN HELP!

LAKE COUNTY BOARD OF 

ELECTIONS AND REGISTRATION

2293 N MAIN STREET

CROWN POINT, IN 46307

219-755-3795  &  219-755-3796
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