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THANK YOU FOR BEING A POLL WORKER 
 
The commissioners and staff of the Monmouth County Board of Elections would like 
to recognize the hard work and diligence that our Poll Workers put toward upholding 
the sanctity of our election process.  
 
Efficient and secure elections are the cornerstones of our democracy and without the 
concentrated efforts of our Poll Workers, we would not be able to hold our elections 
to the high standards that all members of our county expect and deserve. 
 
Thank you for your contributions to a pivotal role in our election process.  

 
-Monmouth County Board of Elections Staff 

 

SCOPE OF THIS GUIDE  
This guide will cover the rules and requirements to uphold at the poll place in addition 
to the procedural steps that should be taken to successfully operate the polls. 
 
For instructions detailing the step-by-step opening and closing of the equipment at 
the polls, please see the equipment guide from the webpage below. 

PDF & VIDEO INSTRUCTIONS 

https://www.co.monmouth.nj.us/page.aspx?ID=3704 

For PDF copies of the Poll Worker 
Manual and Equipment Guide use 

the link below 

For video instructions on how to 
open the equipment at the polls, 

please use the link below 

https://www.co.monmouth.nj.us/page.aspx?ID=3759 
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Voter 
Status 

Instructions 

Eligible 
 

Click the “Issue Standard” button. 

Affirm 
Address:  

1. Have the voter complete a Affirmation of Residency form 
located inside the red folder.  
 
2. If the voter fills out an address that matches the pollbook, click 
“Issue Standard.”  
 
 
3. If the address does not match the pollbook, provide the voter a 
provisional ballot (See page 15). 

Need ID:  1. Have the voter provide a valid form of ID. Valid ID includes, but 
is not limited to:  

• Any photo ID (gov issued or otherwise) 

• Car registration 

• Public assistance card 

• Utility bill 

• Rent receipt  

• Paycheck stub 

• Government check 
 

2. If the voter provides valid ID issue a standard ballot, otherwise 
provide the voter a provisional ballot (See page 15). 

Mail-in:  Voters with this flag were issued a mail-in ballot. If the voter 
wishes to vote on the machine, they may be issued a provisional 
ballot by clicking the “Provisional Ballot” button. 
 
If their Vote by Mail ballot is not received by the County Board of 
Elections, their provisional ballot will be counted. 

Ballot 
Issued 

Voters with this flag have already been issued a ballot.  
 
If the voter cancelled their vote and returns with a cancelled 
ballot, you may spoil the ballot (page 18) and reissue a ballot of 
the same type. Otherwise, they may not be issued an additional 
ballot.  

PLEASE NOTE: The Active/Inactive status of a voter does not affect how they should be processed. 
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Only open the provisional ballot bag if 
you need to issue a provisional ballot. 
Otherwise, please leave the bag sealed. 
 
Count the Provisional Affirmation 
Statements in the bag when the seal is 
broken. Record the quantity on the 
label displayed on the front of the bag. 
 
Once you have established that the voter 
needs to be issued a provisional ballot, 
have the voter complete a Provisional 
Affirmation Statement at a privacy 
booth. Provisional Affirmation Statements 
can be found inside the bright orange 
“Provisional Bag.” Each affirmation 
statement will have an empty envelope 
attached to the back of it. 
 

 
 

Direct the voter to a table with a privacy 
screen. Privacy screens are provided in 
the blue supply bag. Instruct the voter to 
return to you after completing the form. 
After the voter returns to you with the 
Provisional Affirmation Statement, check 
it for completion. (If the form isn’t 
completed entirely, this may reduce the 
likelihood that their ballot can be 
counted.) 
 
Search for the voter again, and select 
“Issue Provisional.” 
 
Note: Do not issue a voting authority 
ticket to provisional voters. 

Select a reason for issuing a provisional. If 
your exact reason is not listed, select the 
one that most closely applies.  

Issuing a Provisional Ballot 
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VOTER NOT FOUND 

Using the information provided on the 
Provisional Affirmation Statement, enter the 
voter’s details on the following screen.  
 
The pollbook will ask for a District. Type the 
district code that is on your passwords sheet.  
 
This district code will contain the number of the 
district you are working in followed by the town 
name.  
 
For example:  
01 Aberdeen Twp 
 
Make note of any leading zeros in the 
district number.  
 
Click Next in the upper right corner of the 
screen to continue. 

On the next screen you will be able to select 
“Issue Provisional.” 
 
Print the provisional ballot and have the voter 
complete the rest of the process as normal. See 
page 14 for further instructions on issuing a 
provisional ballot, if necessary.  
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