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SET UP PROCEDURES 

1. Check Register – make sure register is for the correct precinct. (Exhibit A - 
RED) 

• Confirm the precinct matches the ballot styles and location. 
2. Make sure you have enough pens for the voters to sign the register. 
3. Establish/set up the area where you would like poll watchers/observers to sit 

(if needed). 
• This should be behind the table close enough for them to hear voter 

information. 
4. Have voter registration forms available.  

• These are located in Polling Place Manager black rolling cart. 
5. Set up the precinct sign on your table – it can be placed in front of the 

Pollbook Judge. 
6. If the voter’s name appears on the supplemental register report (delivered to 

you by your Polling Place Manager), enter “ABSENTEE” or “DELETE” by the 
voter’s name in the regular register. (Exhibit A – GREEN) 

 

EXHIBIT A:  
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TABLE SET UP 

The Register Judge is always the first judge to interact with the voter at the precinct 
table, and the Poll Book Judge must always sit in the middle. 
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VOTING PROCEDURES FOR REGISTER JUDGE 

1. Request the voters’ identification. (See Page 5 – or reference the ID handout) 

2. Have the voter state their name. 

3. Locate their name in register. We have two types of registers. 

• Regular Register – located at the precinct table – includes all polling place 

voters registered at that precinct, these might be active or inactive voters. 

• Provisional Register – located with the Provisional Judge – includes voters 

who were issued an absentee ballot or who are provisionally registered due 

to ID verification issues.  

4. Ask the voter what their current address is.  Do not read the address to the 

voter, have them tell you what it is. 

5. If the voter’s address is different than what is in the register, the voter may vote 

one last time in their previous precinct. Have the voter complete a new Voter 

Registration form to update their information for the next election.  

• Have the voter complete the form before issuing them a ballot. They can 

step out of line and join again if needed.  

• Completed forms may be kept in the back of the register binder to hold 

them until the end of the night, when they will be placed in a white Tyvek 

envelope to be delivered to the Elections Office. 

6. The voter must sign the register before proceeding to the Poll Book Judge. 

7. Once the voter has signed the register, announce out loud the voter’s name. 

(This is for the Poll Book Judge, poll watchers and any individual in the polling 

place who may wish to challenge the voter). 

8. Hand the voter’s ID to the Poll Book Judge to record their name in the Poll 

Book. 
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EXAMPLES OF IDENTIFICATION REQUIREMENTS FOR VOTING: 

In your green supply bag, you will have a laminated card with the ID requirements. 
Use this throughout the day to guide your interactions with voters and to show them 
what IDs are acceptable.  
         

 

 

 

 

 

 

 

If a picture ID is provided, verify that it is the person in the register.  If it is not a 
picture ID, the document must have the name and address for the elector.  The 
address does not need to match with the register. 

Voters may also present their Voter Confirmation Card. This will work as a 
government document, but it must be accompanied by a photo ID.  
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WHAT IF… 

1. What if the voter’s name is not in the register? 
• Ask if they could be registered under another name  

(Example: Roberta aka Bobbie; Robert aka Bob).  If the voter has been 
recently married or divorced, they may have changed their name. 

• Ask the voter to check MyVoterPageMt.com, or offer to look up on a cell 
phone, to verify their registration details. Confirm the spelling of their name 
and date of birth.  

• If the voter’s name cannot be found in the register, send them to the 
Provisional Judge to see if they are located in the register for voters who 
should be casting a provisional ballot.  

• Erroneous omission: an administrative error occurred that caused a voter 
to be omitted from the register, when they should not have been. The 
Provisional Judge will assist a voter who has been erroneously omitted. 

2. What if the voter did not bring their ID? 
• Send them to the Provisional Judge.                                                             

3. What if the voter has the same name as another voter? 
• Ask for the voter’s birthdate. Verify their birthdate and have the voter sign 

the register in the correct place.      
4. What if the voter’s address is incorrect? 

• The voter may vote one last time at their  
previous address (where they are listed  
in the register). 

• Have the voter complete a new Voter  
Registration Form in blue or black pen. 
They can step out of line to complete  
this if needed. 

• Have the voter sign the register.  
o Write VRC near their signature in the 

 register.  
• Issue a regular ballot.  
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5. What if the voter is challenged by another voter? 
• Have the voter and challenger work with the Polling Place Manager and 

Elections Office. 
6. What if the voter is unable to sign the register? 

• Have the voter mark the spot with a fingerprint or another identifying mark 
like an “X”.  Put a note in the register that you witnessed the voter mark the 
register. 

 
7. What if someone brings in an absentee (mail) ballot to be counted? 

• Place in the Absentee Ballot box to be delivered to the counting center. 
• Absentee ballots must be in a secrecy envelope and inside a signed 

affirmation envelope. 
• Your PPM or Greeter will have access to additional envelopes. 

8. Voter requests to use the ExpressVote machine? 
• Work with the PPM and other judges to issue them an activation card.  
• Do not make any marks/notations indicating their use of assistive voting 

technology in the register. 
 

INACTIVE VOTERS 
An inactive voter is someone who has not updated their address or had 
undeliverable ballots and communications. The Elections Office mails cards out to 
these individuals asking to confirm their information. They have not responded to 
our mailings. 

• An inactive voter can vote in any polling place election in which they appear 
on the register, by appearing to vote. You need to verify their information and 
have them fill out a new voter registration card. 

• If they refuse to fill out a new voter registration card, they may reactivate their 
voting status by signing the register. 
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Split Precinct                              
A split precinct is a precinct that has two different ballot styles for that precinct. 
(Example: part of the precinct receives a ballot with Rural Fire and part of the 
precinct receives a ballot without Rural Fire.) 

• If there are multiple ballot styles, there will be a divider in the register. Confirm 
the ballot style(s) in the register. 

Combined Precincts 
A combined precinct is two precincts that are placed at one precinct table for 
voting.  We do this because one or both precincts are quite small, and it is not cost 
effective to have another table for a small precinct. 

• There will be a divider between the two precincts or ballot styles.  Make sure 
you share this information with the other judges and notify them of the 
precinct or ballot style when you announce the voter’s name.  

o Register Judge: “Voter now voting in Precinct X.” 
o Ballot Judge: “Ballot number ___ in Precinct X.” 
o Poll Book Judge: “Recording ballot number_____ in Precinct X Poll Book.” 

If your register has more than one style or precinct – discuss this with your Polling 
Place Manager. They received special instruction on how to proceed. 

 

 

 

 

     
 

  

SPLIT OR COMBINED PRECINCTS 
 

Combined Precinct 

 

  
Precinct #1 Precinct #2 
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CLOSE THE POLLS 

1. Anyone in line to vote at 8 p.m. must be allowed to cast a ballot.  

2. Announce the polls are closed at 8 p.m.  

3. After all voters have voted, begin to put away supplies. 

4. Follow instructions on envelopes provided for returned materials! This is 

extremely important; we cannot open certain envelopes without a court order. 

5. Place all forms that were signed and delivered to you (e.g. Voter Registration 

forms, Erroneously Omitted form or challenge forms) in the correct envelope.        

6. Place your supplies in the bags that you received them in. 

7. Fill out your timesheet and place back into the manager’s binder. 
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