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City Clerk-Treasurer

November 5, 2024
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Please email cojelections@janesvillewi.gov
answers to the following for training credit:

1. True or False – The Clerk is “in charge” of 
elections on Election Day.

2. True or False – Every ballot placed in the 
DS-200 tabulator to be counted gets its 
picture taken (front and back).

3. True or False – If a voter is struggling on
how to vote a referendum, I can explain to 
them what it means so they can vote on it.

FOR VIDEO WATCHERS

mailto:stottlerl@janesvillewi.gov
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In order to be paid as an appointed Election 
Official in the City of Janesville, you must meet ALL of
the following criteria:
• Be a US Citizen.
• Be able to read, write, and understand the English 

language. 
• Be a qualified elector in Wisconsin. 
• Reside in Rock County.
• Complete the enclosed forms.
• Commit to attending training sessions prior to each 

election. 
In addition to the requirements outlined above, 

please note that election officials are considered casual 
employees under Federal law. In order to pay you, verify 
employment eligibility, and issue a W-2, you will need to 
complete the enclosed four forms:
1. Personal Preference and Information form
2. Federal W-4
3. Wisconsin W-4
4. I-9 Employment Eligibility Verification Form

PAY RATES NECESSARY FORMS

Requirements to be paid

Don’t want to be paid for your 
service? That’s wonderful – please 
sign the Election Official Declination 
of Compensation form.
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PREPARING TO SERVE

Get your 

assignment

Show up ON TIME

AM=6am-1:30pm

PM=1:30-Close

ALL DAY= 6am-

Close
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PREPARING TO SERVE

YOUR CHIEF 
SHOULD CONTACT 
YOU ABOUT MEALS

WEAR LAYERS BEVERAGES/MEDS WEAR THE MOST 
COMFORTABLE 

SHOES YOU OWN!
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Let’s get to work!

▪ Please arrive by 6:00 a.m. or 1:30 p.m. & 

complete your entire shift. 

▪ Park away from the door – leave close spots 

for voters if able. 

▪ No electioneering within 100’ for the polling 

place entrance.

▪ Show patience and respect for co-workers 

and voters (even when they may not).

Inspector Training
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Voters

Faith Lutheran Church 2116 Mineral Point Avenue 2802

Janesville City Hall 18 N Jackson Street 2097

Mt. Calvary Lutheran Church 2940 Mineral Point Avenue 2915

Dr. Dale H Williams Rock County Resource Ctr 1717 Center Avenue 5676

Hedberg Public Library 316 S Main Street 4862

Blain Supply Training Center 3507 E Racine Street 4782

St. Mark Lutheran Church 2921 Mt. Zion Avenue 2971

Central Christian Church 4224 Whilden Court 3097

First Lutheran Church 612 N Randall Avenue 4098

LDS Church 3001 N Wright Road 3009

Polling Place Voter Load April  & Nov General Elections

~ 35,000 Reg Voters
~ 17,000 Absentee
________________
18,000 In Person
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Chief/Deputy Chief Inspectors: The 
municipal clerk designates one 
inspector as Chief Election Inspector 
and one inspector as Deputy Chief 
Election Inspector for each polling 
place. These individuals act as the 
liaison between the election 
inspectors and the municipal clerk 
and are in charge of the polling place 
on Election Day. Chief & Deputy Chief 
inspectors serve for a two-year term.

CHIEF 

INSPECTOR

Job Titles & Descriptions
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Greeters: Greeters may be appointed 
by the Clerk for high-turnout 
elections or to serve a specific 
purpose at the polling place on 
Election Day. Greeters are not 
inspectors and may not perform all of 
the duties of the inspectors. 
However, a greeter may fill in for an 
inspector during a break or 
emergency to maintain adequate 
coverage.

Greeter

Job Titles & Descriptions
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Also called “poll 
workers” these 
individuals staff the 
polling place 
checking in electors, 
issuing ballots, 
monitoring voting 
equipment, counting 
votes and properly 
completing the 
required forms.

Election Official

Job Titles & Descriptions
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At The Polls

The Ballot
The 

Equipment

The VoterThe Law
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Proposed Layout / 

Sign Placement
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What’s on the Ballot
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What’s on the Ballot
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EQUIPMENT AT THE POLLS

BADGER BOOK – E-POLL BOOK
Check in and Register Voters. 
Voters digitally sign this poll 
book upon showing acceptable 
Photo ID. November=Blain 
Supply, Rock County Resource 
Center, Library, City Hall, First 
Lutheran.

EXPRESS VOTE
ADA Ballot Marker, 
ballot in English or 
Spanish, Braile, 
Audio, Larger font, 
etc.

DS-200 BALLOT 
TABULATOR
All voted ballots tabulate 
into this machine and 
secures ballots until end 
of day.
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Utilize the user manuals to troubleshoot 

issues

Call the City Clerk on the election day 

phone to report the problem

Work to resolve as quickly as possible

WHEN EQUIPMENT 

FAILS/Stalls…

• WHEN ALL ELSE FAILS:
• The BACKUP TOTE holds paper back up plan.
• This tote contains everything you need to “go old-school” – 
• Don’t open unless you need to deploy in the case the badger 

books fail.
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Before the Polling Place Opens
▪ Set Up the DS 200 using manual

▪ Plug in the machine.  Open the lid – 
should power on automatically. If 
not, press the power button to turn 
the machine on.

▪ Verify the security seal number on 
the Inspector’s Statement and the 
Chain of Custody Form

▪ Check the ballot box slots to ensure 
empty, metal slot closed and doors 
locked

▪ Set up all voting booths – plug in 
lights via “daisy chain”.

Election Inspector Training
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In a Jam? Let’s clear that 
jam!

Still won’t work? Let’s open 
the Auxiliary bin and call the 
Clerk!

Don’t Panic – tell the voter 
what is going on!

Election Inspector Training
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Before the Polling Place 
Opens

▪ Set up the Express Vote 
using manual

▪ Position the machine to 
protect privacy.

▪ Verify the seal number on the 
inspector’s statement.

▪ Plug in the Machine and turn it 
on.

November Election Inspector 

Training
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Before the Polling Place Opens
▪ Set Up the Badger Books using 

manual

▪ Make cords secure and safe from 
trip hazard (Velcro for carpet and 
painters tape for tile and wood)

▪ Retrieve YOUR User Name and 
Login from Chief Inspector

▪ Log in to your terminal

▪ Open Polls and select check in 
voters

Election Inspector Training
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YOU WILL BE SETTING UP 

BADGER BOOKS!

VIDEO OF SETUP STEPS
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HEY BADGER BOOK PEEPS!

The Badger Books have a very specific order of 
operations and the printers can get finicky.

It’s best if you can do a test print BEFORE the 
first voter.
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WHAT THE EQUIPMENT WILL 

& WON’T DO…

IT WILL:
* Check in and Register Voters
* Record assistor name/address
* Record Curbside voter/no 
signature
* Help voters understand more 
complicated ballots
* Note typos, errors for correction

IT WON’T:
* Tell you when voters are ineligible
* Record incidents
* Record Provisional Ballots
* Track observers
* Spoil ballots/Remake ballots/issue 2nd 
ballot
* Assign new address in the city until 
they are entered
* Check against Student Listing for POR
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YOU WILL BE LOADING 

BADGER BOOK DATA!
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YOU WILL BE LOADING 

BADGER BOOK DATA!
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Closing the Polls…

VIDEO OF SHUTDOWN STEPS
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Material Organization
▪ New supply totes

▪ Proposed Floor Plan to accommodate E-Poll 
Books

▪ Chief Inspector Folder

▪ Election Manual updated

▪ Opening Task Lists (with folders)

▪ Closing Task List (with folders)

▪ Updated Ballot Reconciliation Form

▪ New Signs

▪ Supply Boxes (tackle box)

Organized & Prepared
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CHECK YOUR BALLOT 
STOCK TO ENSURE YOU 
HAVE The right ballots and 
ENOUGH ballots!

Ordering enough ballots for 
all anticipated voters without 
ordering too many that will 
be recycled is based on prior 
turnout.

When we pack ballots, we 
take any leftover absentee 
stock and test stock and add 
to the official regular stock. 
The ballot order should be 
checked by Style# to ensure 
you won’t be surprised and 
runout too soon.

The GOOD NEWS is we can 
always use Express Vote 
stock if we run low!
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Before the Polling Place Open 

▪ Post the required notices (3 Main Posters)

▪ Table signs (in labeled folders)

▪ Be sure to use the WHITE painters tape supplied- 

to affix signs to walls and table fronts (colored 

blue and green tape is for the floors if needed)

▪ You will be expected to remove tape at end of 

night and return to sign tube for future use – use 

care in putting up and taking down all signs

November Election Inspector 

Training
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Before the Polling Place Opens
▪ Set up the check in table (tally slips, ballots, poll 

lists)

▪ Set up greeter table

▪ Post signs

▪ Sign the poll list certification page in Badger Book

▪ Person issuing tally slips should record beginning 
and ending tally slip number issued on inspector 
statement

▪ Check the atomic clock for the official time – use 
cell phone over wall clocks to determine 7:00 
a.m.

November Election Inspector 

Training
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Promptly at 7:00 a.m. announce:

▪ “Hear ye, hear ye the polls are now open”

November Election Inspector 

Training
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Observers

▪ Must sign in, wear an OBSERVER label and 

check in with the Chief Inspector.

▪ Observers have the right to view all                         

processes.

▪ Minimum 6 feet away in a designated area at 

the polling place.

▪ May NOT interfere with the election.

▪ Provide observers a copy of the rules.

November Election Inspector 

Training
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VOTERS

Voters may silently use cell phones

Voters may take photos or videos of themselves if not disruptive

Voters may not take photos/videos of others without their consent

Chief inspectors may prohibit if disruptive

OBSERVERS

Observers may silently use cell phones, but should not take or make voice calls

Observers may not take photos or videos of themselves or others

Chief inspectors may prohibit if disruptive

MEDIA

Permitted to use photography/videography if not used to record how an elector has 

voted and not disruptive

Contact with voters should be limited

Interviews should be held outside of voting room

Cell Phones, Videos and Selfies
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City Hall Check in times:

▪ 10am

▪ 1pm

▪ 4pm – LAST CALL FOR BALLOTS!

▪ 7pm

What do you need from us?

November Election Inspector 

Training
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FORMS AND QUICK GUIDES

• In your supplies are laminated 
“Quick Guides” to be located at 
the following appropriate 
locations:

• * Chief
• * Greeter
• * Ballot Table
• * Badger Book Station
• Use them often to respond to 

unique situations that occur on 
election day.

• Please return to the folder they 
began in at end of day.
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FORMS AND QUICK GUIDES

• How do I know if the Photo ID is acceptable?
• What’s the difference between PHOTO ID and 

PROOF OF RESIDENCE?
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FORMS AND QUICK GUIDES

• What do I do to help a voter is registered but doesn’t have a PHOTO ID?
• What do I do if a voter comes to vote but was already issued an 

Absentee Ballot?
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INELIGIBLE VOTER LIST

There are some people who 
have lost their right to vote or 
have been judged incompetent to 
vote.

This list is confidential and 
provided to the Badger Book 
terminals to check again ALL 
NEW VOTER REGISTRATIONS

While the voter is confirming the 
info on screen, you are to 
discreetly check the book to 
make sure they aren’t on the list.

OTHER RESOURCES- 

“FELON LIST”
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This is the “Diary” of election day 
that helps us understand what 
happened on election day in order 
to reconcile and explain to the 
County and State any incidents 
that affected the election.

You can never log too many 
incidents! I’d rather you log 
everything, over nothing. In the 
event of a recount these forms 
often prove our accuracy.

How should we record 2nd ballots?

***Enter the VOTER NAME on the 
incident log and place the first 
spoiled ballot in the spoiled ballot 
envelope*** This way we can tie to 
the voter list if necessary.

What is the incident log for?
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Absentee Ballots

▪ Absentee ballots will be processed in a 

central count facility at City Hall.

▪ If you receive a walk-in absentee ballot, call 

the office.  We will pick it up and deliver it to 

the central count facility up to 4pm. After that, 

please have voter deliver to City Hall.

▪ It is imperative that absentee ballots get 

processed at central count – not at the polls.

November Election Inspector 

Training
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Absentee Voting – Voter Comes to Polls

▪ Voter is designated as an absentee voter on 

the poll book. 

▪ If the voter wants to vote and the ballot has 

not been marked received.  Ask “Did you mail 

or personally return your ballot to the Clerk’s 

Office?”

     * Yes – Cannot vote at polls (Log).

     * No – Can vote at polls (Log).

November Election Inspector 

Training
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Voter Identification

▪ Voters are required to show identification in order 

to vote.

▪ There is a list of acceptable forms of voter 

identification (Quick Guide).  

▪ The Voter must “Say It, Show It, Sign It”

 - voter states their name and address aloud.

 - then the voter shows their photo identification

 - finally, the voter signs the e-  poll book.

November Election Inspector 

Training
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Voter Identification

▪ Election Inspectors look at the ACCEPTABLE 

photo identification (see list) and confirm:

 1. Does the name conform with the name in 

    the poll list?

 2. Does the photo reasonably resembles the  

    person?

 3. DL and WI ID card is not expired prior to  

    November 3, 2020.

November Election Inspector 

Training
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Voter Identification

▪ If a voter does not have photo ID:

 - they return home and get their photo id.

 - they may vote provisionally.

▪ If the voter wants to vote provisionally, get the 

chief inspector.  Chief inspectors will go 

through the provisional voting process.  

November Election Inspector 

Training
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Provisional Voting 

▪May be used in 2 situations ONLY:

• Voter is an (EDR) election day 

registration and is unable or 

unwilling to provide DL number.

• Voter does not have acceptable 

photo ID.

November Election Inspector 

Training
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Provisional Voting (Blue Folder)

▪Chief Inspectors will handle 

voter and provisional ballot 

process.

▪  Chief Inspector follows the 

provisional voter checklist.

November Election Inspector 

Training
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Voter Identification for Confidential Voter

▪ The confidential voters are exempt from the 

photo id requirement.

▪ They simply need to show their confidential ID 

card issued by my office.

▪ Confidential do not need to state their name 

or address.

▪ They must sign the poll book.

November Election Inspector 

Training
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Issuing the Ballot:

▪ 2 Election inspectors initial ballot and hands it to 
the voter. (offer them their own pen too)

▪ Election Inspector explains the ballot to the voter. 
NO COACHING THOUGH!

▪ Election Inspector legally assists voter if 
requested.

▪ Privacy folders are available for voters who 
desire.

▪ All marked and unmarked ballots must be 
secured.

November Election Inspector 

Training
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Issuing the Ballot:

▪ Voter makes a mistake on the ballot.

▪ Voter signs Incident Log for an additional 

ballot. Indicate 2nd ballot or 3rd ballot…

▪ Issue a new ballot to the voter.

▪ Maximum number of ballots a voter may 

receive is 3. (after 2nd ballot, encourage using 

Express Vote machine)

November Election Inspector 

Training
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If a voter cannot enter the absentee voting location 
or polling place due to disability, Wis. Stat. § 
6.82(1) requires that curbside voting must be 
available.  Two poll workers should bring a ballot 
to the individual needing assistance, and conduct 
voting at their vehicle, or at the polling place 
entrance.  These voters are not required to sign 
the poll list.  Instead, the poll workers should write 
“exempt by order of inspectors” in the signature 
space on the poll list.  This incident should also be 
recorded on the Inspector’s Statement (EL-104). 

Curbside Voting
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If curbside voters need to update their 
registration due to an address or name 
change or if they are not currently a 
registered voter, they may also register to 
vote curbside with a current and valid Proof 
of Residence. Curbside voting should also be 
available during the in-person absentee 
voting period. Persons who would like to vote 
curbside should be encouraged to contact 
their municipal clerk beforehand to discuss 
how to initiate the process upon arrival at the 
voting location.

Curbside Voting

https://elections.wi.gov/publications/voter-guides/proof-of-residence
https://elections.wi.gov/publications/voter-guides/proof-of-residence
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Curbside Voting
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Spoiling and Remaking Ballots
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Closing the Polling Place

▪ “Here ye, hear ye the polls now are closed.”

November Election Inspector 

Training
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Closing the Polling Place
▪ The polls close at 8:00pm sharp.

▪ Anyone in line gets to vote (use a line monitor if 
there is a line).

▪ Ensure all absentee ballots have been picked up 
by City Hall for processing.

▪ Machine is programmed to print the necessary 
number of total tapes.  Sign the tapes. 
WARNING: These tapes will take up to 45 
minutes to run and will need paper replacement! 

▪ MODEM RESULTS TO THE COUNTY!!!

▪ Announce results out loud if you have observers.

NovemberElection Inspector 

Training
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Right at 8pm:

1. Hit “Close Polls” on the 
DS-200 Tabulator and 
begin running tapes

2. Start sorting paper 
ballots by Ward and 
count in piles of 25 to 
ensure the number of 
Voters with #s = total 
number of voted ballots

Closing the Polls
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Closing the Polling Place

▪ Review ballots for discrepancies and 

registered write-in candidates. (see “counting 

votes” handouts).

▪ Record write-ins on tally sheets by party and 

ward.

▪ Complete and sign the return sheets.

▪ Explain discrepancies in voter counts.

November Election Inspector 

Training
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• Sort all ballots by WARD #

• Place ballots in stacks of 25

• Record the count on the reconciliation form. 
Make sure the count is accurate and balances 
to the DS-200 tape. 

• Now go back through each ballot and set aside 
ballots with any Write-in votes

• Bag any Ballots without Write-ins by Ward # 
(ONE BAG PER WARD). This will reduce 
clutter and maintain organized security of the 
ballots.

• Record any registered or necessary write-in 
votes on the tally sheet. Make sure you record 
the office, ward and name of candidate on the 
tally sheets.

• When complete, place in Ballot Bag by ward, 
seal the bag and sign on the signature line on 
front of bag.

SORTING & COUNTING 

BALLOTS
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Right at 8pm:

3. Send DS-200 results by 
Modem to County Clerk

4. Save reports and 
results in Badger Books. 
Leave Server up until you 
know you’ve got what we 
need!

Closing the Polls
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Right at 8pm:

5. Tear down voting 
booths – place lights in 
light totes and booths on 
cart.

6. Return items to 
suitcases and totes and 
place on Green Cart

Closing the Polls
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Right at 8pm:

7. Remove Signs from 

walls, tables, etc.

8. Secure USB Sticks with 

Chief Inspector.

9. Sign paperwork, result 

tapes and ballot bags

Closing the Polls
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MAKE SURE THE CHIEF 
INSPECTOR HAS A 
PARTNER TO TAKE 
ITEMS TO CITY HALL.

Leave the polling place as 
you found it – and leave 
together!

Closing the Polls
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FORMS as a part of the 
“PROCESS”

Each Polling place is required to complete and 
return the following forms/bags to the clerk 
on election night:

* Inspector Statement

* Incident Logs

* Observer Log

* Poll book Certification Pages

* Reconciliation Forms

* Tapes (County, City, School Dist – All signed)

* Tally Sheets – Registered Write-Ins

* Voter Slips

* Ballot Bags sealed with all voted ballots

* Timesheets & Oaths
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END OF NIGHT ORDER OF 
OPERATIONS

When you peel the 
security seals off of the 
equipment, secure them 
to an incident log. We 
like to prove the number 
listed on the Inspector’s 
Statement still matches 
the number of the label 
placed on the machine.
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END OF NIGHT ORDER OF 

OPERATIONS

Before shutting off the Express Vote 
and packing, record the necessary 
data on the Inspector statement.

DON’T REMOVE THE USB device until 
equipment is powered down. 
Removing prior to powering off may 
corrupt data and cause loss of 
results/information.

RETURN USB devices to the Chief 
Inspector for transport to City Clerk.
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Closing the Polling Place

▪ Place signed DS-200 tapes in the blue security 
bag.

▪ DO NOT pull USB thumb drive while machines 
are on. 

▪ Close down the DS-200 – follow the separate 
instructions provided to the chief inspectors.

▪ When off, place the thumb drive in the blue 
security bag.

▪ Turn off the Express Vote, remove the thumb 
drive, place and in the blue security bag.

November Election Inspector 

Training
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Remove signs and return to their appropriate 
places (tube, folders, etc.)

Breakdown table materials and return folders 
to chief suitcase

Bring in signs from outside

Break down voting booths

Break down technology 

All items not required to go to City Hall on 
election night should be placed in central 
location for Wednesday morning pick-up

Take Down…
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Final steps – almost there!

▪ Sign all required documents.  

▪ Secure all unused ballots in the DS-200 ballot 

bin with Ballot rack and binders.

▪ Make sure someone is there to lock up and 

secure election machines.

▪ Everyone should leave together after all the 

tasks are completed.

November Election Inspector 

Training
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What gets returned to City Hall election 
night (1st floor conference room)
▪ Inspector Statement w/incident logs.  

▪ Sealed voted ballots in plastic ballot bags.

▪ Spoiled, Remade and Provisional Ballots in 
designated Envelopes

▪ Timesheets/Oaths

▪ Tally Sheets

▪ Poll Books

▪ ALL USB sticks, Machine Tapes, phone, keys and 
seals in blue canvass bag.

November Election Inspector 

Training
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Please email cojelections@janesvillewi.gov 
answers to the following for training credit:

1. False – The Chief Inspector is “in charge” of 
elections on Election Day. I am here to support 
you!

2. True– Every ballot placed in the DS-200 tabulator 
to be counted gets its picture taken (front and 
back).

3. False – If a voter is struggling on how to vote a 
referendum, you may NOT explain to them what 
it means so they can vote on it. No Coaching!

FOR VIDEO WATCHERS 

mailto:stottlerl@janesvillewi.gov
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Please contact the Clerk-Treasurer’s Office for 
more information. 

CTO: 608-755-3073

Lori: 608-201-1914

www.ci.janesville.wi.us 

Thank you for your time.

http://www.ci.janesville.wi.us/
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