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Follow these procedures as closely as possible for counting ballots
that have not been processed through the tabulator including Same-Day

Registration Ballots, Auxiliary Compartment Ballots, & Absentee Ballots.
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Introduction

Purpose

The purpose of this manual is to describe the steps to be followed in receiving, handling,
counting, and preserving absentee ballots at elections, primaries, and referenda. The procedures
for voting and counting absentee ballots at elections must apply as closely as possible to
primaries and referenda. This manual specifically states where there are differences in procedure
for primaries or referenda. Absentee ballots are available at all elections and primaries, and for
referenda where permitted or required by law. (Secs. 9-133f, 9-135, as amended by P.A. 26-42
Sec. 1, 9-369c, as amended by P.A. 26-42 Sec. 27)

Absentee Ballot Counting Officials

Moderator

The moderator is the chief polling place official. The moderator must supervise the process of
absentee ballot counting. Absentee ballots may either be counted at one central location, or at
each polling place. If absentee ballots are counted at a central location, a central counting place
moderator supervises the counting of absentee ballots. If absentee ballots are counted at the
polling place, the polling place moderator supervises the counting of absentee ballots. (Sec. 9-
150a(g), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10)

Registrars of Voters

The Registrars of Voters are the municipal election officials responsible for elections, referenda,
and their party’s primary. The registrars are jointly responsible for proper tabulator preparation,
polling place preparation, poll worker training, and other duties as required by Connecticut
election laws.

Absentee Ballot Counters

Absentee ballot counters are election officials tasked with handling, inspecting, and counting
absentee ballots cast by electors. The law requires all absentee ballot counters to attend a
training session conducted by the registrar(s) of voters and the moderators. The text for the
training session is this Manual. In towns with central counting of absentee ballots, only the
central counting moderator must participate with the registrar(s) and absentee ballot counters.
In towns where absentee ballots are counted at the polling place, all moderators who will serve
at the polls at the election or primary must attend the training. Note: No spouse, parent,
grandparent, child, or sibling of a candidate may be appointed to count absentee ballots where
the name of the candidate appears on the ballot. (Secs. 9-147c, 9-148)

6 Absentee Ballot Counting Manual July 2026



Administering of Oaths

As election officials, absentee ballot counters must be sworn to the faithful performance of their
duties. The law permits both registrars and moderators to administer oaths to election officials,
such as absentee ballot counters and municipal clerks. The form of the oath is as follows:

You solemnly swear (or affirm, as the case may be) that you will faithfully discharge,
according to law, your duties as absentee ballot counter, to the best of your ability; and
that you will serve in this election or primary as the case may be, as an official, completely
impartial with respect to any candidate or any political party; so help you God.

In administering the oath, the person to whom the oath is administered should hold up their right
hand. If a person, by reason of scruples or conscience, objects to such ceremony, or the person
administering the oath has reason to believe that any other ceremony will be more binding upon
the conscience of the person taking the oath, they may permit or require any other ceremony to
be used. If, through the scruples of conscience, a person declines to take the usual form of oath,
a solemn affirmation may be administered to them in the form of the oath prescribed, except
that instead of the word “swear” the words “solemnly and sincerely affirm” shall be used and
instead of the words “so help you God” the words “upon penalty of perjury” shall be used. The
person to whom the oath is administered should answer “l do.” (Secs. 1-22, 1-23, 1-24 as
amended by C.G.S. Supp. 2026, 1-25)

A record of the time when, and the place where, the oath was administered to each absentee
ballot counter must be made by the official administering the oath at the time the oath is taken.
The record must be returned to the registrar of voters after the polls close and subsequently filed
with the municipal clerk. See form titled “Certification of Administration of Oath to Absentee
Ballot Counters.” (Secs. 9-148, 9-231)
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Who May Observe Absentee Ballot Counting

Absentee Ballot Counting at Individual Polling Places

Absentee ballot counting done at individual polling places must take place in plain view of all
election officials and electors present in the polling room. The general public is not allowed to
observe the count during polling hours because access to the polling room during polling hours
is limited to: electors casting their vote, election officials, unofficial checkers, news media, small
groups of students in grades four through twelve in attendance for educational purposes,
children accompanying parent/guardian electors, and runners. (Secs. 9-147a, 9-236, as amended
by C.G.S. Supp. 2026, 9-236a, 9-261, as amended by C.G.S. Supp. 2026)

When the count is conducted at an individual polling place, no one may reveal the result of the
absentee ballot count that may be conducted during election day until after the close of the polls
when the results of the vote are officially announced. (Sec. 9-147c)

Absentee Ballot Counting at a Central Location

Any member of the public may observe absentee ballot counting conducted at a central location,
but they may not be so close that they can see the actual vote, nor may they interrupt the
counting process. No candidate up for election or nomination shall be allowed to participate in
the count, except for municipal clerks and registrars of voters who are candidates for the same
office, and deputy registrars of voters who are candidates for registrar of voters and are
performing official duties. (Secs. 9-147a, 9-147c, 9-258 as amended by P.A. 26-42 Sec. 31)
Further, as of January 1, 2027, Assistant Municipal Clerks, who are candidates for Municipal Clerk,
may perform their official duties at the polls.

When the count is conducted at one central location, no one may reveal the result of the
absentee ballot count that may be conducted during election day until after the close of polls
when the results of the vote are officially announced. (Sec. 9-147c)

8 Absentee Ballot Counting Manual July 2026



Types of Absentee Ballots

Regular Absentee Ballots

Any elector may choose to exercise their right to vote by applying for an absentee ballot. They
no longer need to cite a specific reason before obtaining one. All candidates and questions to be
voted upon are printed on the regular absentee ballot. (Sec. 9-135, as amended by P.A. 26-42
Sec. 1)

Official Blank Absentee Ballots

In regular elections only, special early official blank absentee ballots (ED-81a) are available 90
days before the regular election to all members of the armed forces, as well as their spouses and
dependents living where they are stationed, who due to military contingencies cannot follow the
regular 31-day absentee ballot procedure. Because candidates are not known 90 days before an
election, a list of candidates is not included in a blank ballot. The list of candidates and questions
will be sent to the elector as soon as it is available. (Sec. 9-153e, as amended by P.A. 26-42 Sec.
14)

Official blank absentee ballots are also available as soon as a list of candidates and questions to
be voted upon are available to electors residing or expecting to be travelling outside the United
States and to servicemembers as well as their spouses and dependents living within or outside
the United States. The list of candidates and questions to be voted upon is usually made available
approximately 45 days before an election or primary. Occasionally, the list of candidates and
guestions is not available at the 45-day mark. In that case, the blank ballot shall still be sent to
the elector at the 45-day mark and the list of candidates and questions shall be sent to the elector
as soon as it is available. (Sec. 9-153f, as amended by P.A. 26-42 Sec. 15)

Electors using the official blank absentee ballot cast their vote by writing in the names of the
candidates and offices for which they are voting. Electors in an election may also vote on the
guestions as prescribed on the ballot.
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Official Overseas Ballots

Qualified United States citizens residing outside the United States may vote in federal elections
for candidates for the offices of President, Vice President, Presidential Electors, United States
Senator, and Representative in Congress by using the Official Overseas Ballot (ED-71). Such
persons may also vote in federal primaries for candidates for the offices of United States Senator
and Representative in Congress using the Official Primary Overseas Ballot (ED-71Pr). Such
persons may also vote in Presidential Preference Primaries using special envelopes and the
Official Presidential Preference Absentee Ballot (ED-2PrP). (Secs. 9-158a et. Seq.)

Additionally, qualified United States citizens who expect to be traveling on or before election day,
and are registered Connecticut voters, may vote absentee for all offices being contested at an
election or primary. (Sec. 9-153f, as amended by P.A. 26-42 Sec. 15)

Presidential Ballots

Qualified former residents may vote in presidential elections only, and only for the office of
presidential electors using the Official Presidential Ballot (ED-31). (Secs. 9-158a et. Seq.)

Note: The Official Blank Absentee Ballots, Overseas Ballots, and Presidential Ballots should be
counted in the same manner as regular absentee ballots.

Electronically-Issued Ballots

Pursuant to the Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) and relevant
state law, the State of Connecticut developed procedures for transmitting blank ballots to voters
by mail or, upon the request of the elector, electronically.

These ballots can be legally sent to an elector by electronic mail. In this case, the elector will not
have an envelope in which to return their ballot. Instead, the elector will receive and print an
Official Blank Absentee Ballot, the list of candidates, and a certification page. After filling out their
ballot, the elector will fold and insert the ballot and the certification page in an envelope and
return them to the municipal clerk of the municipality where the elector is registered to vote.

Note: Step 4 of the “Absentee Ballot Counting Steps” in this Manual refers to the rejection of an
absentee ballot if it is not returned in the proper envelope. Because these ballots are issued
electronically, the elector will not receive a return envelope. The certification statement included
with the ballot is intended to be used in lieu of a return envelope and must be completed and
returned in order for the ballot to be counted. (Secs. 9-153e, as amended by P.A. 26-42 Sec. 14,
9-153f, as amended by P.A. 26-42 Sec. 15)
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Delivery and Receipt of Absentee Ballots

Delivery Time and Time for Counting Absentee Ballots
Individual Polling Places

If a town is counting absentee ballots at the individual polling place, and the type of election is a
regular election, primary, or referendum, ballots must be delivered by the municipal clerk to the
registrars of voters by 8:00 a.m., and after the close of the polls at 8:00 p.m.

If there is a special election or referendum, the ballots must be delivered by 8:00 a.m. or a
mutually agreed-upon time before 4:00 p.m. Ballots may also be delivered at 6:00 p.m. at the
option of the registrar(s). If the optional 6:00 p.m. delivery is used and there are no ballots left
to be delivered at 8:00 p.m., the 8:00 p.m. delivery need not be conducted.

The actual counting of the ballots can be performed at any time as designated by the registrars
of voters, even if the ballots are delivered at various times during the day to the counting
locations. (Sec. 9-140c, as amended by P.A. 26-42 Sec. 7)

If the municipality employs absentee ballot counters at the polling place, the absentee ballot
counters must arrive at the counting location at least 15 minutes before the deadline for clerks
to deliver the ballots. (P.A. 26-42 Sec. 10)

Central Counting Locations

If a town is conducting central counting, and the type of election is a regular election, primary, or
referendum, the ballots shall be checked and delivered by the registrars of voters to the counting
locations by 8:00 a.m., and after the polls close at 8:00 p.m.

If there is a special election or referendum, the ballots must be delivered by 8:00 a.m. or a
mutually agreed upon time before 4:00 p.m. Ballots may also be delivered at 6:00 p.m. at the
option of the registrar(s).

The actual counting of the ballots can be performed at any time as designated by the registrars
of voters, even if the ballots are delivered at various times during the day to the counting
locations. (Sec. 9-140c, as amended by P.A. 26-42 Sec. 7)

The absentee ballot counters must arrive at the absentee ballot counting location at least 15
minutes before the deadline for the clerk to deliver the absentee ballots. (P.A. 26-42 Sec. 10)

Receipt of Ballots (Endorsements)

As absentee ballots are received by the municipal clerk, the clerk must endorse each envelope.
Each endorsement must include the date, the time of receipt, the method of receipt, and the
clerk’s signature. The method of receipt should indicate whether the absentee ballot was
returned via the United States Postal Service or another commercial carrier, deposited in a secure
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drop box, returned in person by the elector, or returned in person by a designee or immediate
family member of an elector. If the method of receipt was via drop box, the drop box location or
assigned drop box number should be notated. (Sec. 9-140c, as amended by P.A. 26-42 Sec. 7)

The municipal clerk must also execute an affidavit attesting to the accuracy of each endorsement
and give the affidavit to the head moderator at the close of the polls. The head moderator, at the
time of their receipt of this affidavit, must sign the affidavit, noting the time they received it. The
affidavit must be returned to the clerk when the counting is complete. See form titled “Affidavit
of Endorsement of Absentee Ballot Envelopes.” (Sec. 9-140c, as amended by P.A. 26-42 Sec. 7)
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Presorting, Prechecking, and Curing of Absentee
Ballots

Presorting

Starting on the day after the first day that absentee ballots are issued, all absentee ballots
received by the municipal clerk at or before 11:00 a.m. on any weekday shall be sorted into the
proper voting districts.

Absentee ballots received by the municipal clerk after 11:00 a.m. on the last day before the
election, primary, or referendum that is not a Sunday or a legal holiday, and before 6:00 p.m. on
the day of the election, primary, or referendum shall be presorted by the municipal clerk in the
same manner.

The municipal clerk will retrieve ballots from the secure drop box each business day, beginning
on the first day of absentee voting set issuance until the close of polls.

Any absentee ballots received after 6:00 p.m. shall be sorted into their proper voting districts and
delivered to the registrars of voters after the polls close at 8:00 p.m. for checking by the absentee
ballot counters. (Sec. 9-140b, as amended by P.A. 26-42 Sec. 6, Sec. 9-140c, as amended by P.A.
26-42 Sec. 7)

Prechecking

Note: All names must be prechecked in the manner described below, except for Absentee Ballots
Issued on the Basis of Faxed Applications and Federal Write-in Absentee Ballots.

During the presorting period, the registrar(s) may check daily the names of the absentee electors
on the official checklist by marking “absentee” or “A” next to the elector’s name. All ballots
received by 11:00 a.m. on the last weekday before the election or primary must be presorted and
prechecked in this manner. After the presorting and prechecking is completed, the municipal
clerk must seal the unopened ballots in a package, so that no one may open the package without
the clerk becoming aware, and keep them in a safe place until they are delivered to the registrars
by 8:00 a.m. on the day of the election, primary, or referendum. In the case of special elections
or referenda, the clerk and registrars may mutually agree to other times, before 4:00 p.m.

Like in the earlier section titled “Receipt of Ballots (Endorsements),” the municipal clerk and
registrar(s) must execute an affidavit of delivery and receipt of the presorted and prechecked
absentee ballots that have been delivered. The affidavit of delivery and receipt must be executed
by the legally prescribed times of 8:00 a.m., at 6:00 p.m. if there is an optional delivery at that
time, and after the polls close at 8:00 p.m. if a count is required at that time. See form titled
Affidavit of Delivery and Receipt of Absentee Ballot.” (Sec. 9-140c, as amended by P.A. 26-42 Sec.
7)
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Curing

State law now provides for an opportunity to “cure” an absentee ballot that is returned without
a signature on the return envelope. Absentee ballots can be cured by the elector signing the
return envelope in the presence of the municipal clerk at the clerk’s office. Absentee ballots can
be cured until polls close on election night. If the ballot is not cured, the ballot is rejected.

When a municipal clerk finds that an absentee ballot envelope has not been signed, the clerk
shall make their best efforts to contact the elector and inform them that the elector may come
into the municipal clerk’s office to sign the envelope. The clerk may call the elector over the
telephone, email the voter, or use other best efforts to make contact with the elector. The clerk
should create and store a record of the date, time, and method of any and all attempts that were
made. The elector may come into the clerk’s office, wherein the clerk shall produce the applicable
unsigned absentee ballot envelope and have the voter sign. The clerk should not request any
additional identification from the voter. (P.A. 26-42 Sec. 7)

Additionally, the municipal clerk will make a designation of “CE” in CVRS. “CE” stand for “cure
eligible.” Any elector with such designation may vote in person as an alternative to appearing
before the municipal clerk. If such voter votes in person, the moderator will contact the municipal
clerk, and the municipal clerk shall reject the absentee ballot.
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Special Procedures for Certain Absentee Ballots

Overview

This section covers the special procedures for handling, checking, and counting Absentee Ballots
Issued on the Basis of Faxed Applications, Overseas Ballots in Federal Elections, Federal Write-in
Absentee Ballots (FWABs), and Provisional Ballots. The procedures outlined for handling,
checking, and counting the types of absentee ballots in this section differs from the general
absentee ballot counting procedure outlined in the upcoming “Procedure for Counting Absentee
Ballots” section.

Absentee Ballots Issued on the Basis of Faxed Applications
Regular Ballots in Return Envelopes Displaying Unique Ballot Identification Numbers

The municipal clerk must keep a list of names and addresses of all persons to whom ballots were
issued on the basis of a faxed ED-3 application. When an ED-3 with the elector’s signature is
received, the municipal clerk crosses the name off the list. On the day before the election, if the
ED-3 with the elector’s signature has not been received, the registrars of voters must not
precheck the name of the elector off the list. The municipal clerk must hold these ballots and
note on each unique ballot identification numbered envelope information similar to the
following: “Not prechecked because faxed ED-3 with elector’s signature was not received. Hold
until 8:00 p.m. on election night to be checked off the list and counted or rejected.”

At 8:00 p.m. on election night, the absentee ballot counters shall receive these ballots and the
list, prepared by the municipal clerk, of electors who have not returned an application with their
signature by 8:00 p.m. The counters will check off the names of the electors on the registry (if
the elector has not already voted in person) and the counters will check with the municipal clerk
(or the clerk’s list) to confirm the application with the elector’s signature was received by 8:00
p.m. If the application with the elector’s signature was not received by 8:00 p.m., the counters
shall open the unique ballot identification numbered envelope to determine whether the
application with the elector’s signature is inside, all the while making every effort to preserve the
privacy of the vote. If the elector’s signature is inside and the application was properly completed,
the counters shall note on the unique ballot identification numbered envelope that the
application with the elector’s signature was received inside and shall count the ballot. The ballot
shall be counted by following the general absentee ballot counting procedure outlined in the
upcoming “Procedure for Counting Absentee Ballots” section.

If the application with the elector’s signature is not inside the envelope or has not been properly
completed, the counters shall put everything from that elector back into the return envelope
bearing a unique ballot identification number and mark the envelope with information similar to
the following: “Rejected—Faxed ED-3 application with the elector’s signature not received and
properly completed by 8:00 p.m. on election night.”

15 Absentee Ballot Counting Manual July 2026



Federal Elections—Overseas Ballot Returned in Unique Ballot Identification Numbered
Envelope

The municipal clerk must keep a list of the names and addresses of all persons to whom Official
Overseas Ballots were issued on the basis of a faxed Federal Post Card Application (FPCA) or
Faxed ED-70 application. When the FPCA or ED-70 with the elector’s signature is received, the
municipal clerk crosses the elector’s name off the list. On the day before the election, registrars
of voters must not precheck the name of an elector off the list if the voter has not submitted the
original wet ink application. The municipal clerk must hold these ballots and note on each unique
ballot identification numbered envelope, information similar to the following: “Not prechecked
because faxed FPCA (or ED-70) with the original signature was not received. Hold until 8:00 p.m.
on election night to be checked off the list to be counted or rejected.” Note Exception: If the
faxed FPCA was sent by a member of the armed services, or a spouse or dependent of a member
of the armed services, or an elector temporarily living overseas, such faxed FPCA is sufficient
without an original signature and the registrar of voters should precheck the name off the list.
This exception only applies when the faxed FPCA is submitted solely to request an absentee ballot
and is not being used to either register to vote, change their address, or change their party
affiliation). It does not apply to the ED-70 or federal/presidential only voters.

At 8:00 p.m. on election night, the counters will receive these ballots and a list prepared by the
municipal clerk indicating those overseas electors who have not returned an application with the
elector’s signature by 8:00 p.m. The counters will check off the names of the overseas electors
on the registry list and check with the municipal clerk to see if the FPCA or ED-70 with the
elector’s signature was received by 8:00 p.m. If the application with the original signature was
received, the counters shall note this on the unique ballot identification numbered envelope and
shall count the ballot by following the general absentee ballot counting procedure outlined in the
upcoming “Procedure for Counting Absentee Ballots” section.

If the FPCA or ED-70 with the elector’s signature has not been received by 8:00 p.m., the counters
shall open the unique ballot identification numbered envelope to see if the application with the
original signature is inside. If the elector’s signature is inside and the application was properly
completed, the counters shall note on the unique ballot identification numbered envelope that
the application with the elector’s signature was received inside and shall count the ballot by
following the general absentee ballot counting procedure outlined in the upcoming “Procedure
for Counting Absentee Ballots” section.

Similarly, if the ballot was sent electronically, the counters shall open the envelope to see if the
application with the original signature is inside. If the elector’s signature is inside and the
application was properly completed, the counters shall note on the envelope that the application
with the elector’s signature was received inside and shall count the ballot by following the
general absentee ballot counting procedure outlined in the upcoming “Procedure for Counting
Absentee Ballots” section.

If there was no faxed FPCA and no faxed ED-70 received by the municipal clerk, but an Official
Overseas Ballot was issued on the basis of a “Direction by the Registrar of Voters” (ED-12), then
the original FPCA or ED-70 must be received prior to the day of the election. The municipal clerk
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must hold such overseas ballots to be counted at the 6:00 p.m. or 8:00 p.m. count. If the
municipal clerk does not receive the original FPCA or ED-70 by the day before the election, the
municipal clerk must mark each envelope with information similar to the following: “Rejected—
Original Application Not Received on Time.” (C.G.S. Sec. 9-153d)
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Federal Elections—Counting Federal Write-in Absentee Ballots

Federal Write-in Absentee Ballots (FWABs) are absentee ballots that are received from anywhere
outside the United States, or APO/FPO addresses. APO and FPO addresses are military addresses
for service members who are stationed overseas or in remote locations. APOs and FPOs are
considered to be outside of the United States.

The municipal clerk shall hold all FWABs for the 8:00 p.m. count. If an individual who returned an
FWAB lists a residence in town and is not a registered elector by 5:00 p.m. on the day before the
federal election, the municipal clerk shall give the name and address of the individual to the
registrars who shall add the elector’s name to the list of Overseas Voters to be attached to the
checklist for the proper voting district. (Sec. 9-158;j)

If a full Connecticut absentee ballot is returned by 8:00 p.m. on election day by an individual who
also voted an FWAB and was a registered elector by 5:00 p.m. on the day before the federal
election, the municipal clerk shall write on the envelope of the FWAB information similar to the
following: “Rejected—Full ballot returned on time.” At 8:00 p.m. on election day, the counters
shall not open FWAB envelopes, because the full Connecticut ballot shall be checked off on the
checklist and the counters shall count all offices voted on in the full absentee ballots. (Secs. 9-
153b, as amended by P.A. 26-42 Sec. 12, 9-153d, 42 USC 1973ff)

At 8:00 p.m. on election day, the municipal clerk shall deliver all FWABs (sorted by voting district)
to the registrars to deliver them to the counters. The counters shall treat all FWABs as Overseas
Ballots and list them on the Moderator’s Return as Overseas Ballots. If by 8:00 p.m. on election
day the municipal clerk does not receive a full absentee ballot from an individual who returned
an FWAB, and if the FWAB has not been rejected, then the counters shall check off the FWAB on
the checklist and count the ballot in the FWAB for federal offices only. The counters shall not
open any FWABs which have been rejected by the municipal clerk and shall report them on the
“Certificate of Absentee Ballot Count” of the Moderator’s Return in the “Total Ballots Rejected”
column.
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Provisional Ballots

If an individual applies for an absentee ballot, and pursuant to the Help America Vote Act
(HAVA), they are required to submit identification with their absentee ballot, there will be an
asterisk (*) next to the elector’s name on the official registry list. State law requires the town
clerk to send any voter whose name is marked with an asterisk a second envelope containing
instructions for returning their identification in the preaddressed envelope provided. The town
clerk will provide the registrars with any voter identification received before Election Day so
that the asterisk next to the voter’s name can be removed. Returned absentee ballots for
voters who did not submit a copy of their identification to the town clerk will be given to the
counters, who will examine the contents of the return envelope to determine whether the
required identification is included.

On election day, the counters will receive these absentee ballots in the same manner that they
receive other absentee ballots. The counters will check off the names of the electors on the
registry if the elector has not already voted in person.

If there is still an asterisk next to the name of an elector on the registry list who has submitted
an absentee ballot, the counters will open the unique ballot identification numbered envelope
to see if a copy of the elector’s identification is inside. If so, the counters shall remove the
identification without opening the ballot and examine the identification to see if the information
contained on the unique ballot identification numbered envelope matches the information on
the identification. If the identification is sufficient, the counters shall note on the unique ballot
identification numbered envelope that the identification is sufficient, and then the ballot shall be
counted by following the general absentee ballot counting procedure outlined in the upcoming
“Procedure for Counting Absentee Ballots” section. Additionally, a copy of the identification shall
be forwarded to the registrar of voters.

If the required identification is not inside the envelope, the counters shall put everything from
the elector back into the unique ballot identification numbered envelope and mark with
information similar to the following: “Rejected as an Absentee Ballot.” Once rejected as an
absentee ballot, the ballot will be considered a provisional ballot for federal offices only. (Sec. 9-
150a, as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10). The counters shall
record the elector’s name, address, date of birth, and unique ballot identification number of the
absentee ballot on the form titled “Provisional Ballot Inventory Form”. The absentee ballot shall
then be placed in the Provisional Ballot Depository Envelope.

At the close of polls, the counters shall place all absentee ballots that will be considered as
Provisional Ballots in the Provisional Ballot Depository Envelope and forward such materials to
the moderator of the polling place. The moderator shall then seal the Provisional Ballot
Depository Envelope, execute the form titled “Affidavit of Delivery and Receipt of Provisional
Ballots” found on page 40 of this Manual, and deliver such materials to the registrar of voters.

Note: If an absentee ballot is rejected for a reason other than a lack of identification as required
by HAVA (such as two ballots in one ED-8 Return Envelope), the absentee ballot is rejected
outright and shall not be treated as a provisional ballot.
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Procedure for Counting Absentee Ballots

Overview

This section outlines the steps to follow when counting absentee ballots. This section also
provides a series of visual examples to help illustrate common absentee ballot marking errors
that a counter may come across when counting absentee ballots.

Absentee ballots shall be delivered to the counting location at the prescribed time on election,
primary, or referendum day. Prior to counting the ballots, the absentee ballot counters must
report to the polling place or central counting location, at least 15 minutes before the clerk
delivers the ballots to the registrar, to review ballots. The following procedure for counting
absentee ballots must be strictly adhered to. Election laws describe the manner and method by
which absentee ballots are to be received, handled, counted, and preserved. This Manual should
be referred to by absentee ballot counters during the absentee ballot counting process to
receive, handle, count, and preserve absentee ballots according to Connecticut election laws.

Absentee Ballot Counting Steps

Step 1. The counters report to the moderator the total number of absentee ballots received. This
total includes Official Blank Absentee Ballots. If applicable, counters shall also report the total
number of Overseas Ballots and Presidential Ballots received. The moderator will record the
totals on the form titled “Certificate of Absentee Ballot Count” as part of the “Moderator’s
Return.” (Sec. 9-150a(c), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10)

Step 2. Except for ballots that have already been prechecked by the registrars, the absentee
ballot counter must check the absentee elector’s name and address as it appears on the return
envelope against the elector’s name as it appears on the official checklist and mark “absentee”
or “A” next to the elector’s name on the list. If the elector’s name has already been checked off
the checklist as voting in person, mark the envelope received with information similar to the
following: “Rejected—Elector Voted in Person.” (Sec. 9-140c(i), as amended by P.A. 26-42 Sec. 7)

Step 3. The counters shall check each return envelope to be sure that it has been endorsed by
the municipal clerk. The endorsement must show the date, the time the clerk received the ballot,
the method of receipt, and the clerk’s signature. If a return envelope does not comply with this
requirement, the ballot cannot be counted. For example, if the envelope is merely stamped with
a generic date stamp and contains no indication by hand, stamp facsimile, or printed name and
title that it was received by the municipal clerk, the ballot cannot be counted. If the ballot cannot
be counted, mark the envelope received with information similar to the following: “Rejected—
Clerk’s Endorsement Incomplete.” Place the rejected ballots in a depository envelope. (Secs. 9-
150a(c), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10, 9-140c(a) as
amended by P.A. 26-42 Sec. 7, Dombkowski v. Messier, 164 Conn. 204 (1972); In Re Election of
U.S. Representative for the Second Congressional District, 231 Conn. 602, 651 (1994))

In municipalities with more than one polling place, and where absentee ballots are counted at
the individual polling places, and an elector’s name is absent from the official checklist for that
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polling location where their ballot was received, the polling place moderator must contact the
registrar(s) to find out if the elector’s name is on the official checklist at another polling place in
town. If so, the ballot must be counted at the correct polling place. Arrangements must be made
with the registrar(s) to deliver the ballot to the correct polling place to be counted. (Secs. 9-
140c(b), as amended by P.A. 26-42 Sec. 7, 9-140c(c), as amended by P.A. 26-42 Sec. 7, 9-140c(i),
as amended by P.A. 26-42 Sec. 7)

If an elector’s name is not on the official checklist in any polling place in town, the ballot cannot
be counted. Mark the envelope received with information similar to the following: “Rejected—
Elector’'s Name not on Official Checklist.” Place the rejected ballot in the depository envelope
containing other rejected ballots. (Sec. 9-140c(c), as amended by P.A. 26-42 Sec. 7)

Step 4. If the unique ballot identification numbered return envelope issued to the elector is not
returned with the elector’s ballot, mark the envelope received with information similar to the
following: “Rejected— Return Envelope Not with Ballot.” Note: See the earlier section
“Electronically Issued Military and Overseas Ballots” that covers absentee ballots that were
issued without a unique ballot identification numbered envelope but should still be accepted if
their certification page is completed. (Sec. 9-140a, as amended by P.A. 26-42 Sec. 5)

Step 5. Printed on each envelope is a statement which must be signed by the elector. If the
statement is not signed, the ballot cannot be counted. The envelope shall be marked with
information similar to the following: “Rejected—Elector’s Voted Statement Not Signed.” Note:
An elector who is unable to write or sign their name can have a designee write the name of the
elector, followed the word “by” and then the designee’s own signature. (Secs. 9-150a(d) as
amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10, 9-140a, as amended by P.A. 26-
42 Sec. 5) Please note: While the lack of a signature is sufficient reason not to count an absentee
ballot, the envelope will also have a line for the printed name and the date. If either or both of
these lines are not filled in, the ballot must still be counted. It is only the signature that is
positively required.

Step 6. Place the removed envelopes in the depository envelope and place the envelopes marked
“Rejected” in the same depository envelope. Report to the moderator the number of envelopes
marked “Rejected” for use in completing the form titled “Certificate of Absentee Ballot Count”
as a part of the “Moderator’s Return.” (Sec. 9-150a(f), as amended by P.A. 26-1 Sec. 90, as
amended by P.A. 26-42 Sec. 10)

Step 7. Remove the ballots. If the ballot is in a privacy sleeve, remove the ballot from the privacy
sleeve. No, ballot should be rejected if it is not in a privacy sleeve. Leave the ballots folded so
that no markings can be seen. This is required to preserve the secrecy of the vote.

Step 8. Seal the depository envelope with nonreusable tape. The tape must cover the depository
envelope flap. The depository envelope should state the time of the count and the voting district
(in towns that are divided into voting districts). The absentee ballot counters shall endorse their
names and the envelope’s contents on the depository envelope. (Sec. 9-150a(f), as amended by
P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10)
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Note: As mentioned earlier in the “Provisional Ballots” section, an absentee ballot that was
rejected due to a failure by the elector to return a copy of their identification with their ballot, as
required by HAVA, will be placed in the Provisional Ballot Depository Envelope. The ballot will be
considered as a Provisional Ballot by the registrars of voters after the close of polls.

Step 9. Shuffle the folded ballots and then unfold them.
Step 10. Set aside ballots to be hand counted.

A. Ballots That Must be Hand Counted
The following ballots must be hand counted: Official Blank Absentee Ballots (ED-81a, ED-
8Pr), Overseas Ballots (ED-71, ED-71Pr in federal elections and primaries only), and
Presidential Ballots (ED-31).

B. Ballots With Obvious Marking Errors
Quickly inspect the ballots before feeding them into the tabulator. Any ballots which
obviously cannot be processed by the tabulator (mutilated ballots, ovals filled in with
improper ink, etc.) should be set aside for hand counting. Also, set aside ballots which
contain markings that will obviously result in lost votes (ovals on the ballot marked with
a check mark or an “X” rather than filling in the oval completely; circling the candidate or
party name rather than filling in the oval completely). The purpose of this brief inspection
is to spot obvious errors, not to substitute a hand count for tabulator processing. All
offices and questions will have to be hand counted on these ballots that have been set
aside.

C. Offices Elected from Part of a Town
If a wrong district ballot was improperly issued to an elector in a town where there are
different candidates for the same office in different parts of the town, the ballot should
be completely hand counted and only the races that the elector is entitled to vote for
should be counted.

D. Stickered Races
If the municipal clerk has notified election officials that a candidate’s name has changed
since the first absentee ballot was issued and that the voting tabulator has been
programmed not to count that office on the absentee ballots, you must hand count the
ballots for that office only. The hand count must take place before the absentee ballots
are fed through the tabulator. These situations are called “Stickered Races.”

Step 11. Count the number of absentee ballots to be tabulator counted, wholly or in part, and
give the number to the moderator to enter on the “Certificate of Absentee Ballot Count” as part
of the “Moderator’s Return.” Feed these ballots into the tabulator for processing. If the ballot is
rejected by the tabulator, follow the instructions on the display, as modified by the following
instructions:

A. Overvote
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If the tabulator indicates that a ballot contains an overvote, check the ballot to be sure
that there is in fact an overvote and not either a stray mark through one of the ovals (see
Example 3) or a cross-endorsement which has been voted upon on multiple rows. Unless
the ballot clearly shows an attempt by the elector to cast more than one vote for an office
(other than a cross-endorsement), the ballot should be set aside to hand count for all
offices. Subtract from the number of absentee ballots counted by the tabulator.

If the ballot does contain a true overvote, reinsert the ballot, press and hold the “yes” key
at the same time to perform an override. When the tabulator performs an override, it
does not count any votes for the office in which an overvote occurs, but it does count all
other properly marked votes.

B. Blank Ballot
If the tabulator displays a message saying that a ballot is a “blank ballot”, it usually means
that the entire ballot is marked in such a way that the tabulator can read no votes
whatsoever (the ballot may be marked with improper ink or the ovals for a candidate’s
name are check marked instead of filled in). Subtract the number of absentee ballots to
be tabulator counted and set aside these ballots to be hand counted for all offices.

Note: These types of “blank” or unreadable ballots are different from Official Blank Ballots
that have been mentioned throughout this Manual. Official Blank Ballots are special
absentee ballots that are issued before full lists of candidates are available. Review the
example of an Official Blank Ballot.

There is another situation, wherein the voter has returned an absentee ballot with no
votes marked on it. In this case, the tabulator will give the counters the option to cast the
ballot without a vote.

Step 12. The rule for hand counting ballots is that the intent of the elector governs. If the
elector’s ballot is properly marked, then the elector’s intent is clear. However, many ballots are
not properly marked. The following are a series of rules and examples of said rules for counting
correctly or incorrectly cast absentee ballots. If a ballot to be counted resembles one of the
following example ballots presented, the absentee ballot must be counted according to the rule
and the illustration of the rule seen in the example.

If none of the example ballots are representative of the ballot to be counted, the absentee ballot
counters must submit the ballot to the moderator and the moderator will make the decision as
to whether the ballot may be counted or rejected. If the moderator is of the opinion that the
ballot is marked for the purpose of providing a means of identifying the elector who cast it, the
ballot may be rejected. However, the Connecticut Supreme Court upheld a moderator’s decision
to count an absentee ballot for the office of Representative in Congress where the elector made
a correction on their vote for Governor and noted, “Please register my vote for Scott instead of
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Rowland,” and signed their name. (In Re Election of U.S. Representative for the Second
Congressional District, 231 Conn. 602, 657 (1994). The moderator must record the question and
their decision in writing on the back of the ballot and return the ballot to the absentee ballot
counters. (C.G.S. Sec. 9-150a(k), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec.
10, C.G.S. Sec. 9-150a(l), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10)

A. Properly Marked Absentee Ballot
To cast a regular absentee ballot in a primary or election, the elector must fill in the oval
corresponding to the name of each candidate for whom they wish to vote. In Example 1,
a vote is counted for George Washington and Dwight Eisenhower.

Example 1

Regular Absentee Ballot

Office 1 2

First Selectman Selectman

OlB

Party
Abraham Lincoln Dwight Eisenhower
Republican
O 1A 0 2a
George Washington U. S. Grant
Democratic

0 2

Good Neighbor

Thomas Jefferson

0 1c

John F. Kennedy

0 =2

In the case of an office for which the elector may vote for two or more candidates, an
elector may vote for any combination of candidates, up to the maximum for which the
elector may vote, even if the candidates are opposite each other in the same column. The
elector may vote for the full number of candidates for whom they are entitled to vote, or
less than the full number, but they cannot exceed that number. In Example 2, a vote is
counted for Lillian Hellman, Graham Greene, and Nathaniel Hawthorne since the elector
was allowed to vote for any 3 candidates.

Example 2
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Regular Absentee Ballot
Multiple-Opening Office

Office 1 2 3
RRRRREEER Board of Education
Party [ Vote For Any Three
Mark Graham Agatha
Republican Twain Greene Christie
O 1A O 2A O 3A
Charles Nathaniel Harriet Beecher
Democratic Dickens Hawthorne Stowe
O 1B O 2B O 3B
Lilian William William
Good Neighbor Hellman Shakespeare Yeats
O 1C O 2C O 3C
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B. Overvote
When an elector casts votes for more candidates for a particular office than the number
for which they are entitled to vote for that office, the vote is void for that office. In
Example 3, the elector cast two votes for the office of First Selectman and four votes for
the Office of Board of Education. Their vote is void for both offices since they voted for
more candidates than they were entitled to and a vote is counted for Seneca for the Office
of Selectman since they voted for the proper number of candidates that they were

entitled to.
Example 3
Overvotes
Office 1 2 3 4 5
FilFa Fa i il 21 First Board of Education
Selectman Selectman Vote For Any Three
Party
Sophocles Seneca Aeschylus Ovid Phidias
Republican
O 1A O 2A O 3A O 4A O 5A
Aesop Pythagoras Socrates Virgil Zeno
Democratic
0 1. O 2 O se O a8 O ss

The voting tabulator is programmed to reject any such ballot and to display a message
indicating that there has been an overvote on that ballot.

Sometimes the tabulators can interpret stray marks, attempted erasures, stains, or
foreign material in the oval as an overvote. If the elector were voting in person at the
polls, they would have the opportunity to re-mark their ballot to correct the problem.
However, with absentee ballots, the elector is not present to correct the problem. To
avoid unnecessary lost votes and to give effect to the intent of the voter, whenever an
“overvote” message is displayed while processing absentee ballots, the election official
processing the absentee ballot should inspect it to be sure that there is a genuine
overvote, which is an attempt by the elector to vote for more candidates than allowed
for an office. If there is a genuine overvote, such as the one seen in Example 3, the
override procedure described in Step 11A should be used. Unless you are sure that it is a
genuine overvote, the ballot should be set aside for hand counting.

Exception: Cross Endorsement

When a candidate has been cross endorsed, their name will appear twice on the ballot
for the same office along each party’s line for which they have been endorsed. If an
elector votes for that same candidate for that same office twice, the voting tabulator will
read this as an overvote. You will need to hand count these ballots and register a single
vote for the candidate. In Example 3-A, a single vote is recorded for Sophocles since they
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were cross endorsed, and no votes are recorded for the Office of Board of Education since
there is an overvote.

Example 3-A

Cross Endorsement

Office 1 2 3 4 5

FRRIRRIEIER. First Board of Education

Selectman Selectman Vote for Any Three
Party

Sophocles Seneca Aeschylus Ovid Phidias
Republican

O 1A O 2A O 3A O 4A O 5A

Sophocles Pythagoras Socrates Virgil Zeno
Democratic

0 1. O 2 O se O a8 O ss

27

C. Write-in Votes

Registered Write-in Candidates: Write-in votes for candidates registered with the office
of the Secretary of the State (or with the municipal clerk in cases such as Representative
Town Meeting members) must also be counted and recorded on the return form titled
“Write-in Votes for Registered Write-in Candidates” as part of the “Moderator’s Return.”
The registrar of voters will supply the moderator with a list of registered write-in
candidates, which the moderator will give to the absentee ballot counters. Note: Write-
in votes are permitted in elections only.

What the Tabulator Will Recognize: For a vote for a registered write-in candidate on a
regular absentee ballot to be recognized by the tabulator, the elector must both mark the
oval in the “write-in” box for the office and write in the candidate’s name in the
appropriate write-in box. At the close of the polls (or earlier if there is Central Counting
of absentee ballots), all write-in ballots will be identified by the tabulator and an image
of the write in vote will appear in the report. This image, and only the image of the office
in which the write-in oval is marked is hand counted. In Example 4, the ballot containing
the write-in vote for Alexander Bell would be hand counted for the Office of First
Selectman.

Absentee Ballot Counting Manual July 2026




28

Example 4

Write-in Vote
Office 1 2
FRERER First
\ Selectman Selectman
Party
Gregor Albert
Republican Mendel Einstein
O 1A O 2
Charles Robert
Democratic Darwin Fulton

OlB OZB

Write-In
Alexander

Bell

1c 0 2

What the Tabulator Will Not Recognize: If, rather than what, is seen in Example 4, the
oval for First Selectman is not marked, the tabulator will have no way of telling that
someone’s name was written in and it will not record any vote for the office of First
Selectman. Additionally, if the oval is not marked, the ballot cannot be identified as a
write-in vote by the tabulator and will not be hand counted after the close of polls.
Instead, the vote for Alexander Bell would be lost, even if they were a registered write-in
candidate.

Write-in Votes for Candidates on the Ballot: Write-in votes on absentee ballots for
candidates whose names appear on the ballot must also be counted. The Connecticut
Supreme Court has ruled that a write-in of the number and letter of a candidate’s vote
indicator (oval) on the voting tabulator must be counted if the ballot is hand counted. (/n
Re Election of U.S. Representative for the Second Congressional District, 231 Conn. 602,
667 (1994)). However, an elector may never vote more than once for one candidate for
the same office. If the elector fills in the oval to vote for William Johnson who is on the
ballot and also writes him in for the same office and fills in the oval in the write-in row,
only one vote should be counted for this candidate. Do not treat this situation as an
overvote. If the absentee ballot has been fed into the tabulator without being looked at,
and the tabulator rejected it as an overvote, do not reinsert the ballot and override. Put
this ballot aside for hand counting of all races. Because the tabulator rejected the ballot,
no votes were counted. The intent of the voter is to vote for William Johnson and that
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intent should be given effect. In Example 5, one vote is counted for Thomas Hooker, John
Winthrop, Silas Deane, Tapping Reeve, Jonathan Trumbull, and William Johnson.

Example 5
Write-in Votes For Candidates On The Ballot
Office 1 2 3 4 5 6
ERFRIRR First Town Board of Education
Selectman Selectman Clerk Vote For Any Three
Party
Thomas Roger Silas Tapping Oliver Oliver
Republican Hooker Ludlow Deane Reeve Wolcott Ellsworth
O 1A OZA O3A O aA OSA O 6A
John John Roger Eliphalet Jonathan William
Democratic Hayney Winthrop Sherman Dyer Trumbull Johnson
OlB .ZB O3B O4B OSB O 6B
Write-In William
VotesER
Johnson
OlC OZC OBC O4C OSC O 6C

29

Note: Votes for candidates who are not on the ballot and are not registered write-in
candidates are not counted.

Marking of Party Designation

Any marking of a party designation printed on an absentee ballot must be disregarded in
determining the elector’s intent when counting the votes. The tabulator will not recognize
any markings outside the voting ovals. Similarly, in hand counting absentee ballots,
marking of party designation must also be ignored and the ballot shall be treated as
though it contains no improper marking. On a regular absentee ballot, if the elector circles
the party designation, checks, underlines, or similarly marks in any manner, or writes in
the party designation, no vote shall be deemed cast or canceled for any candidate due to
such marking or writing. In Example 6, the circle around “Republican” is ignored and a
vote is counted for Sophocles, Pythagoras, and Socrates.
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Example 6
Marking Of Party Designation

Office 1 2 3 4 5
First Selectman Board of Education
Selectman Vote For Any Three
Party
] Sophocles Seneca Aeschylus Ovid Phidias
< Republican D
v
O 1A O 2A O 3A O 4aA O 5A
Aesop Pythagoras Socrates Virgil Zeno
Democratic
O 1B O 2B O 3B O 4B O 5B

E. Vote on the Questions
To vote on the question in an election, the elector must mark the “Yes” or “No” oval
corresponding to each question on which the elector wishes to vote. There are no
guestions on the ballot in a primary. Example 7 provides a brief illustration of what a vote
on the question may look like.

Example 7
Vote On Questions
Vote On The
Questions O Yes O No O Yes O No
1. Shall the proposed. . . 2. Shall. . .

F. Marking Errors: Determining Voter Intent

Absentee voters will not have had the opportunity for the personal instruction that is
available to electors at the polls. Absentee voters also will not be present to correct their
errors if the tabulator rejects their ballot. Consequently, as previously mentioned,
absentee ballot counters should give absentee ballots a quick look before they are fed
into the tabulator in an attempt to catch marking errors which clearly indicate voter intent
but may not be read by the tabulator. Absentee ballots with such errors should be set
aside for hand counting. If an absentee ballot counter has any doubt about whether an
absentee ballot will be properly read by the tabulator due to a stray mark, marking
candidate’s names with an “X”, checkmark, or circle, or incorrect ink being used, put the
ballot aside for hand counting.
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G. Official Blank Absentee Ballots
Electors who use the Official Blank Absentee Ballot cast their vote by writing in the names
of specific candidates and offices for which they are voting. The elector may write the
name of a candidate whose name will appear on the ballot, or the name of a registered
write-in candidate in an election. These ballots must be hand counted. In Example 8, a
vote is counted for Oliver Twist, Mark Twain, Rhett Butler, Miss Marple, and Will Rogers.

Example 8
Official Blank Absentee Ballot

| hereby vote for Oliver Twist for the office of First Selectman
and for Mark Twain for the office of Selectman

and for Rhett Butler for the office of Board of Education
and for Miss Marple for the office of Board of Education
and for Will Rogers for the office of Board of Education

In an election, electors who use the Official Blank Absentee Ballot or Federal Write-in
Absentee Ballot (FWAB) and, in casting their vote, write in the name of the political party
rather than the name of the specific candidate and write in the specific office shall have
their ballots counted because the intent of the voter governs. In Example 9, a vote is
counted for the Democratic candidate for each office.

Example 9
OFFICIAL BLANK ABSENTEE BALLOT

| hereby vote for Democratic for the office of First Selectman
and for Democratic for the office of Selectman

and for Democratic for the office of Board of Education
and for Democratic for the office of Board of Education
and for Democratic for the office of Board of Education

In Example 10, a vote is counted only for the Republican candidate for First Selectman
and not for other offices.

Example 10
OFFICIAL BLANK ABSENTEE BALLOT

| hereby vote for Republican for the office of First Selectman
and for for the office of Selectman

and for for the office of Board of Education
and for for the office of Board of Education
and for for the office of Board of Education

31 Absentee Ballot Counting Manual July 2026



| hereby vote for Democratic Party for the office of

and for
and for
and for
and for

In Example 11, the intent of the voter governs, and a vote is counted for the Democratic
candidate for each of the offices to be elected at the election.

Example 11
Official Blank Absentee Ballot

for all offices for the office of
for the office of
for the office of
for the office of

If on the Official Blank Absentee Ballot or Federal Write-in Absentee Ballot (FWAB) an
elector writes in only the name of a candidate for President of the United States, a vote
is counted for the Electors of President and Vice President representing said candidate
and his Vice-Presidential running mate. In Example 12, a vote is counted for each of the
Presidential and Vice-Presidential Electors representing John Doe and their running mate.

Example 12
Official Blank Absentee Ballot

| hereby vote for __John Doe for the office of _President

H.

32

Counting Absentee Votes When a Vacancy has Occurred
Special rules apply for counting absentee votes cast when a candidate has withdrawn or
dies. (Secs. 9-428, 9-460)

If a candidate dies within 24 hours of the opening of the polls on election day, the
candidate’s name is not withdrawn and votes for that candidate are counted. If the
deceased candidate receives a plurality of the votes, a vacancy shall exist in the office and
shall then be filled later in the manner prescribed by law. (Sec. 9-460)

If a candidate in an election or party-endorsed candidate in a primary dies more than 24
hours before the opening of polls, or if a candidate withdraws their candidacy, they may
be replaced by a new candidate. The absentee ballot may show the replacement
candidate’s name, or it may show the former candidate’s name, depending on the date
of the withdrawal.

If the registrar of voters has notified election officials that a candidate’s name has
changed since the first absentee ballot was issued and that the voting tabulator has been
programmed not to count that office on the absentee ballots, the absentee ballot should
be hand counted for that office only before it is fed into the tabulator (see Step 10D).

If the ballot shows the former candidate’s name, a vote cast for the former candidate is
not counted as a vote cast for the replacement candidate. However, if the ballot shows
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the name of the new candidate, a vote cast for the new candidate is counted. Additionally,
if an elector writes in the name of the new candidate, the write-in vote is counted.

Step 13. Filling out the Forms

A. Certificate of Absentee Ballot Count

When the count is complete, the moderator must record the total ballots counted and
rejected for each count and sign the form titled “Certificate of Absentee Ballot Count”
located at the end of this Manual as part of the Moderator’s Return.

. Tally Sheets

When absentee ballots are counted in the polls, the moderator must fill out all entries
relating to hand counted absentee ballots on the form titled “Tally Sheet” of this Manual
as part of the Moderator’s Return. The moderator must also fill out the form titled
“Certificate of Number Checked as Voting by Absentee Ballot” of this Manual as part of
the Moderator’s Return.

Moderator’s Record of Hand Counted Absentee Ballot Count for Candidates
Note: This is a separate record that should be sealed in depository envelopes with the
hand counted absentee ballots.

The moderator must complete this separate record of the number of votes cast by
absentee ballot for each candidate. The moderator may use the form titled “Moderator’s
Record of Hand Counted Absentee Ballot Count for Candidates” located at the end of this
Manual, or the moderator may use a tally sheet which clearly shows the name of each
candidate and the votes cast by absentee ballot for each candidate. A separate form must
be completed for each voting district or for each time of counting if central counting is
taking place.

The absentee ballot counters must write the date, the time of the count (if central
counting), and sign their names on all notes, worksheets, and other written materials
used in the absentee counting procedure. These all must be sealed in the depository
envelope with the hand counted absentee ballots. (Sec. 9-150a(m))

. Certificate of Write-in Ballots for Registered Write-in Candidates

Write-in votes cast by absentee ballot for registered write-in candidates must be recorded
on the form titled “Certificate of Write-in Votes for Registered Write-in Candidates” as
part of the Moderator’s Return.

Step 14. Depository Envelopes

33

A. Hand Counted Absentee Ballots

The absentee ballot counters must place into the depository envelopes: the hand counted
absentee ballots; all notes, worksheets, and other written materials used in the counting
procedures; and the form titled “Moderator’s Record of Absentee Ballot Count for
Candidates.”
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The depository envelope must be sealed sideways and lengthwise with nonreusable tape.
The tape must cover the envelope flap. Each depository envelope shall be marked with
the time of the count (if central counting) and the voting district, in towns divided into
voting districts. Additionally, the absentee ballot counters should endorse their names
and the contents of the depository envelope on the depository envelope. (Secs. 9-150a(f),
9-150a(m))

. Empty and “Rejected” Envelopes

In the same manner described in Step 14A, prepare depository envelopes containing
envelopes either discarded or marked “Rejected.”

Delivery of Depository Envelopes to the Moderator

The absentee ballot counters must give the depository envelopes to the moderator. The
moderator will then deliver all depository envelopes to the registrar of voters who will
file all absentee ballot materials with the municipal clerk after the 14-day lockdown
period. (Secs. 9-150a(f), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec.
10, 9-150a(m), as amended by P.A. 26-1 Sec. 90, as amended by P.A. 26-42 Sec. 10)

Additionally, the moderator will deliver to the registrar of voters the depository envelope
containing absentee ballots labeled “Rejected as an Absentee Ballot” that are to be
considered Provisional Ballots. The moderator shall complete the form titled “Affidavit of
Delivery and Receipt of Provisional Ballots.”
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Central Counting Procedures

Overview

This section outlines and describes the process for counting absentee ballots at one central
location. Registrars of voters may choose to conduct the counting of absentee ballots at one
central location rather than at individual polling places.

Delivering Tabulator and Absentee Ballots to Counting Place

When conducting the count of absentee ballots at one central counting location, election officials
shall appear before the registrars of voters to: receive the tabulator and absentee ballots for
counting; examine the label on the tabulator; and sign a receipt and deliver it to the central
counting moderator at the central counting place at the time(s) prescribed by the registrar of
voters.

The central counting moderator shall sign two copies of the form titled “Central Counting
Moderator’s Receipt for Tabulator.” The central counting moderator shall give the election
officials one receipt and keep the other one. The officials and central counting moderator shall
record the number on the tabulator’s seal on the form titled “Certificate of Preparation of
Machine for Central Absentee Ballot Counting.” The officials shall then prepare the tabulator in
accordance with the certificate. (Regs. 9-2423a-9)

Central Counting
Tabulator-counted Absentee Ballots

The procedure for counting absentee ballots at a central location should be as similar as possible
to the procedure for counting absentee ballots at the individual polling places. The absentee
ballots arrive from the registrars of voters separated into voting districts. The envelopes are
checked, opened, and ballots to be hand counted are set aside. The tabulator-counted absentee
ballots are fed into the tabulator by districts. Because absentee ballots can be counted at a time
prescribed by the registrar of voters, the votes on the tabulator-counted absentee ballots are not
known until after 8 p.m. The empty envelopes and absentee ballots marked as “Rejected” are to
be kept and sealed separately by voting district in depository envelopes labeled “Tabulator
Count—Empty Envelopes—Voting District # _.”

The tabulators will no longer sort the Write-In ballots; however, they will present the image of
any Write-In votes in the report so that the counters may hand count and record them.
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Hand Counted Absentee Ballots

The hand counted absentee ballots are recorded on the tally sheets and are sealed by voting
districts into depository envelopes labeled “Hand Counted Absentee Ballots District # "
together with the separate form titled “Moderator’s Record of Hand Counted Absentee Ballot
Count for Candidates.”

Security of Tabulator and Depository Envelopes

The central counting moderator shall certify the public counter number and the seal number on
the tabulator, and the date and time after each count on the form titled “Central Counting
Moderator’s Receipt for Tabulator.” The central counting moderator and registrars shall sign the
certification, and the central counting moderator shall retain the certificate until the close of the
polls. The registrars shall ensure that the tabulator and all sealed and labeled depository
envelopes of absentee ballots remain under direct supervision of election officials for the entire
day. (Reg. 9-2423-25)

Checking off Absentee Electors

Ballots may be counted only after the names of absentee electors have been checked off the
official checklist in use at the polling places. This may be accomplished by a telephone call
between the central counting moderator and the checkers at each polling place. The counting
then proceeds as outlined in the previous section titled “Procedure for Counting Absentee
Ballots.” (Sec. 9-140c(i), as amended by P.A. 26-42 Sec. 7)

After all ballots are counted, ballot totals are printed out in accordance with the procedures on
the form titled “Certificate of Ending Central Absentee Ballot Counting”, then transferred to the
Tally Sheet for the proper voting district and the tabulator printout is signed and attached to the
Tally Sheets. Two additional duplicate Election Results Reports are printed out, added to the hand
counted absentee ballot results, announced, and the returns are then filed as prescribed in the
“Certificate of Ending Central Absentee Ballot Counting.”

Tabulator Counted Absentee Ballots from All Voting Districts Mixed
Together

When absentee ballots are counted at a central place, the tabulator-counted absentee ballots
from all voting districts end up in the ballot transfer case for each count all mixed together.
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Moderator Log

The Moderator must now keep a log of all rejected absentee ballots for the following reasons:
1. Failure to sign the voter certification that is on the envelope.
2. Failure of asterisk* voters to provide appropriate HAVA identification.

Moderators must keep a log of applicants whose ballots were rejected for one of the reasons
above. The log must include the specific reason each applicant’s ballot was rejected. The log must
then be sent to the Office of the Secretary of the State with the voting results. (P.A. 26-1 Sec. 90)

Completion of Moderator’s Return

The central counting moderator must be furnished with a Moderator’s Return for each voting
district within the town. The central counting moderator must complete the following items on
each return:

Central Counting Moderator’s Statement of Receipt

Central Counting Moderator’s Receipt for Tabulator

Certificate of Preparation of Machine for Central Absentee Ballot Counting
Certificate of Absentee Ballot Count (for each voting district)

Absentee Ballot Tally Sheets (for each voting district)

Write-in Votes for Registered Write-in Candidates (for each voting district)
Certificate of Ending Central Absentee Ballot Counting

Certificate of Number Checked as Voting by Absentee Ballot (for each voting district)

N Uk WN R

The central counting moderator adds only those votes cast as absentee ballots and completes
the absentee ballot returns for each voting district. It is the head moderator who adds the
absentee ballot returns to the returns for in-person voting.

The central counting moderator alone is required to sign the forms correlating to points 1, 4, and
6 above. The central counting moderator must also deliver the Central Returns for each voting
district to the head moderator, who will attach the polling place Moderator’s Return to the
central return for the applicable voting district.

As a reminder, the central counting moderator has already completed a separate record of the
number of hand counted votes cast by absentee ballot for each candidate as outlined in Step
13C. The record of hand counted votes cast by absentee ballot for each candidate should utilize
either the suggested forms, or a different tally sheet which clearly shows the name of each
candidate and the votes cast by absentee ballot for each candidate. The tally sheet shall be sealed
in the depository envelope with the hand counted absentee ballots for each voting district and
each count.
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Head Moderator’s Total of Central and Polling Place Returns

The head moderator is required to add the tabulator total recorded on each of the polling place
returns to the absentee ballot count recorded on the central returns, district-by-district. The
procedure to add the counts together involves:

1. Record the cumulative “in-person” total for each candidate and question contained on
each polling place return.

2. Enter the absentee totals for each candidate as recorded on the Tally Sheet of the central
counting return for each voting district.

3. Add the totals of 1 and 2 together and enter that total for each candidate and question
on a townwide.

The district-by-district absentee ballot totals should never be recorded on the polling place form
of the Moderator’s Return. (Secs. 9-307, 9-312, 9-440)

Challenges, Canvasses, and Retention of Materials

Absentee Ballot Challenges

Any elector may challenge an absentee ballot. Challenges to absentee ballots must be in writing,
under oath, and may only be made on the following grounds:

1. False identity

2. Disenfranchisement for conviction of a felony

3. Lack of bona fide residence in the town and political subdivision holding the election or
primary

Absentee ballot challenges made after the distribution of ballots to the polling places or central
counting locations must be made in writing to the moderator where the ballot is to be counted.
The moderator (or a designated polling place official) must deliver to the registrars the written
challenge, the ballot contained inside the unopened outer and inner envelopes, and any other
evidence relevant to the challenge. The registrars must sign a receipt for these materials.

The registrar(s) will then decide to deny or uphold the challenge and notify the moderator of
their decision in writing. If the challenge is denied, the ballot must be counted. If the challenge is
upheld, the ballot should by marked as “Rejected” followed by the reasoning for the rejection.
The “Rejected” ballot shall then be sealed in the depository envelope with other rejected
absentee ballots. (Sec. 9-159p, as amended by P.A. 26-42 Sec. 20)

Canvass of Absentee Ballots at Closing of Polls

All absentee ballots received before the close of the polls must be counted. When the absentee
ballot count and canvass of the tabulators have been completed, the moderator must complete
the appropriate Moderator’s Return.
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Retention of Absentee Ballots and Materials

The municipal clerk must retain the sealed depository envelopes containing the envelopes and
rejected absentee ballots for 60 days after the election. If no contest is pending, the clerk shall
destroy the depository envelopes and their contents. The municipal clerk must also retain the
depository envelopes containing the ballots, the absentee ballot counters’ notes and worksheets,
and the Moderator’s Record of Absentee Ballot Count for 180 days after the election. If no
contest is pending, the clerk shall destroy the depository envelopes and their contents. Note: In
the case of primaries or elections for federal offices, these materials are retained for 22 montbhs.
(Sec. 9-150b, as amended by P.A. 26-42 Sec. 11)

Additionally, each municipality, through the Town Clerk, shall retain the video recording for each
absentee ballot secure drop box location beginning on the first day of issuing absentee voting
sets until the last retrieval of absentee ballots from that drop box location on election or primary
day. Each recording shall be retained for up to 12 months and may then be destroyed if no contest
or investigation is pending. (Sec. 9-140b, as amended by P.A. 26-1 Sec. 88, as amended by P.A.
26-42 Sec. 6)
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(ED-665 Counters Oath) Suggested Form

Certification of Administration of Oath to Absentee Ballot Counters

1, (name of moderator), administered the oath to the following absentee ballot

counters at (time) on (date) at , (location) in (town),

Connecticut.

Name Address

Received

Municipal Clerk
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(ED-662, Municipal Clerk Affidavit, Endorsement Absentee Ballot)

Suggested Form

Affidavit of Endorsement of Absentee Ballot Envelopes

1, , Municipal Clerk of , being duly sworn, depose and say that |
received absentee ballots; that all said ballot envelopes were endorsed above my signature with the

date and precise time and method of receipt. My endorsements of date and time and method of receipt are

true and accurate to the best of my knowledge and belief.

Municipal Clerk

Subscribed and sworn to before me at , Connecticut this day of , 20 .

Title and Signature of Person
Administering Oath

This Certificate received at: , )
(time) (day of week) (date)

Head Moderator
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(ED-661, Affidavit of Delivery & Receipt of Absentee Ballot)

Suggested Form
Affidavit of Delivery and Receipt of Absentee Ballot

The Municipal Clerk and the Registrar(s) of Voters must execute this affidavit at the time of each delivery of
absentee ballots to the Registrar(s) of Voters by the Municipal Clerk. In an election at least two registrars from
opposing parties must execute this affidavit; in a primary one registrar must execute this affidavit. Any person
who is authorized by statute to take oaths may administer the oath. The executed affidavit should be sealed in
the depository envelope containing the absentee ballot counters' notes and the counted absentee ballots.

Town: Date:

Time:

I, the undersigned Municipal Clerk, being duly sworn, depose and say that | counted and delivered to
/ , Registrar(s) of Voters, (number of)

absentee ballots.

Municipal Clerk Signature:

Subscribed and sworn to before me at , Connecticut, this day of , 20

Title and Signature of Person Administering Oath:

I/We, the undersigned Registrar(s) of Voters, being duly sworn, depose and say that I/We received from the
foregoing from the Municipal Clerk, and counted, (number of) absentee ballots.

Registrar of Voters Signature:

Registrar of Voters Signature:

Subscribed and sworn to before me at , Connecticut, this day of , 20

Title and Signature of Person Administering Oath:

(ED-659H)
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Suggested Form
Moderator’s Record of Hand Counted Absentee Ballot Count for Candidates

To be completed and signed by Moderator after all absentee ballot counting and sealed in depository
envelope with absentee ballot counters' notes and worksheets.

Date: Time of Count:

| hereby certify that the number of votes cast by absentee ballot for each candidate as shown on the
Moderator's Return is as follows:

Candidate's Name Absentee Candidate's Name Absentee
Votes Votes

Attest:

Moderator
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(ED-661PB, Affidavit of Delivery & Receipt of Provisional Ballots)

Suggested Form
Affidavit of Delivery and Receipt of Provisional Ballot

The moderator and the Registrar(s) of Voters must execute this affidavit at the time of delivery of provisional
ballots to the Registrar(s) of Voters by the moderator. In an election at least two registrars from opposing parties
must execute this affidavit; in a primary one registrar must execute this affidavit.

Town: Date:
Polling Place: Time:
I, the undersigned moderator say that | delivered to / , Registrar(s) of
Voters, provisional ballots.
(number)

Moderator Signature:

To Be Completed and Signed by the Registrar of Voters When the Provisional Ballots are Opened to be Counted
I/We, the undersigned Registrar(s) of Voters say that I/We received from the foregoing Moderator,
(number of) provisional ballots.

Registrar of Voters signature:

Registrar of Voters signature:
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Sheet of
Provisional Ballot Inventory Form

Note: Provisional ballots are issued Only for elections and primaries for federal office and are required pursuant to
Help America Vote Act.

Date of Primary/Election: Town:
Polling Place: Party:

Name Address Date of Birth Provisional Ballot
Serial Number

10.

11.

12.

13.

14.

15.

I/we the undersigned Moderator(s) say that I/we have distributed provisional ballots for the polling
place/voting district

Moderator (Print Name) Moderator Signature Date
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Appendix A—Central Counting Moderator's Return

This Appendix A contains the forms that constitute the Central Counting Moderator's Return.

They are:

46
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Central Counting Moderator’s Statement of Receipt

Central Counting Moderator’s Receipt for Tabulator

Certificate of Preparation of Machine for Central Absentee Ballot Counting
Certificate of Absentee Ballot Count

Tally Sheet

Write-In Votes for Registered Write-In Candidates

Certificate of Ending Central Absentee Ballot Counting

Certificate of Number Checked as Voting by Absentee Ballot

Signatures
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A - Moderator’s Return

Municipality: Date of Election:

Central Counting Moderator’s Statement of Receipt

To Be Completed and Signed by the Central Counting Moderator Prior to Submitting His
Return to the Head Moderator

| hereby certify that | appeared at the office of the Registrar of Voters not later
than eight o'clock p. m. of the day before the election or primary and there
received from the Registrar of Voters a copy of the report of pre-election testing
prepared by the Registrars showing the location and serial numbers of any seals
placed upon tabulator, front access panel on the tabulator, carrying case, or ballot
box. assigned to the Moderator’s polling place and all check lists and other
supplies necessary to conduct the election or primary, that have not previously
been delivered.

Central Counting Moderator
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A - Moderator’s Return
Central Counting Moderator’s Receipt for Tabulator

Municipality: Date of Election:

1. 1, the Central absentee ballot counting Moderator for this election in the above-named town do
hereby acknowledge receipt from the appropriate election officials of: one voting machine tabulator
whose label shows that it is for the central counting of all absentee ballots of the above named
municipality.

The seal on the bag, or ballot box, containing the tabulator is intact and bears the number:

Date: Time: Signed:
Central Counting Moderator

Note: To be completed by Central Counting Moderator in duplicate upon receipt of tabulator from the
appropriate election officials prior to the counting of absentee ballots on election day. One copy given
to the election officials, second copy provided to the Central Counting Moderator to keep as part of
their election records.

2. Central Counting Tabulator was kept in central counting location under direct supervision of election
officials. This is to certify that after all absentee ballot counting is complete the tabulator has:

Seal number:

Number on Public Counter:

Date: Time:

Signature of Central Counting
Moderator:
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A — Moderator's Return
Certificate of Preparation of Machine for Central Absentee Ballot Counting

Date of Election or Primary:

Town of:
Central Absentee Ballot Counting Location:

We, the undersigned Moderator and Absentee Ballot Counters certify that the tabulator
delivered to the central counting location bore a label for the town referenced above; and that
we prepared the tabulator for voting in accordance with the opening procedures in Appendix B.

We further certify that we inspected the seal located on the front access panel of the tabulator
and found it to be unbroken and also found that said seal bore the number

We further certify, that before central counting began, the tabulating tabulator was turned on
and produced a tape correctly stating the Town, State, Date, and Central Counting District;
setting forth “Total Votes” total of "0000"; accurately setting forth all offices, accurately setting
forth the name of each candidate; identifying each Question to appear on the ballot; accurately
setting for a “Write - In” line for each office group; accurately setting forth vote totals of
"0000".

We further certify that the display on the Tabulator Screen “Public Count” showed a count of
IlOIl.

Moderator Absentee Ballot Counter Absentee Ballot Counter
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A — Moderator's Return

Not Applicable to Polling Place Officials If Central Counting Designated

Date of Election:
Town:

Voting District:

Certificate of Absentee Ballot Count

To Be Completed and Signed by Moderator After 8 p.m. Counting

| hereby certify that the absentee ballot vote, including “overseas ballots”* set forth in this Return for each
candidate and for and against each question** is correct and that the following numbers are true and accurate

according to the worksheets signed by the absentee ballot counters.

Absentee Ballots

a.

Absentee Ballots
Received

“Overseas” Ballots*
Received (if applicable)

“Presidential” Ballots**
Received (if applicable)

Total ballots received (a+b+c)

Absentee Ballots counted by
Machine (wholly or partially)

Absentee Ballots counted by
hand (completely)

Total Ballots Counted (e+f)

Total Ballots Rejected

Attest:

Moderator

*To be used only at elections or primaries at which U.S. Senators and/or Representatives in Congress are
elected or nominated.
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**Not applicable in a primary.

A — Moderator's Return

Tally Sheet

Question* 1 2 3 4 5 6 7

Machine No. YES NO YES NO YES NO YES NO YES NO YES | NO YES NO

Machine Total

Hand Count

Total
Offices 1 2 3 4 5 6 7 8 9 10 1 | 12 13 14

A

Machine No. 1A 2A 3A 4A 5A 6A 7A 8A 9A | 10A | 11A [ 12A | 13A | 14A

Machine Total

Hand Count

Write-In

Total

Machine No. 1B 2B 3B 4B 5B 6B 78 8B 98 | 10B | 11B | 12B | 13B | 14B

Machine Total

Hand Count

Write-In

Total

* Not applicable in primary
+ Begins between 10:00 a.m. and 12:00 noon
# Applicable to Central Counting Locations Only
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A-Moderator's Return

Write-in Votes for Registered Write-in Candidates*

Town of:
Date of Election: Voting District:
IF MORE SPACE NEEDED, ATTACH & SIGN ADDITIONAL SHEETS LIKE THIS FORM

Candidate Name Office Machine Vote |Absentee |Total
(includes Ballot
absentee ballots |Vote
if no central (if central
counting) counting)
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A -MODERATOR'S RETURN

Certificate of Ending Central Absentee Ballot Counting

Town of: Election Date:

Certificate for Closing of the Polls

We, the undersigned Election Officials certify that after the polls were closed, the voting
tabulator was closed and secured against further voting in accordance with the closing
procedures in Appendix B.

We further certify that seal number on the Front Access Panel on the tabulator had
not been broken.

We further certify that the Moderator fed all remaining ballots that were eligible to be counted
into the tabulator for processing. The number of absentee ballots which could be and were
tabulator processed in whole or in part was

We further certify that after all ballots that could be fed into the tabulator were processed, the
number on the public counter “Public Count” was

We further certify that the tabulator thereupon produced an “Election Results Report” setting
forth: the town, election date, and vote totals for each candidate and question on the ballot.

We further certify that any ballots which could not be processed by the tabulator and any ballots
containing write-in votes were hand counted by two election officials from different parties.

Once all votes for each candidate and question have been counted either by tabulator or by hand
all vote totals were recorded on the tally sheet and all final vote totals for each candidate and
guestion were announced by the Moderator to all those present.

The ballot transfer case is sealed with a seal bearing the number
The tabulator carrying case or Ballot Box is sealed with a seal bearing the number

Moderator Absentee Ballot Counters Absentee Ballot Counters

A - Moderator’s Return
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Certificate of Number Checked as Voting by Absentee Ballot
District:

Checkers’ Certificate
We the undersigned hereby certify the following numbers:
1. Total number of names on the official check list including

total number of names on the supplemental list of overseas ballot applicants

2. Total number of names checked on the official checklist as

having voted by absentee ballot*

3. Total number of names checked on the supplemental list of

overseas ballot applicants as having voted by overseas ballot*

4. Total number of names checked on the official check list as

having voted in person (This will not be the same as public counter)

5. Total number of names checked on the official check list as

having voted (2+3+4)

Attest:

Central Counting Moderator Counter Counter

*(a) Not applicable to polling place officials if central counting designated—polling place officials record "O".

(b) Central counting officials fill out only #2, and #3.
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Appendix B Opening and Closing Procedures
Opening Procedures

Tabulator Seals

1. The Registrars of Voters place seals on the tabulator after completion of the Logic and
Accuracy Testing process as well as on the tabulator’s container.

2. Any seal which is broken or placed in the course of election duties must be recorded in
the Moderator’s Return. Any missing or tampered with seal must be noted in
Moderator’s Diary and reported to the Registrars.

3. If the tabulator is contained in a transfer case, there will be one seal holding the case
shut.

4. |If the tabulator is contained in the box, each access point of the box should have a seal.

a. The top seal is on the clamshell which contains the tabulator.

b. The second is on the auxiliary bin above the main ballot bin.

c. The third is on the ballot access door.

d. These three seals will be broken when preparing the tabulator. Place the broken
seals in a secure container.

5. There should be one visible seal inside the tabulator. This is located on the inside left of
the tabulator on the compartment holding the memory stick. This should remain sealed
through election day.

6. After preparing the tabulator, seals should be applied to the front access door, rear
access door, and the ballot box tabulator release lock.

a. These seals may need to be broken during the day to clear a ballot jam or
replace the tape. Replace these seals after fixing the issue. Keep a record of
these seals and store the broken seals.

Setting Up Tabulator for Election

If Tabulator Received in Sealed Transfer Case Start Here:
1. Remove Tabulator from its bag.
2. Slide onto ballot box rails, about 2/3 of the way in. Connect Power to Tabulator.
3. Push plug into rear of tabulator.
a. Hold power cord with plug flat-side up and connect it into back of tabulator
(Make sure it clicks in).
4. Plug power cable into AC power.
Slide tabulator in fully.
6. Lockin place. (Move on to step 7.)

hd
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If Tabulator Received Already in Ballot Box Start Here:
1. Unwind power cable behind ballot box & plug into AC power.
2. Open the Ballot Box Lid.
3. When opening: First unlock, then open latches. (Move on to step 7.)

7. Gently Lift Tabulator Screen to Start Up the DS300
8. Powers up automatically
a. If the DS300 does not automatically power up, close the touchscreen and
confirm the DS300 is plugged into a working outlet. Then, reopen the lid.
b. If the DS300 still does not work, use the plastic covered key to open the Front
Access Compartment and press the Power button.
c. Find more information: DS300 Operator’s Guide, p. 37 to 41.

Opening the Polls for Voting
9. Enter Election Code.
a. Enter the requested code, using the touchscreen.
i. The code is case sensitive.
ii. Specify code type “Election Code” or “Override Code” or “Administrative
Code.”
iii. The town is able to bypass this screen.
b. Then, touch “Accept.”

10. Green Check Mark on the screen confirms the election definition is found.
11. The unit is connected to the AC.

a. Confirm the public count is zero.

b. Confirm the date, time, election, and poll name are correct.
12. On touch screen tap: “Open Poll.”

a. Wait for the default election configuration report to print.

b. The configuration report is kept with the Moderator’s Return.

13. During the early voting period, three tapes are printed each morning before polls open

and evening after the end of voting each night.
a. During early voting, the printed reports are “Daily Ballot Status Accounting.”
i. This is to prevent candidate and result information from being released
prior to the close of polls on election day.
ii. This contains only ballot count information.
b. During early voting, print “Voting Results” or “Precinct Voting Reports” only
occurs at the end of the election after the close of polls.

14. On election day when preparing the tabulator for this single voting day, print zero
reports tape. This report will allow the moderator to view the candidates and questions
on the ballot.

a. Tap “Report Options.”

b. Verify the format is “Public.”

c. The report tapes are the “Precinct Voting Reports.”
d. Tap “Print Report.”
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Print as many as needed, but no less than three.
The first tape is kept in the Moderator’s Return.
i. The tape is attached to the “Tabulator Tapes” page.
g. The second tape is posted for public viewing.
h. The third tape is stored with that day’s ballots.
15. Sign all tapes.
16. Tap “Go to Voting Mode.”
17. Open Main Ballot Compartment door.
a. Ensureitis empty
b. Close and lock compartment door
18. Open Auxiliary Compartment door.
a. Ensureitis empty.
b. Close and lock door with slot open.
i. When closing the auxiliary compartment door, the slot flap must remain
open.
19. Complete opening polls paperwork.
20. Confirm that touchscreen is ready for the first voter.

a0}
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Early Voting
1. Early voting
a. During early voting, the polls are not closed until the close of polls on the
primary or election day.
i. Instead, select “tools.” Enter the election code.
ii. Print three daily ballot status reports each evening of early voting.
Following the previous step for three tapes.
iii. Shut down the tabulator for the evening.
1. Do not press close polls.
2. Select Admin. Then, press “Shutdown.”
b. The tabulator is stored in a secure location which is locked and limited in access.

Follow the guidance of the registrars for storing the tabulator during early voting.

Auxiliary Compartment, Process Ballots

1. Open auxiliary compartment door.
Remove any ballots.
3. Feed the ballots into the tabulator.
a. If ballots are rejected by the tabulator, review ballot for issues.
4. Overvotes
a. If rejected as an overvote, determine if the ballot has a true overvote. A true
overvote has more candidates selected than allowed.
i. Inthe case of an overvote, feed into tabulator for overvote
determination.
ii. Tap “Cast”
iii. The tabulator overrides the overvote to count the other contests.
b. If not a true overvote, the ballot will be hand counted.
i. The number of candidates selected, not the number of ovals marked is
counted.
ii. Voter intent governs.
5. Blank voted ballots
a. Ifthere are no markings on the ballot, feed into tabulator.
b. Tap “Cast” not an overvote.
c. If there are improper markings, the assistant registrars look for voter intent. In a
disagreement, the moderator breaks the tie.
i. Hand count will be required, if intent is determined.
ii. Any hand counted ballots are placed in a marked envelope labeled
“auxiliary bin.” The envelope is placed in the ballot transfer case.
d. Party designation is ignored.
6. Final results tape
a. After the final results tape prints, a “Write-In Review Report” will automatically
generate.

N
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i. Thisreportis provided to the Head Moderator for verification.
ii. Verification ensures that the write-in vote for a candidate already listed
on the ballot was not counted by the tabulator.
iii. This report includes images of the write-in and must be stored securely
with the ballots. The handwriting could compromise voter privacy.

Closing the Tabulator

59
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8.

Open the front access compartment on tabulator.

Press and release close button.

Tap “Close Poll” on the screen to end voting.

You will see “Closing poll. Please wait...” on the screen.
One long tape will print at least three results reports tapes.
Sign each results tape.

a. Attach the first tape to the “Tabulator Tapes” page in Moderator’s Return.

b. The second tape is posted for public viewing.

c. The third tape is stored with the ballots.

The write-in report

a. The write-in report will generate automatically.

b. Detach from any other report.

c. Review the write-ins.

i. If a write-in has been marked for a candidate on the ballot which allows
only one vote, count one vote for the candidate.

ii. If the write-in vote has been marked for a candidate, preprinted on the
ballot that allows two or more voted, the ballot needs to be reviewed to
ensure the tabulator has not already counted a vote for the candidate.

Review of write-in votes after closing the polls as follows:

a. When the DS300 has finished printing reports, and the following screen confirms
the poll has been closed, touch Write-Ins.

Wait while the DS300 retrieves write-in images from memory.

c. This may take up to 60 seconds. (If the number of ballot images exceeds the
documented capacity of the internal CompactFlash card, the DS300 will be
unable to compile the list of ballot images with write-in votes. Refer to ES&S
manual 11.6 Write-in Votes Exceed Memory Capacity for more information.)

d. The write-in review screen appears and displays the top portion of the first ballot
image that contains a write-in vote.

e. The screen also displays a header to inform you which ballot image you are
viewing out of the total number of ballot images with write-in votes.

f. The header includes the Vote Session Number associated with the displayed
ballot image.

g. Use the arrow buttons at the right side of the image to page through an
individual ballot image.

h. Touch the arrow to view the next portion of the current ballot image.

i. Touch the arrow to view the previous portion of the current ballot image.
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j- Touch the and arrows to jump to the top or bottom of the current ballot image.
i. Depending on your ballot design, each image may contain more than one
write-in vote.
ii. Toensure you have viewed all possible write-in votes on each image,
page through the entire image.
Touch “Next” to view next image.
Use the arrows to jump to first or last image.
. When you have finished your review of the write-in votes, touch “Exit.”
The write-in report is provided to the Head Moderator for verification.
The report includes images of the write-in votes and must be securely stored for
voter privacy.
p. Record write-in candidate qualified votes in the Moderator’s Return on the tally
sheet.
9. Results
a. The moderator should read aloud the results from the tabulator tape to the
public and election officials.
10. Closing the tabulator
a. Tap “Finished-Turn Off” when ready to power down the DS300.
b. Wait for the power button light to shut off.
c. Remove the elections memory stick in the front access compartment by breaking
the seal and opening.
d. Seal the memory stick in a secure transfer bag/pouch/container.
e. Follow the registrars’ instructions for handling and delivery of memory stick.
11. Shut down, close, lock, and seal the tabulator.
12. Pack and seal tabulator either on ballot box or secure tabulator carrying case.
a. If ballot box, close, lock, and seal the ballot box cover.
b. If carrying case, unlock tabulator release lock on the ballot box.
i. Slide the tabulator part way out.
ii. Unplug the power cord from rear of tabulator.
iii. Important: To release the connection the sleeve covering on the cord’s
end must slide back (against its internal spring)
Detach the power cord.
Pull the tabulator all the way out.
Close and seal the carrying case.
Follow the registrars’ instructions for handling and delivery.
13. Complete the “Certificate for the Closing of the Polls.”
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