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COUNTY OF KANE 

John A. Cunningham 
KANE COUNTY CLERK 
719 S. Batavia Ave., Bldg. B 
P.O. Box 70 
Geneva, IL 60134 

 

Election Department 
Phone: (630) 232-5990 

Fax: (630) 232-3835 
Website: www.kanecountyelections.org 

August 1, 2010 

Dear Election Judge: 

This manual has been prepared by the Kane County Clerk’s Office to assist you 
in the administration of your duties.  All of the forms and procedures in this 
manual pertain specifically to your use in Kane County. 
 

This document is the basis for your certification training and is to be utilized as a 
reference at each election you work for Kane County in the next two years.  
Supplements to this book brought about by statutory or procedural changes will 
be sent to you for your inclusion in this book. 
 

The Voting Process Binder that is included for use at each Vote Center will NOT 
contain the level of detail that is in this document.  Therefore, be sure you review 
this prior to each Election Day and take it with you to your Vote Center.   
 

Voting is one of our most significant and cherished rights.  The Constitutions and 
laws of both the United States and the State of Illinois guarantee and protect the 
right to vote. These laws can only be implemented through the fair, 
knowledgeable, and impartial conduct of the election process. 
 

I am grateful to you and all of the Election Judges who serve so conscientiously 
at the polls in Kane County.  If you have questions or problems regarding your 
service as an Election Judge, please call (630) 232-5990. 
     Sincerely, 

      

                                               JOHN A. CUNNINGHAM, Kane County Clerk 



��

�

      

 
GENERAL 

INFORMATION 



��

�

 

ELECTION ADMINISTRATION 

The County Clerk is responsible for administering all elections in Kane County, excluding the 
City of Aurora. 

ELECTION CALENDAR 

EVEN-NUMBERED YEARS 

• General Primary  – Third Tuesday in March 
Federal, State, Legislative, Judicial, County, any referendum or  
special election 

 
• General Election  – First Tuesday after the First Monday  

in November  Federal, State, Legislative, Judicial, County, 
 any referendum or special election 

 

    ODD-NUMBERED YEARS 

• Consolidated  Primary  – Last Tuesday in February 
Municipal and Township Candidates who run under a major political party name; 
candidates who run on a nonpartisan basis; any referendum or special election 

 

• Consolidated  Election  – First Tuesday in April 
Municipal, Township, Park, Library, School, Community College, Fire, other 
special purpose districts, and any referendum or special election.  NOTE:  If the 
election date conflicts with Passover, the election is then scheduled the first 
Tuesday following Passover. 

 

Under Illinois Law, a General Primary Election is used by established political parties to 
nominate candidates who will run for office in the General Election.  Voters MUST DECLARE a 
party affiliation in order to vote for these candidate-nominees.  Since Illinois does not require 
“party registration,” Voters may choose whichever party ballot they wish to vote on, regardless 
of how they have previously voted.   And, since there are no candidates on a nonpartisan 
ballot at a General Primary, Voters who choose a nonpartisan ballot can vote only on 
questions of public policy. 
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A BRIEF GLOSSARY OF TERMS 

Access Code  A four-digit number given to each Voter from the JBC.  The Access 
Code tells the eSlate system which ballot style to display to the 
Voter.   

   
Application to Vote The form that each voter must sign to verify their identity and 

request a ballot is an Application to Vote.  The Election Judge then 
places a label on the application to vote and compares the voter’s 
signature to that in the AskED poll book on the laptop. It is 
important to remember that two Election Judges, one from each 
political party, must verify the voter’s signature and address on 
each application to vote. 

 
AskED AskED is an innovative product from Robis Elections that allows 

Election Judges to look up information in the Vote Center right 
when they need it. The ED in the “AskED” is Election Decision. 

 
Authorized Write in          Those candidates who file a “Declaration of Intent to be a Write-in 
Candidate Candidate” with the appropriate Election Authority. 
 
Ballot Style  A specific ballot created by precinct and/or district assignments to 

contests.  A ballot with a unique combination of contests to be used 
in an election. In Primary Elections, ballot styles will denote a party. 

 
Cancelled Voter A person who was previously registered in the County but the 

registration was cancelled for one of three reasons:  the county 
received written notification of registration in another state or 
county; the county received a written request of cancellation from 
the voter; the voter legally changed their name. 

 
Certificate of Ballot  The essential recording form used by Election Judges at the end of 

Election Day to account for all voting at each Vote Center. 
 
Daisy Chain Items connected in a series, such as eSlates, connected to one 

another, with the JBC plugged into the first eSlate in the row. 
 
DAU Disabled Access Unit, an eSlate that has accessory components so 

that disabled persons can vote independently and privately.  Note:  
The DAU is always the last booth in the daisy chain. 
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Dymo Label Maker   This creates the label which contains the Voter’s name, address,  

and ballot style with barcode for the issuance of an access code 
from the JBC. 
 

Election Authority  The Election Authority is responsible for conducting all elections.   
    In Kane County, the County Clerk is the Election Authority. 
 
Election Judge In the Vote Center, Election Judges are responsible for the proper 

and legal conduct of the election.  They serve as officers of the 
Circuit Court and swear to uphold the Constitution of the United 
States and the State of Illinois. 

 
Electioneering Electioneering involves communication that is designed to 

persuade voters to vote for or against a candidate or referendum on 
the ballot. 

 
Emergency Ballot   The paper ballots included with the supplies for each Vote Center  

to be used if voting has stopped on the eSlates.  These are not 
sample ballots to be displayed in the Vote Center or to be used for 
Provisional Voting. 
 

Equal Authority All Election Judges have equal authority and responsibility for 
upholding the law.  There is not a “head” Judge.  The Judges act as 
a board in making decisions and the majority rules.   

 
eSlate    A direct record electronic voting device by Hart InterCivic.  An   
              electronic ballot can be viewed, voted, and recorded. 
 
Exit Polling Exit Pollsters are usually members of the press or volunteers 

working for the press.  Exit polling is designed to get a first hand 
report of how voters have voted, so the media can make early 
predictions.  Exit Pollsters are not limited to the 100 feet 
requirement.  They may be as close as the front door of a Vote 
Center as long as the interview process is quiet and does not 
interfere with the conduct of the Election. 

 
JBC The control unit of the eSlate system through which an Election 

Judge distributes electronic ballots to the eSlates.  The JBC issues 
the access codes. 

 
Kane County Voter File  The complete file of registered Voters in Kane County on the laptop 

for Election Judges to access a Voter’s file.  This replaces the 
preprinted applications used formerly in the Vote Centers. 
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Obligation to Serve Once an individual is selected to serve as an Election Judge, that 

person is obligated to serve at each election during the two year 
period.  If an emergency arises that prevents a Judge must notify 
the County Clerk as soon as possible. 

 
Precinct Number  A number assigned to designate a specific area in a particular 

county. 
 
Provisional Ballot  A ballot provided to persons who claim to be eligible to vote but 

whose eligibility cannot be confirmed when they present 
themselves to vote. 

 
PUB Count  The count of votes recorded on the JBC.  At the start of Election 

Day, the PUB count should always be zero (0). 
 
Suspended Voter  A voter whose registration has been made inactive due to post 
                                           office return of non-forwardable mail. 
 
UPS    Uninterruptible Power Source.  One or more of these units are  
    provided at each location to plug the voting equipment into in case  
    of a power outage. 
 
VBO Verifiable Ballot Option, the printer on the eSlate voting machine 

that provides the paper trail. 
 
Vote Center  The location where Voters physically go to vote, sometimes called 

a Polling Place.  A Vote Center often serves more than one 
precinct.  
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ELECTION JUDGE INFORMATION 

Cell Phones 
• No personal cell phone usage on Election Day. 
• The County Issued cell phone is for business and emergencies only. 
• Do not change the programming of the County cell phone. 
• Do not download anything on the cell phones. 
• Ask Voters to turn off their cell phone politely. 

Laptop Computer 
• Laptop computer(s) are issued to each Vote Center. 
• Laptops are to be used for Election business only. 
• Do not download any programs on the laptop. 
• Do not surf the internet. 

Cameras 
•  No personal photos are allowed to be taken in the Vote Centers by anyone. 
•  Media credentials must be shown and they must not disturb the Voters. 
•       Media Credentials are to be placed in the back pocket of the affidavit binder. 
•  Media Photos must never be taken of the eSlate screen while the Voter is voting. 

Political Beliefs 
• Election Judges are not to discuss their political belief while in Vote Center. 
• Voters cannot campaign for a candidate or cause within the 100 feet campaign free 

zone. 

Vote Center Challenges 
• Always show respect for the owner of the location where your voting takes place. 
• If unreasonable demands are being made, please contact the Clerk’s Office for 

assistance. 
• Election Judges do not always control the thermostat; dress in layers to ensure you 

have control of your comfort level. 

Miscellaneous 
• If an Election Judge becomes ill and needs to be released from his / her duties, the 

Technical Judge needs to inform the Election Judge Coordinator by calling the Call 
Center. 

• Please be considerate to the Voters and park as far away from the Vote Center 
entrance as possible.   

Calling the Call Center (630-444-3220) 
• Know the name of your Vote Center.  
• Relay the challenge to the operator concisely. 
• The Call Center will dispatch the proper personnel to contact you if necessary. 
• Listen carefully and follow the instructions given and do not interrupt.  
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VOTE CENTERS 

Kane County is divided into 16 townships containing 228 precincts.   

Basically, Vote Center locations stay the same unless the facility withdraws permission or a 
more suitable location is found.  If a Vote Center changes, affected Voters are informed by a 
mailing from the County Clerk.  The list of Vote Center locations is printed in the local 
newspaper prior to each election, and all Voters are urged to verify their Vote Center location 
before going to vote. 

All Kane County Vote Centers are handicap-accessible.  If the main entrance to the Vote 
Center is not accessible to a physically impaired person, there will be a sign directing the Voter 
to an alternate entrance that will give access to the Vote Center without the use of stairs. 

       

       

CONTROL OF THE VOTE CENTER 

As officers of the court, the Election Judges are responsible for maintaining order in the Vote 
Center and within 100 feet of its entrance.  All persons must obey a lawful order of the Election 
Judges. This includes but not limited to the prohibition of cell phone usage in the Vote Centers 
and Voters talking to one another while in the voting booths. 

It may be necessary to contact the County Clerk’s Office regarding questions of election law.  
These situations should be handled honestly, fairly and as quickly as possible.  As a last 
resort, the Election Judges may obtain law enforcement assistance. 

 

Election Judges should maintain an attitude of cooperation and 
friendliness at all times. 
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WHO’S WHO IN THE VOTE CENTER 

ELECTION JUDGE 

An Officer of the Court who is responsible for maintaining order in the Vote Center as well as 
administering the Election Day procedures which enable registered Voters to cast their ballot. 

STUDENT ELECTION JUDGE 

A junior or senior in high school who serves in a Vote Center on Election Day as an Election 
Judge.  Students have the same rights and responsibilities as their adult counterparts. 

BILINGUAL ELECTION JUDGE 

Election Judges who have the ability to speak Spanish.  These Election Judges will have 
identifying badges. Bilingual Election Judges have the same rights and responsibilities as their 
non-bilingual counterparts. 

TECHNICAL ELECTION JUDGE 

These Election Judges coordinate with the Zone Managers and the Vote Centers for the set up 
of the voting equipment.  They also have to pick up various supplies at the warehouse on the 
scheduled day.  Technical Judges also are required to stay with the equipment until the Zone 
Manager arrives to gather it.  Technical Election Judges receive advanced training on the 
technical aspects of the equipment. 

ZONE MANAGER  & ZONE ROAMERS 

A Zone Manager will periodically visit each Vote Center throughout Election Day.  They are 
responsible for assisting Election Judges with equipment issues.  If the Vote Center needs 
assistance or equipment, it is the Zone Manager’s responsibility to deliver it. Always call your 
Zone Manager to change paper in the VBO’s.   

Zone Managers have the responsibility to insure that all equipment is being used as intended.  
Zone Roamers have a larger territory and are used to handle emergencies, overflow of Zone 
Managers work, and other tasks as assigned by the office. 

�
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BALLOT STYLE INFORMATION 

WRITE-IN CANDIDATES 

Prior to the election, a write-in candidate must file a Declaration to Be a Write-In Candidate.  
Write-in candidates are selected on the eSlate voting system by using the Select Wheel.  
There will be a box with no name next to it if there is a write in candidate option for that race.  
Spell out candidate’s name on keypad, highlight “accept” and press “enter.”  A list of write-in 
candidates will be provided to the Election Judges but this is not to be posted in the Vote 
Center.  It could be construed as electioneering to post such a list when candidates whose 
names appear on the ballot may not advertise within the Vote Center. 

BALLOT STYLES 
One of any number of specific Ballot Styles may be issued to the appropriate precinct. 
Ballot Style information will be available on the label printed from AskED and applied to the 
blank Application to Vote and must be carefully verified.  Giving the wrong ballot style would 
deprive the Voter of the opportunity to vote on all the candidates or issues he/she is entitled to 
vote for. 
Ballot Style Examples (The first 4 characters are to notate the precinct) 

Ballot Style DU02 -1001 Ballot Style DU16-1003 Ball ot Style DU04-1005 
Federal Candidates Federal Candidates Federal Candidates 
State Candidates State Candidates State Candidates 
County Candidates  County Candidates  County Candidates  
City Candidates City Candidates City Candidates 

East Dundee Fire District 
Referendum 

West Dundee Fire District 
Referendum 

 

In the above example, at a General Primary, there would be: 

Republican Ballots marked ballot style DU02 -1001R, DU16 -1003R, DU04 -1005R 

Democratic Ballots marked ballot style DU02 -1001D, DU16 -1003D, DU04 -1005D 

Nonpartisan Ballots marked ballot style DU02 -1001N, DU16-1003N, DU04-1005N 

Green Party Ballots marked ballot style DU02 -1001G, DU16-1003G, DU04-1005G 

(Note: Nonpartisan Ballots show only referenda questions -- no candidates.) 

In each of the three examples above, the presence or absence of a fire district referendum 
makes the ballot style unique.  In this case, if the Voter lives in the East Dundee Fire District 
and is supposed to receive Ballot Style 1001 but receives Ballot Style 1003, the Voter would 
be casting a vote for the wrong fire district.   

Understanding the Ballot Style is very important to  ensure the Voter is given the correct 
access code.  If a Voter alerts you before they cast their ballot to an incorrect ballot style 
issued or that their candidates are not present on their ballot, cancel the booth and reevaluate 
the ballot style. Manually enter the ballot style into the JBC to issue the access code.
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BALLOT ENTITLEMENT - WHO HAS THE RIGHT TO VOTE? 

 
1. A Voter registered at the address where they are currently living.  
 
2. A Voter who has moved more than 30 days within the jurisdiction  and did not 

transfer registration. Voter must complete the Application to Vote and Address 
Correction Form for Fail-Safe Voter and can vote Federal Ballot only in their former Vote 
Center. 

 
3. A Voter who has moved outside of the precinct  (still in the state) within 30 days of 

the election and did not transfer registration.   Voter may vote a full ballot in person 
at their former Vote Center by completing Affidavit, Section B. 

 
4. A Voter who moved within the same precinct during t he 27-day period before the 

election and/or Voters, who changed their names, st ill reside in same precinct, 
and did not re-register.  Voters must complete Affidavit, Section C, which will 
automatically update their record with their present address and will change their name 
in the Voter record. 

 
5. A Voter who  claims to be a registered Voter . 
 A person may cast a Provisional Ballot under the following conditions: 
 
• The person’s name is not found in the laptop database. 
• An Election Judge, a Poll Watcher or any registered Voter has challenged the person’s 

voting status. 
• The person votes in a Vote Center that is required to stay open by court order beyond 7:00 

p.m. 
• The person failed to provide valid identification with a mail-in Voter Registration Application 

and does not provide it at the Vote Center. 
 
  
6. Grace Period Voter  - A person who registered to vote or updated their registration 

during the 27th till the 7th day prior to the Election may vote in person at the County 
Clerk’s office only.  No Grace Period voting is allowed on Election Day. 

 
7. Member of the U.S. Military, even though not regist ered. Military personnel who are 

at the time of the election, or at any time within 60 days prior to such election, actively 
engaged in the service, may vote by completing the Affidavit, Section E, and blank 
Application to Vote and by showing two forms of I.D.  The Application to Vote should be 
spindled with the white Applications. 
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ELECTIONEERING & CAMPAIGN-FREE ZONES  

 “Electioneering” is defined as the activities of a person working for or against a candidate or 
referendum on the ballot.  Electioneering, and any type of campaigning, is prohibited within 
100 feet from main entrance to the Vote Center. 

·  If the 100 feet ends inside the building, the flags and chalk are used/ placed outside the 
building at each entrance used by Voters. 

·  If the 100 feet ends inside a building, markers are placed at that point.  If there are two 
or more floors and Vote Center is above or below ground floor, 100 feet is measured 
from the staircase or elevator on the ground floor used to access the Vote Center. 

·  The 100 feet are measured using the 100 foot string found in the Election Supplies and 
mark with the chalk and/ or flags. 

Typical Questions & Answers 

1. The 100-feet campaign-free zone ends in the middle of the parking lot of a building used 
as a Vote Center.  Can campaigners hand out literat ure in the parking lot? 
Yes.  The area beyond the markers or cones is open for electioneering, including the placement 
of temporary signs. 

 
2. The Vote Center is in the hallway to the gym; the g ym door is an outside door, and 100 

feet from this door ends in a neighbor’s yard.  Whe re are markers placed? 
Legislation creates a campaign-free zone within 100 feet on Vote Center property.  However, if 
the 100 feet ends beyond that property, there is no requirement to place cones or markers on a 
neighbor’s property.   

 
3. A municipality has an ordinance that prohibits any type of solicitation.  Does that mean 

that electioneering is prohibited in this municipal ity on Election Day? 
No.  A Public Act specifies that its provisions relating to electioneering supersede any 
“ordinance or local law”.   

 
4. 100 feet from the door to the room where absentee v oting will be conducted in the 

County Clerk’s Office is in the middle of the traff ic lane entrance for the building’s 
parking.  Is the County Clerk required to place a c one or marker in a traffic lane?  No.  To 
address safety concerns, the practical solution would be to place the cone or marker at the 
nearest point beyond the 100 feet outside of the traffic lane. 

 
5. If a church does not allow any signs or solicitatio n on church property and is a privately 

owned building, do they have the right to prohibit election signs?  
Yes.  According to law, a building used as a Vote Center (polling place) must allow 
electioneering on the property outside the 100 feet. However, the exception to this is a private 
school or church which may choose to prohibit electioneering on their property.  However, they 
must notify the Kane County Clerk’s Office in advance of Election Day.  This allows for the 
information to be passed on to the Election Judges. 
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POLL WATCHERS 

Poll Watchers are in a Vote Center to observe the election process and must show proper 
credentials. (A Poll Watcher must have separate credentials for each Vote Center they are 
observing and must surrender the credentials to the Election Judges.) By law, Poll Watchers 
may be appointed by: 

1. A candidate 
2. A political party 
3. Organized proponents and opponents of referenda 
4. Qualified civic organizations 

 

RIGHTS OF POLL WATCHERS 

Poll Watchers are permitted to be present during set-up procedures before the Vote Centers 
are declared open and may remain in the Vote Center at all times, including after the polls 
close.  A Poll Watcher may leave and re-enter during voting hours in a Vote Center for which 
he/she has already surrendered credentials, and must sign in and out each time. 

A Poll Watcher may NOT re-enter the Vote Center AFTER the Vote Centers have closed. 

A Poll Watcher may stand as close as needed to hear Voters’ names as they apply for a ballot 
and may observe the signature verification.  A Poll Watcher may challenge, with cause, a 
person applying to vote.  They are NOT permitted to touch any supplies or materials and may 
not disturb the conduct of the election. 

If a majority of judges decide the Vote Center is overcrowded and the voting process is being 
affected, they can limit the number of Poll Watchers, EXCEPT that each candidate and 
established political party shall be permitted to have at least one Poll Watcher present. 

 
 
Number of Poll Watchers permitted in each precinct 

Appointing 
Authority  

Consolidated/General 
Primary  

Consolidated/General 
Election  

Nonpartisan 
Election  

Candidate Two Two Two 
Political party One Two None 
Civic Organization One One One 
Referendum One One One 
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POLL WATCHER CREDENTIALS 

The Poll Watcher must surrender their Poll Watcher credentials upon entering.  These 
credentials are stored in the back pocket of the affidavit binder. They must sign the Poll 
Watcher register and the Election Judges will fill in their arrival and departure times.   

To be valid, credentials shall: 
 
1. Be issued by and under the facsimile signature of the County Clerk. 
 
2. Bear the real or facsimile signature of the state or local political party, the chairman of 

the opponent or proponent referenda group, or the candidate. 
 
3. Bear the Poll Watcher’s signature and address as registered in Illinois. 
 

CANDIDATE CREDENTIALS 

Candidates seeking office in a district or municipality encompassing two (2) or more counties 
shall be admitted to any and all Vote Center(s) in those districts or municipalities.  Such 
candidates are not limited to the Vote Center(s) in the county in which they are registered to 
vote.  Actions of such candidates shall be governed in each Vote Center by the same 
privileges and limitations that apply to Poll Watchers.  Such candidates must have the proper 
candidate credentials issued by the County Clerk’s Office and surrender them to the Election 
Judge.  Place Candidate Credentials with the Poll Watcher credentials in the back pocket of 
the Affidavit Binder.  Candidates are also logged on the Poll Watcher register. 

 

EXIT POLLING 

Exit polling may be conducted by the news media and usually occurs during Presidential and 
Gubernatorial elections.  Anticipate exit polling at your Vote Center.  

The purpose of exit polling is for the news media to get a firsthand report of how the Voters 
have voted, so they can make early predictions.  Exit pollsters are usually members of the 
press or volunteers working for the press.  They provide their own credentials, which must be 
worn at all times.  Exit pollsters are not limited to the 100-foot requ irement.   They may be 
as close as the entrance of a Vote Center as long as their interview process is quiet and does 
not interfere with the conduct of the election. 

This is a sample of the Poll Watcher Register found in the Election Day Voting Process Binder. It is a 
single sided form which does not require the Election Judges signatures. 
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PREPARING 
THE VOTE 
CENTER 
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ELECTION MORNING 

 

 

THIS IS THE ORDER IN WHICH THESE TASKS ARE TO BE COMPLETED. 

 

 
1. All Election Judges must arrive at 5:00 AM to assure the Vote Centers are open and 

ready for voting at 6:00 AM sharp (the official time will be that of the Technical Judge’s 
County cell phone). 

2. Before opening Polls and proceeding with subsequent steps, one Election Judge shall 
           read aloud and all Election Judges raise their right hand and swear to and sign the  
           “Oath or Affirmation of Judge of Election.”  

3.        Connect the JUDGE’S BOOTH CONTROLLER (JBC). 

4. Examine eSlate Voting Machines; assure assembly is complete and assign all the   
           eSlate voting booths. Run the opening tapes before 5:30 AM.  No one, including  
           Election Judges, may vote before 6:00 AM. 

 5.       Enter the JBC Start of Day count onto the Certificate of Ballot 

6. Power on the County issued laptop computers and enter passwords.  Following the     
  Instructions as given on the laptop, enter appropriate information and proceed to the 

Look Up Voter Screen. 

7.   Turn on County-issued cell phone and place all Election Day supplies at appropriate 
 stations. 

8.    Place the outdoor “VOTE HERE” sign to be visible from the roadway.  Ensure the   
            magnetic arrows are pointing the proper way. 

9.    If main entrance is NOT handicap-accessible, place handicap directional sign at main     
       entrance with an arrow pointing to the alternate accessible entrance. 

10.    Fill in all Seal and Serial numbers on Official Voting Booth Record form.  

11.    Plug in television set; start the DVD to demonstrate the eSlate Voting System. 

12.      Using measuring string, chalk and flags provided to mark the 100 feet campaign free   
            zone. 
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This is a sample of the Oath or Affirmation of Judge of Election (Front Page). This is a two 
sided form. 
 

 
 



�	�

�

 
This is a sample of the Oath or Affirmation of Judge of Election (Back Page). 
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This is a sample of the Election Judge Attendance Form found in your Election Day Voting 
Process Binder. This is a single sided form. 
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This is a sample of the Official Voting Booth Record.  This is found in the Election Day Voting 
Process Binder.  This is the first page of this two page record.  Each JBC needs its own 
Official Voting Booth Record. 
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HOST & DEMO 

 

SUPPLIES 

·  Voter Information Guide (Do not post) 

·  TV Stand 

·  TV 

·  Demo DVD (English & Spanish) 

·  Blue eSlate Instruction Sheets 

 

DUTIES 

 

�  Greet Voters. 

�  Run the DVD demonstration. 

�  Direct Poll Watchers/ Candidates to Affidavit Table to surrender credentials. 

�  Answer any further questions.  Offer Blue eSlate Instruction sheets if 
needed. 

�  Direct Voter to Application & Signature Verification Station. 
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APPLICATIONS & SIGNATURE VERIFICATION 

 

SUPPLIES 

·  Blank Applications to Vote 

·  Miscellaneous Office Supplies 

·  Laptop Computer with Dymo Label Printer & Spare labels 

·  Voting Process Binder 

 

DUTIES 

�  Have the Voter sign the Application. 

�  Ask Voter to state name, address, and if a Primary Election, party affiliation.  

�  Locate Voter’s name using AskED on the laptop.  In a Primary Election, mark Voter’s 
party preference in appropriate box.   

�  If AskED indicates Voter registered by mail and is voting for the first time, Voter must 
show two (2) forms of identification.  If Voter is unable to show required identification, 
they must vote a provisional ballot. 

�  After the Election Judge places their initials on the application, direct Voter to the JBC & 
Application Spindling Station. 

 

Acceptable Forms of Identification 
Driver’s License Social Security Card Employee ID Card 
Credit Card Library Card Insurance Card 
Selective Service Card Civic Membership Card Fraternal Membership Card 
Union Membership Checkbook Utility Bill 
Professional Association Membership Card  
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Laptop Startup Instructions 

1. Log into the computer. 

Username:  elections 
Password: kane 

2. Double-click on the icon for VZAccess Manager.  
3. Click on the Connect WWAN button on the bottom  right. 
 

 
     When you are connected to the internet the screen should look like the following: 
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AskED  

Processing Voters 

1. Double Click on the AskED icon  on the laptop screen. 

2. The Technical Election Judge needs to read the disclaimer and enter his/her full 
name in agreement.  Press I agree. 

3. Confirm the Election Information and choose the Vote Center Location. 

4. Answer the series of questions on the screen.  Press OK.   

5. This is the Main Menu.  Using your mouse, select Voters.  

6. Fill in the Voter’s Information and Click SEARCH. 

�  Most searches  only require the Last and First Name. 

�  Some common names , such as John Smith,  search by Birth Date to 
narrow the search. 

7. A list of Voters will appear on the right side of the computer screen.  Click MORE 
to see additional  Voters. 

8. When you use the mouse to hover over the selected Voter, it will become 
highlighted.  Click on the highlighted to move to the next screen. 

9. This screen will display the Voter’s details.  Answer the questions to proceed. 

10. In a General Election, the ballot style will be given. 

11. In a Primary Election, the Election Judge will have to ask the Voter which party 
they would like, and choose the ballot style appropriately. 

12. Click YES. 

13. The label will now print on the Dymo Label Printer.   Adhere the label to the 
Voter’s application. 

�  If AskED has directed you to have the Voter vote Provisionally,  the 
PROVISIONAL APPLICATION needs to be filled out and a label will not 
print. 
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Finding a Voter by their Address 

1. If a Voter’s name is not found in the database, they can still be directed to the 
proper vote center based on their address. 

2. Click on the ADDRESS button on the main screen. 

3. Enter the Voter’s Address Information and Click Search. 

4. A list of addresses will appear on the right side.  Click VIEW VOTERS. 

5. Select  the Voter. 

6. Confirm that the Address is the Voter’s Current address. 

7. Click on the PRECINT NAME to see the Vote Center location information. 

8. Give the Voter the name and address of their correct Vote Center. 
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JBC - ACCESS CODE & APPLICATION SPINDLING 

 

SUPPLIES 

 
·  JUDGES BOOTH CONTROLLER (JBC) / Scanner 

·  Extra paper rolls for JBC 

·  Application covers, front & back  

·  Spindles for Applications 

 

DUTIES 
  

�  Confirm the application has been initialed by the Election Judge verifying the signature. 
 

�  Issue the access code by scanning the bar code found on the label with the scanner. 
This is MANDATORY.  If your scanner is not working, you will need to call the Call 
Center for assistance immediately. 

 
�  Verify the ballot style on access code matches ballot style on application. 

Number applications consecutively, beginning with #1 and spindle them. (See Examples 
on next page) 

1. In Vote Centers with more than one precinct, the applications get spindled by 
JBC and then by precinct. 

2. In a Primary Election, applications also are spindled by JBC, by Precinct and 
then by Party. 
 

�  Direct the Voter to an open booth of their choosing connected to the JBC which issued 
their access code. 

 
�  Remind the Voter when they see the waving flag their ballot has been cast. 

 
�  Do not write on covers until they are filled or the polls close.  Extra unused covers can 

be used in the next election. 
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eSlate VOTING BOOTHS 

SUPPLIES 

 

·  Voting Booths 

·  Screen Wipes 

 

DUTIES 

 

�  If eSlate screen indicates a ballot not completed and the Voter has left, the booth must 
be cancelled.   

 

�  If eSlate screen indicates an equipment problem, Election Judge should contact Call 
Center, and close the lid on the eSlate Voting Booth until the issue has been rectified.  

 

�  Inspect voting booths periodically to check for defacing or signs of tampering. If the 
screen appears smudged or dirty, clean screen with Screen Wipes provided. 

 

�  Election Judges should be alert to Voters having difficulty and determine if further 
assistance is needed.   

 

�  Monitor booths to eliminate conversations between Voters. 

  

 

 

 

REMEMBER TO ROTATE 

Election Judges should rotate duties every 2 to 3 hours giving each 
Election Judge the opportunity to learn each procedure and share in 
the responsibilities of Election Day. 
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WHILE THE 

VOTE 
CENTERS 
ARE OPEN 
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ELECTION DAY 

OPEN POLLS 

One Election Judge must declare the Vote Center open for voting at 6:00 a.m. sharp (the 
official time will be that of the Technical Judge’s County cell phone). 

ELECTION JUDGE VACANCY 

If an Election Judge fails to appear at the Vote Center, one of the remaining Judges should 
contact the Clerk’s office for a replacement.  If the Clerk’s office cannot provide a replacement 
the Election Judges present may appoint a replacement Election Judge.  The replacement 
must be a registered Voter who has the same political affiliation as the Election Judge being 
replaced.   One of the regular Election Judges administers the oath to the replacement Judge 
and sign name clearly at bottom of Oath or Affirmation of Judge of Election and print and sign 
name on Attendance Sheet, as well as completing  Affidavit, Section F. If the Election Judge 
who was replaced arrives at anytime, they are to call the Election Judge Coordinator for 
instructions. 

 

 
A Candidate or a Precinct Committee Person cannot serve as an Election Judge. 
 

PERSONS ALLOWED IN VOTE CENTER 

Election law allows only authorized persons in the Vote Center on Election Day.  They must 
present proper credentials and identification to the Election Judges when entering the Vote 
Center.  Authorized persons are: 

1. Election Judges 
2. Voters being processed 
3. Zone Managers / Zone Roamers 
4. County Clerk or State Board of Elections Representatives 
5. State’s Attorney and Attorney General Representatives 
6. Poll Watchers and Candidates 
7. Department of Justice Representatives 
8. League of Women Voters Representatives (to pick up Provisional Ballots) 

EXAMINING EQUIPMENT 
 

     

Periodically, the Election Judges must examine the voting equipment to check 
the paper rolls (both JBC and VBO) and to check for any defacing.  Only 
Election Judges, Zone Managers, Zone Roamers and County Clerk Staff are 
allowed to handle the voting equipment. Tampering with voting equipment is 
unlawful.  Problems should be reported to the Call Center (630) 444-3220 and 
the Zone Manager immediately. 
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EXCEPTIONS TO ROUTINE VOTING PROCEDURES  

NOT IN KANE COUNTY VOTER FILE 

1. Try Looking Voter up by their address. 

2. If Voter is in the correct Vote Center and Voter’s name is not found in the Kane County 
Voter File, call the Call Center 630-444-3220. 

3. The Voter will need to show 2 forms of identification showing the current address. They 
must vote PROVISIONALLY and they can vote a FULL BALLOT.  

SPOILED BALLOT 

If a ballot has been rendered invalid and has not been cast  by a Voter still present in the Vote 
Center, cancel the booth and issue a new access code to give Voter a new ballot.  This needs 
to be logged on the Cancelled Booth Log. 

Reasons for a spoiled ballot would include: 

·  Ballot Style Errors 
·  Voter Code Error 
·  In a Primary, an incorrect party being issued. 
·  Voter has walked away from booth with an active ballot without casting ballot. 

 

BALLOT STYLE ERRORS 

If a Voter alerts you that their candidates or referendum are not present on their ballot, 
compare the ballot style on the application and the access code.  The Election Judge will need 
to contact the Call Center to determine if the Voter was issued an incorrect ballot style. If you 
find that an incorrect ballot style was given, and only if the Voter did not cast the ballot, cancel 
the booth and manually enter the corrected ballot style on the JBC.   

Canceling a Booth 
 

1. On the JBC Polls Open Menu press the arrow �next to other. 

2. Press the arrow next to the Cancel Booth on the screen. 

3. Enter the number of the booth you wish to cancel (e.g., 01,02, 03) on the Cancel 
       Booth screen. 

4. Go to that booth and press ENTER on the eSlate. 

5. Return to the JBC and press the arrow  next to Continue. 

6. Press the arrow next to Polls Open Menu. 

7. Record the cancellation on the Canceled Voting Booth Log. 
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This is a sample of the Incorrect Ballot Style Issued Register.  This will be found in your 
Election Day Voting Process Binder.  This is often used for an incorrect Party selection by the 
voter during a Primary Election. 
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This form is to be used for Voter Code Errors.  A Voter code error refers to the codes in a Voter’s file 
which designate which governmental jurisdictions and referenda questions the Voter is entitled to vote 
on.   

If a Voter has not completed voting and tells the Election Judges that a candidate or an issue did not 
appear on his/her ballot on the eSlate, you should first cancel the booth, then call the Kane County 
Clerk’s office for the correct information.  Once you have the correct information you can then give the 
Voter a new access code by entering the corrected ballot style into the JBC and he/she can begin 
voting again. 

If the Voter does not tell the Election Judge that a candidate or an issue did not appear on his/her ballot 
on the eSlate until after he/she has completed voting, it is too late and the Voter cannot vote again.  
However, you should still call the Kane County Clerk’s office and complete this form so that the Voter’s 
file can be corrected.   

This form is NOT for incorrect access codes from the JBC. 
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FEDERAL BALLOT 

Some people mistakenly refer to all ballots contain ing the candidates for federal offices 
as “federal ballots.”   

A Federal Ballot contains only the candidates for federal office but no local candidates or 
public questions.  A Federal Ballot is provided to a Voter who has moved more than thirty (30) 
days prior to the date of the election within Kane County.  This Voter must vote in his former 
Vote Center.  Voter must complete application and  Address Correction Form for Fail-Safe 
Voter and can vote Federal Ballot only in their former Vote Center. 

Be watchful  that those Voters who are properly registered in their own precinct receive a full 
ballot and are able to vote on all candidates and issues to which they are entitled. Federal 
Ballots are always given ballot style 999. 

MILITARY VOTING 

A Voter who is actively engaged in military service or who has been discharged within 60 days 
of the election and has a residence in this precinct may vote after completing the Affidavit, 
Section E, even though the Voter has not registered to vote. 

1. Have Voter complete the Affidavit, Section E, along with a blank Application to 
Vote. Voter’s local residence address determines ballot style.  Call the Call 
Center (630-444-3220) to verify ballot style.   
 

2. Spindle Voter’s Application to Vote.  Do not spindle the Affidavit; it  remains in the 
Affidavit Binder.  

CHALLENGE OF ENTITLEMENT TO VOTE 

A challenger must state a specific reason for challenging a Voter’s entitlement to vote, and the 
Election Judges discuss and determine whether or not the challenged Voter is entitled to vote.  
The challenge may be issued by a Poll Watcher, Election Judge and any legally registered 
person in the Vote Center. 

The decision to challenge may be based on information in any of these categories: 
 
1. Voter moved within Precinct 
2. Voter has changed name 
3. Voter moved out of precinct 
4. Voter has been in Military 
5. Voter’s signature does not match signature on Application to Vote 

�  If a majority of the Election Judges determine that the Voter is entitled to vote , the 
Voter is permitted to vote as though a challenge had not been issued. 

�  If a majority of the Election Judges determine that the Voter is not entitled to vote , the 
Voter may vote a Provisional Ballot.   
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This is a sample Address Correction for Fail-Safe Voter.  This form will be found in your 
Election Day Voting Process Binder. 
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PROVISIONAL VOTING  
 
Section 302 of the Help America Vote Act of 2002 (HAVA) requires states to provide for 
provisional voting under certain conditions.  Senate Bill 428, now Public Act 93-0574, 
authorizes provisional voting in Illinois. 
 

    

 

Before giving a Provisional Ballot, make sure the V oter is in the 
correct Vote Center or their vote will not count 
 

WHO MAY CAST A PROVISIONAL BALLOT? 
A person may vote a Provisional Ballot in four possible circumstances: 

1. The person’s name is not found in the Kane County Voter File where the person seeks 
to vote.   

2. The person’s entitlement to vote has been challenged, and the challenge is sustained 
by a majority of the election judges. 

3. A court order extends the time for closing the polls beyond the time period established 
by law, and the person votes during the extended-time period. 

4. The person registered to vote by mail and does not show the required identification at 
the Vote Center.  The person may submit additional information to the County Clerk to 
verify their voting status.  The information must be received in the County Clerk’s office 
no later than the close of business on the Thursday following Election Day. 

DID THE PROVISIONAL VOTE COUNT? 

Election law requires a free access system (toll-free number or Internet website) that a 
Provisional Voter can use to discover whether his/her vote counted and, if it did not count, the 
reason why.   

�  The Kane County Website for this purpose is:  www.kanecountyelections.org. 

�  The State Board of Elections toll-free number is: (866) 513-1121.  This information is 
printed on the back of the Voter’s copy (pink) of the Affidavit of Provisional Voter. 

The vote will be counted if it is determined that the Voter is registered at the address provided 
on the affidavit. 

The vote will not be counted if it is determined that the Voter is not registered at the address 
provided on the affidavit.  However, the completed affidavit will be used as a registration 
application, and a new registration card will be sent to the Voter. 

The County Clerk has up to fourteen (14) days following the election to verify the registration 
for a provisional Voter.  



���

�

 

 

HOW TO CONDUCT PROVISIONAL VOTING 

The Election Judge shall follow these steps carefully to ensure an accurate and complete 
Provisional Ballot: 

 1.  Have the Voter fill out top portion of the Provisional Application  (Affidavit of    
     Provisional Voter) 

 2.  Using the Kane County Voter File on AskED, process the Voter.  AskED will  
     notate the ballot style assigned to the Voter.  Write this in the section entitled:    
     Supporting Facts or comments  of the Judge of Election or Vote on the bottom  
     left side of the Provisional Application.   

�  If the Voter’s name is not found in AskED,  contact the Call Center. 
 3.  Using the Judge’s Booth Controller (JBC) generate Provisional Voting Tape. 

      a.  Press Add Voter 
      b.  Select the Voter’s Precinct and Party if it is a Primary Election. 
      c.  Press Provisional 
      d.  The JBC will ask you if you are sure you want to make this a  
           PROVISIONAL.  Press YES 
      e.  Press Print.  

 4.  The Voter signs the bottom of the Voter Provisional Voting Tape.  

 5.  Tear the top portion off of tape and give to the Voter.  This is their ACCESS     
     CODE. 

 6.  Give the Voter the white envelope marked PROVISIONAL and instruct them to     
     put  this Voter Provisional Voting Tape and the white and the yellow copies of  
     Provisional Application into this envelope and seal.  Voters then hand the  
     sealed envelope to Election Judge. 

 7.  The Election Judge will place this in the Security Pouch and the Voter will  
     proceed to the booth with the access code and the pink copy of the Provisional  
     Application. 

 

 

8.  Representatives of the League of Woman Voters may stop during Election Day    
     to pick up the sealed white provisional envelopes.  The League of Woman  
     Voters will have a badge issued by the Clerk’s Office.  The representative will  
     need to sign on the Provisional Pick Up Register before leaving with the  
     Provisional envelopes. 

 9.  Any additional Provisional Voter Applications should placed in the Emergency 
    Ballot / Provisional Pouch and seal before taken to the assigned receiving  
    location with their other supplies.  
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This is an example of a Provisional Voting Application.  These can be found in their 
own sealed envelope, which is referred to as the “Provisional Kit.”   
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The League of Women Voters will pick up voted provisional ballots during select elections.  Document 
the name of the representative, the number of ballots released and have the representative sign. 
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ASSISTANCE IN VOTING 
 
A Voter may have assistance with voting only if: 
 

1. The Voter cannot read or write English, or 
 

2. The Voter is physically disabled. 
 

Two types of assistance are available: 
 

Type 1  

The Voter may be assisted by a person of their choi ce  

Person providing assistance may be friend or relative or any person of the Voter’s  
 choice, or two (2) Election Judges, one (1) from each party. 

 

Affidavit, Section A must be completed and the Voter must sign it.  The person giving  
assistance must also fill out and sign the Oath of Assistance on the same Affidavit,   
Section A. 
 
On the Voter’s Application to Vote, mark an “X” in the box for “Assisted in Voting.”  Pass 
 the Application to Vote to the JBC to be spindled. The Affidavit must be placed in the 
 Affidavit Binder for return to the receiving location. 

 

Type 2  

The Voter may choose to use the eSlate Disabled Acc ess Unit (DAU) 

 The Disabled Access Unit includes accessory components so that a physically disabled 

 Voter can vote independently and privately.  The DAU includes audio so that Voters 
 can listen to the ballot with headphones.  The DAU also has jacks for tactile input  
switches. 
 Both the headphones and the tactile switches are hooked up and ready for use in each  
DAU.  “Sip and Puff” devices may also be installed allowing Voters with limited hand  
mobility an alternative to the “SELECT” wheel. Please see the Technical Judge for  
assistance with the “Sip and Puff” devices. 

 
There is no need to fill out an affidavit to use a DAU. 
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LISTED BELOW ARE SUGGESTIONS FOR COMMON COURTESIES AND 
GUIDLELINES WHEN OFFERING ASSISTANCE 

 
 

�  Be considerate of the extra time it might take for a person who has a disability to get 
           things done, and give unhurried attention to a person who has difficulty speaking. 
 

�  Speak directly to the person who has a disability rather than to a companion who may 
be along. 

 
�  Speak calmly, slowly and directly to a person that you believe to be hearing impaired. 

Your facial expressions, gestures and body movements help in understanding. Don’t 
shout or speak in the person’s ear. If full understanding is doubtful, write a note to the 
person. 

 
�  Before pushing someone in a wheelchair, ask if you may do so and how you should 

            proceed. 
 

�  Greet a person who is visually impaired by verbally letting the person know who and 
where you are. You may wish to verbally explain the procedures as well.  When offering 
walking assistance, allow the person to take your arm and tell him or her if you are 
approaching steps or inclines. 

 
�  Be aware that dogs that assist people with disabilities should be admitted into all 

           buildings. Such dogs are highly trained and need no special care other than that  
           provided by the owner. Never distract, pet or feed the dog. 
 

�  Be aware that federal law allows Voters with disabilities to be accompanied by and to 
receive the assistance of another person in the voting booth.  Affidavit needs to be 
completed. 

 
�  MOST OF ALL – Remember that ALL Voters deserve courteous attention when 

           exercising their right to vote. 
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Providing assistance to those who cannot read or write English 

Bilingual Election Judges will provide a critical link in our ability to maintain voting rights in 
Kane County regardless of a Voter’s particular language orientation.   

·  Remember that personal opinions must be kept outside the voting process. Instead of 
referring to a particular candidate by name, refer to them as “your selection”, this will 
eliminate any confusion and avoid Voters feeling that they are being intimidated. 

 
·  Bilingual Election Judges need to  wear their language assistance badge  

 throughout the day to ensure the Voters who arrive at the vote center are 
           aware of your bilingual ability. 
 

·  In Vote Centers with an identified need for Bilingual Election Judges an Election 
Bilingual Terminology Glossary will be included in your supplies. 

 
·  Bilingual Elections Judges can study the Election Bilingual Terminology Glossary online 

at  http://www.eac.gov/Voter/language-accessibility-program-1/glossary-of-election-
terms/  
 

 

Penalties Associated with Providing Incorrect Information  

 

Illinois law defines the following as a Class A misdemeanor: 

·  Providing assistance to a Voter who is not eligible for assistance; 
 

·  While assisting a Voter, you cannot to prepare the Voter’s ballot in a way other  than the 
way the Voter directs or without direction from the Voter; 

 
·  While assisting a Voter suggests by word, sign, or gesture how the Voter should vote;  

 
·  Provides assistance to a Voter who has not requested assistance or selected the 

person to assist the Voter; 
 

·  Knowingly providing assistance to a Voter as the Voter’s employer, labor union 
representative, or an agent of either. 
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AFFIDAVITS  

 

CHOOSE THE AFFIDAVIT LETTER THAT APPLIES.  COMPLETE  THE TOP PORTION, THE 
APPROPRIATE LETTER AFFIDAVIT AND THE BOTTOM PORTION  OF THE AFFIDAVIT SHEET. 

 

A      ASSISTANCE 

B 
     MOVED WITHIN 30 DAYS, INSIDE STATE 

     IF TWO FORMS OF IDENTIFICATION ARE NOT AVAILABLE, T HE 

    SUPPORTING AFFIDAVIT – OATH OF WITNESS MUST BE COMPLETED. 

C 

     MOVED IN SAME PRECINCT WITHIN 27 DAYS  

     CHANGED NAME ANYTIME & IN SAME PRECINCT 

     IF TWO FORMS OF IDENTIFICATION ARE NOT AVAILABLE, T HE 

    SUPPORTING AFFIDAVIT – OATH OF WITNESS MUST BE COMPLETED. 

D 
     ABSENTEE BALLOT MAILED; NOT RECEIVED BY VOTER 

     ABSENTEE BALLOT VOTED BUT NOT RECEIVED BY ELECTION 

     AUTHORITY 

E      MILITARY WITHIN 60 DAYS 

F      APPOINTMENT OF ELECTION JUDGE 
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This is a sample of the Report of Persons Voting by Affidavit.  This is found in the Affidavit Binder on 
Election Day.  This Form will be two sided. 
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AFTER THE 
VOTE 

CENTERS 
CLOSE 
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CLOSING PROCEDURES 

At 6:30 PM, an Election Judge shall announce that the Vote Center will close in one-half (½) 
hour at 7:00 PM.  Precisely at 7:00 PM, an Election Judge shall announce that the Vote 
Centers are closed.  No additional Voters may enter after 7:00 PM. 

    

    

ANY PERSON IN LINE PRIOR TO 7:00 PM MUST BE PERMITT ED TO 
VOTE. 
 

 

As each Voter finishes voting they must leave the Vote Center.  After the last Voter leaves, the 
door shall be locked. 

 

AUTHORIZED PERSONS PERMITTED IN VOTE CENTER AFTER 7:00 P.M. 

1. Election Judges 
2. Law Enforcement Officers present 
3. Poll Watchers present before 7:00 PM 
4. Zone Managers / Zone Roamers 
5. Representatives from County Clerk’s and State’s Attorney’s offices 
6. State Board of Elections Representatives 
7. Department of Justice Representatives 
 
All must have proper credentials.  Poll Watchers, who left the Vote Center, earlier may not re-
enter after 7:00 p.m. 
 
There are FOUR categories of duties to be accomplished at the close of the polls. 

1. End of Day Reports  

2. Election Day Paperwork 

3. Packing of the Equipment 

4. Returning the Supplies. 
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End of the Day Reports:  Each JBC needs to follow these instructions. 

 

     
 

DO NOT DISCONNECT ESLATE BOOTHS UNTIL AFTER 
PRINTING ALL CLOSING TAPES ON THE JBC! 
 

 

 1.   All Voters need to be finished voting. 

 2.   Press Close Polls. 

 3.   The JBC screen will want you to confirm that you want to close the polls.  Press the arrow 
       next to YES. 

 4.   Enter the Close Polls Password and press ACCEPT.  The Close Polls Password is in an   
       envelope marked CLOSE POLLS PASSWORD. 

 5.   Print ONE Close Poll Report. 

 6.   Press the arrow next to ACCESS CODE REPORT.  Two (2) Access Code Reports will  
       need to print. 

 7.   Press the arrow next to PRINT TALLY.  Two (2) Tally reports will need to be printed.  One  
       is posted on the door of the Vote Center. 

 8.   Press the arrow next to PRINT WRITE IN REPORT.  Print two (2) Write In Reports.   

9.    Place all of the reports in the Close Polls Envelope. 

       Please be patient these tapes may take several minutes to print. 
 
10.  Check the PUB Count on the lower right corner of the JBC.  Write this number on line 4 of  

       the GREEN Ballot Certification. 

11.  Complete the Green Certificate of Ballot using the instructions found on the back of the  
       form. 
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Election Day Paperwork to be Completed 

 

1.  Review the following Voting Process Binder Forms to insure proper completion: 

• Election Judge Oath or Affirmation 

• Certificate of Ballot 

• Official Voting Booth Record 

• Cancelled Booth Log 

 

2.  Review the following Affidavit Binder Forms to insure proper completion: 

• Affidavit report 

• Fail Safe Forms 

• Poll Watcher Register 

• Voter Code Error Sheets 

 

3.  Each spindle of applications should be numbered in sequential order and the proper cover 
     placed on top. 

•       Label by Vote Center Name, JBC Number and Party if a Primary Election 

•       Bundle by JBC. 

 

 
         Nothing may be thrown away!    
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Packing the Equipment  

 

    
All reports MUST be run before the JBC is unhooked from the eSlates. 

 

1.   Disconnect the JBC Cable from the first booth. 

2.   Put each JBC in the correct box.  Place Scanner in correct box and remove all cords from   
      the JBC.   Place scanner in the JBC box between the foam forms. 

3.   Disconnect each eSlate VBO Printer from the AC power. Do not remove the VBOs from   
      the booths.   Disconnect each Booth Cable. 
 
4.   Unplug each Dymo Label Maker from the Laptop and place both along with power cable  
       and data cable in carrying case. 

5.   Unplug each mouse and place them in the laptop box storage compartment. 

6.   Unplug each USB Verizon Card and place them in the laptop box storage compartment. 

7.   Place each laptop in the correct laptop box, and place into computer Canvas Carrying    
      case which is  marked “Laptop Case”.  Remember to Seal this case and log the seal  
      number on  the Seal Form 

8.   Adhere a security seal on the Blue Security Pouch. List seal number on the Certificate of  
      Ballot (Line 11). 
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9.   Pack the Canvass Supply Case.  Contents are listed on the Election Supplies Return  
      Checklist.  Write the seal number on the Seal form.  Remember to do this before you seal 
      the case. 

10.  Gather the cell phone, and charger and place them in the phone box. Do not place these   
       in a blue canvass case. 

11.  Pack the automobile of the Election Judge entrusted with delivering the supplies back to  
       the receiving location. 

12.  Driver and Passenger of differing parties should check the contents of the car, double  
       checking location and quantity of contents. Confirm receiving location before departure. 

13.  Pack the tactile input switch and  booth cable into the booth storage compartment.  Lay  
       the headphones and rubber banded AC power cord next to the screen on top of the 
       instructions. 
 
14.  Disassemble each booth’s fabric privacy screen. 
 
15.  Turn over the booth and disassemble the booth legs in reverse order.  Place Security Seal  
       around the handle. 
 
16.  Place eSlate Voting Booths on lower level of caddy first.  The booths all go in the same 
       way with the handles toward the door of the caddy. 
 

17.  Technical Judge needs to wait indoors with the caddy until the Zone Manager arrives. 

 
18.  Pack the UPS, TV & Stand, Metal Signs, and extension cord bag on the caddy. 
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RETURNING SUPPLIES ON ELECTION NIGHT 

 

Township of Vote Center Location Receiving Center 

Aurora 
Batavia 
Big Rock 
Blackberry 
Campton 
Geneva 
Kaneville 
St Charles 
Sugar Grove 
Virgil 

ST. CHARLES WAREHOUSE 
530 S. RANDALL RD., ST. CHARLES, IL 

FRONT ENTRANCE NORTH OF CIRCUIT 
CLERK 

 

Elgin 
Dundee 
Rutland 
Burlington 
Hampshire 
Plato 
 

ELGIN COMMUNITY COLLEGE 
466 RENNER DRIVE 

ELGIN, IL 
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This is a check list developed to assist the Election Judges returning the supplies to the 
receiving location and is found in the Election Day Voting Process Binder.  
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PLEASE WRITE YOUR COMMENTS AND LEAVE FORM IN BINDER   (SIGNATURE IS OPTIONAL) 

Location  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you would like a response to your suggestions, p lease notate email address  
 
 
 

Election Judges may also send suggestions by email to the Election Judge Coordinator at 
Elections@co.kane.il.us  


