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Election Supplies & Equipment

The PINK BALLOT RECAP SHEET GOES IN THE YELLOW 
ENVELOPE 

WHEN POLLS ARE CLOSED



Campaigning at Polling Places
 Before the polls open and throughout election day the 100 foot area 

surrounding the entrance(s) to the polling place must be checked to be sure 
there are no campaign materials.

 No campaign advertising, signs, buttons, articles of clothing, or any other 
type of campaigning may be in the polling place or within 100 feet of the 
entrance(s).

 A candidate who is on the ballot in your precinct may only be present long 
enough to cast their vote.

 Periodically view each polling booth (when empty) to make sure that no 
campaign materials are left there. If any campaign materials are found they 
should be removed. 

 State Law (SDCL 12-14-16) allows nonpublic polling places to designate 
whether campaign signs are allowed on the premises on Election Day. 

 If signs ARE allowed, they cannot be placed in the boulevard (right of way) 
and they must be at least 100 feet from the polling place entrance(s).

 Precinct-specific instruction indicate whether signs are allowed or not.



Poll Watchers
 Poll watchers work for a candidate or campaign to monitor activity at the 

polling place.

 Poll watchers must be allowed to be positioned close enough to the election 
worker’s table so that they can see and hear what is going on but not so that 
they interfere in any way.

 Poll watchers may not take a video or picture of the poll book.

 Poll watchers may converse with the election board and look at the Poll List 
(they cannot touch the Poll List) if it doesn’t interfere with the voting 
process. 

 Have each poll watcher read the South Dakota Poll Watcher and Observer 
Guidelines.



Election Information—Poll Worker Conduct
 Professional - You are conducting the most essential element of our 

democracy.  Work and act accordingly.

 On time - Arrive at the polling place at the time provided.

 Leave “partisan” leanings at the door - All of us have our favorite candidate 
or position on a ballot question.  That’s OK.  When you are an election 
official, however,  none of your personal preferences can show while you are 
working.

 Treat every voter fairly and with respect - Nothing shakes a voter’s 
confidence in the integrity of the election more than when a precinct worker 
treats them or their ballot unfairly.

 Work as a team - Your work will be more enjoyable and the voters will be 
better served.



Poll Worker Responsibilities

 Superintendents

 In charge of the polling place*

 Designates election board duties to each 
worker

 Duties Include:

 Registration list

 Poll Book

 Stamping ballots

 Handing out ballots

 Observing returned ballots for a ballot stamp 
before placement in box

* Some polling locations have more than 1 Superintendent 
(precinct)

 Deputies

 Perform duties as assigned by 
the superintendent

 Duties may rotate throughout 
Election Day if directed by the 
Superintendent



Election Day Procedures

You are encouraged to coordinate with your 
polling place contact to set most items up the 
afternoon/evening prior to Election Day. 

Co-located Superintendents should coordinate 
with one another first.



Before the Polls Open—Equipment
 Set up voting booths – ensure voting instructions 

are in there

 Prepare your supplies and tables 

 Assemble ExpressVote table & the device itself (1 
per polling location)

 Ensure polling place allows for ease of movement



Before the Polls Open--Paperwork
 Take the OATH OF ELECTION OFFICIALS on the inside cover of the POLL LIST.

 Complete SUPERINTENDENT’S RECEIPT FOR OFFICIAL BALLOTS & SUPPLIES 

 Complete ELECTION BOARD RECEIPT OF BALLOTS Count Ballots and compare 
against inventory

 Complete Line 1 of the PINK RECAP sheet

 Compare the number of ballots on LINE 1 of the RECAP sheet to the index 
card on the top of the ballot box.

 Prepare the ExpressVote for use by the voters – 1 PER LOCATION

 Conduct a TEST of the ExpressVote

 Fill out the EXPRESSVOTE RECORDING SHEET 



Before the Polls Open--Signs
 Two (2) large size “Instructions to the Voters” in the polling place (POSTER TUBE).

 Sample Ballots in a manner that can be plainly seen and read by the public 
(SUITCASE).

 “Vote Here” signs on the Polling Place front door (FORMS FOLDER).

 Polling place directional sign(s) inside the polling place as needed (FORMS FOLDER).

 Identification Requirements on each entrance and inside the Polling Place (FORM 
FOLDER).

 Handicap sign (On ExpressVote and Handicap Voting Booth(FORM FOLDER)).

 Post ExpressVote INSTRUCTIONS TO THE VOTERS on the table or near the device 
(EXPRESSVOTE BAG).

 Precinct signs are also furnished. Post the small one on the door to the polling place 
and one on the check-in table (this is especially important for multiple precincts at 
one location). (FORMS FOLDER)

 Put out “Vote Here” lawn sign(s) (AT LEAST ONE PER LOCATION)



Prepare the  ExpressVote

 There is one ExpressVote per polling place.

 If there are co-located precincts, one Superintendent 
will be responsible for Set-Up.

 All precincts MUST conduct a TEST.

 Everyone needs to know how it is used.



Prepare the ExpressVote—What You’ll Need

EXPRESSVOTE



Prepare the ExpressVote



Prepare the ExpressVote

 Be sure to set the machine up – it is a Federal Requirement

 Open access door with barrel key;

 Turn machine to on;

 Once it turns on, you’ll be prompted for the Code (See Below);

 Fill out the ExpressVote Recording Sheet, to include the Protected Count;

 Test 2 of each type of ExpressVote ballot;

 Place Voted Test Ballots back in ExpressVote Bag;

 Close the access compartment and put a new seal on.

 The machine is ready for voting!!!

Express Vote Code – Election22G01 (E and G are capitalized)



Ballot Box—What You’ll See

The front includes an index 
card indicating the precinct

SOME PRECINCTS HAVE 
MORE THAN ONE BALLOT 
BOX

On the top of the ballot 
box, there is an index card 
showing the number of 
ballots by legislative 
district.
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Inventory Ballots
 All Regular ballots are GENERALLY in shrink-wrapped packs of 50. 

 EXPRESSVOTE Ballots are rubber-banded in a stack of 30 for each style

 Do NOT open ballots until you need them

 ExpressVote and 8 ½” x 14” Ballots are both official ballots. NOTE: 
you will also receive ExpressVote TEST BALLOTS for testing before the 
polls open (they are stamped “TEST BALLOT”)



Inventory of Ballots

 Complete LINE 1 on the PINK RECAP SHEET. 
Differentiate between Regular and ExpressVote Ballots.

 If you are in a combined precinct complete a RECAP 
sheet for each precinct.

 Compare the number of ballots on LINE 1 of the RECAP 
sheet to the index card on the top of the ballot box.

 Put the RECAP sheet in a safe place; you’ll need it 
again

 Combined precincts:

 1-4 / 1-5

 4-7 / 4-8

 5-1 / 5-2

 5-15 / 5-23



Precinct Split Ballots – More than one 
Legislative District per Precinct

Precinct Workers will need to take great care when providing ballots to voters

 The Registration List will identify the ballot name that the voter needs

 Only Sioux Falls residents will have a ballot question for the SF 
Slaughterhouse initiated measure. 

 The upper right hand corner of each ballot contains the ballot name

 The ballot name is key to providing the voter the correct ballot 



Hello, did I catch your attention?

Important updates ahead..



Precinct Split Districts More than one Legislative District per Precinct

A bright yellow flyer will be included with your ballot packages.

Please note the colored circles: each Legislative District 
has a UNIQUE color

PA1
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Precinct Split Ballots – More than one 
Legislative District per Precinct



It’s 7 a.m.--The Polls are Now Open!

The South Dakota 
Polling Place Voter 
Key is the single 
most important 
reference you’ll 
need while the 
polls are open.

The slides that 
follow explain it.



Voter Identification at the Polls

 Voter presents themselves to the precinct worker in charge of the registration 
list. The voter must announce their name and show a valid photo 
identification. Valid identification is:

 A South Dakota driver’s license or non-driver identification card; If the license is 
expired that is still an acceptable form of ID

 A passport or an identification card, including a picture, issued by an agency of the 
United States government;

 A tribal identification card, including a picture; or

 A current student identification card, including a picture, issued by a high school or 
an accredited institution of higher education, including a university, college, or 
technical school, located within the State of South Dakota. 
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Voter Identification at the Polls (cont’d)

 A member of the election board must verify that the picture on the ID 
matches the voter. The name on the ID must also match the name on the 
voter registration list. The address on the ID does not have to match what is 
on the voter registration list.

 If the election board worker cannot make this verification, the worker may 
consider:

 Other forms of identification;

 Personal knowledge; and

 The voter’s explanation.

 If the voter’s identity can’t be proven to the satisfaction of the election 
board, the voter may vote a PROVISIONAL ballot. 

CALL THE AUDITOR’S OFFICE BEFORE ISSUING A PROVISIONAL BALLOT.
27



Valid Forms of Identification

 If the voter does not have in 
their possession a valid 
identification, the voter may 
retrieve an ID or complete a 
Personal Identification 
Affidavit.  Every voter without 
a valid ID in their possession 
must be given this option!

 The voter can still be 
challenged!

 Place completed Affidavit in 
YELLOW COMPLETED FORM 
ENVELOPE

Slide 28

Yellow 
Envelope



Challenging a Voter

A person’s right to vote may be challenged for the following reasons (SDCL 12-18-
10):

 The person’s identity is not that of the registered voter;

 The person has been convicted of a felony or declared mentally incompetent 
since the registration list was prepared.
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Challenge a Voter

 The challenger will present evidence to the precinct election board. The 
voter would be allowed to offer evidence supporting their right to vote.

 Based on the evidence presented and any personal knowledge, the precinct 
election board will impartially determine if the person is eligible to vote.

 The election board must indicate in the poll list next to that voter’s name if 
the challenge was successful or not. 

 SUCCESSFUL = REGULAR BALLOT

 UNSUCCESSFUL = PROVISIONAL BALLOT
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Registration List
 Typically in a 3” three-ring Binder

 Shows who is registered to Vote in the Election

 Shows the ballot name, precinct and district

 Shows who was SENT an absentee ballot

 Shows who VOTED an absentee ballot

 Shows who is an INACTIVE voter

 Registration Lists are printed the Saturday before 
the Election…

 Delivered the day prior to the Election
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 Shows the ballot name, precinct and 
district

 Shows who was SENT an absentee 
ballot

 Shows who VOTED an absentee 
ballot

 Shows who is an INACTIVE voter



Voter States Their Name & You Check the 
Registration List—What You Could See

 Voter is “active”; their name is on the Registration List AND their “signature 
line” on the Registration List is BLANK. Voter is allowed to vote provided the 
Voter ID procedures are met. Later slide.

 Voter is listed as “INACTIVE”; the “signature line” on the Registration List 
shows “INACTIVE Complete new VR form.” This voter has not voted in at least 
four years.

 Voter is listed as “VOTED”; the “signature line” on the Registration List Shows 
“VOTED-mm/dd/yy”. This voter has voted an absentee ballot.

 Voter is listed as “BALLOT SENT”; the “signature line” on the Registration 
List Shows “BALLOT SENT-mm/dd/yy”. This voter has requested AND received 
an absentee ballot. It’s not clear they voted the absentee ballot.

 Voter is NOT LISTED ON the Registration List.
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Voter is listed as “INACTIVE”; the “signature line” on the 
Registration List shows “INACTIVE Complete new VR form.”

• Voter must complete a new South Dakota Voter 
Registration Form (in form folder).
• If the registration card shows a residence address 

within South Dakota, the voter is allowed to vote as 
long as ID is valid.

• If the registration card shows a residence address 
outside of South Dakota, the voter is given the choice:

• To NOT vote

• To vote a PROVISIONAL Ballot

• Completed Registration Forms go inside the YELLOW 
COMPLETED FORMS ENVELOPE

34

Yellow 
Envelope



Voter is listed as “VOTED”; the “signature line” on the Registration List 
Shows “VOTED-mm/dd/yy”. This voter has voted an absentee ballot.

 The voter has already voted by absentee ballot

 The voter doesn’t vote

 If the voter insists his or her absentee ballot was NOT returned, they may vote 
a PROVISIONAL Ballot

 No absentee ballot may be accepted at the polling place. These need to be 
turned in to the Auditor’s Office before 7:00 p.m. on Election Day.

 Please refer to the flow chart if someone brings in a unvoted absentee ballot.

 If someone brings in a voted absentee ballot, they should be directed to turn 
them into the Auditor’s Office.
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Voter is listed as “BALLOT SENT”; the “signature line” on 
the Registration List Shows “BALLOT SENT-mm/dd/yy”. This 
voter has requested AND received an absentee ballot. It’s 
not clear they voted the absentee ballot.
 Ask the voter if they voted the absentee ballot and returned it.

 If they state “yes” to both questions, they cannot vote again.

 If they state “no”, Contact the MINNEHAHA COUNTY AUDITOR’S OFFICE to see 
if the voter voted and returned their absentee ballot.

 IF the voter has voted and returned absentee ballot they CANNOT vote again.

 IF the voter has NOT voted and returned the absentee ballot they may vote as 
long as they have an acceptable ID.

 If the voter insists the absentee ballot was NOT returned the voter may 
choose to vote a PROVISIONAL Ballot.
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Voter is NOT LISTED ON the Registration 
List.

 Ask the voter if they are registered to vote.  If the answer is “no”, 
they are not allowed to vote.  Have them fill out a new South 
Dakota Voter Registration Form so that they will be able to vote 
in the next election.

 If the answer is “yes”, contact the county auditor’s office to verify 
if the voter’s registration status.  The auditor’s office will provide 
one of three responses:

1. The voter is registered in another precinct – send them to that precinct;

2. The voter was inadvertently left off the registration list – they can vote 
but must fill out an Emergency Voting Card (Explained on other slide);

3. There is no record of registration – will vote on a PROVISIONAL Ballot
and must fill out a new South Dakota Voter Registration Form.
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Voter is NOT LISTED ON the Registration 
List (Cont’d)

The voter was inadvertently left off the list

 The voter will be allowed to vote a regular 
ballot.

 Before voting, the voter and precinct workers 
must complete and sign the Emergency 
Voting Card (In Forms Folder – keep large 
portion, record on EMERGENCY VOTERS LIST 
and file card in YELLOW COMPLETED FORMS 
ENVELOPE)

38
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There is No Record of Registration

Poll Workers MUST call the Auditor’s office BEFORE issuing a Provisional Ballot.



There is No Record of Registration—
PROVISIONAL BALLOT

Who may vote a PROVISIONAL Ballot?

 A person who:

 Is not on the registration list; AND

 Claims to be registered in that precinct; AND

 Is not eligible to vote a regular ballot using an Emergency Voting Card.

 Person who is successfully challenged as described on the slide “Challenge a 
Voter.”

 Person whose identity cannot be proven as described on the earlier slide 
“Voter Identification at the Polls.”
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Procedure for Voting a PROVISIONAL
Ballot

Voter must complete the affirmation on the blue provisional ballot envelope.
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Procedure for Voting a 
PROVISIONAL Ballot (Cont’d)

42

 Write voter’s name in Poll List and designate as a 
provisional voter (P).

 Record Provisional Voter Info on the 
PROVISIONAL BALLOT VOTER LIST

 Provide the voter the correct ballot and stamp 
with official ballot stamp as instructed.

 Voter votes the ballot and seals it in the 
provisional ballot envelope.

 Envelope is placed in the ballot box. Watch 
carefully that the voter doesn’t try to just stick 
the ballot in the box.

 Give the voter a “Notice to Provisional Voter” 
card with the following language:



Voting a Regular Ballot

Remember, ExpressVote Ballots are also regular ballots.

 Announce the voters name.

 Mark the voter’s name on the registration list.

 Write in the legislative district Poll List line #, and other notes on the blank 
“signature” line.

 Write the voter’s name, legislative district and other notes on the poll list. 
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POLL LIST (a.k.a Pollbook)

 In your Forms Folder

 Used to record ALL voter 
names, their legislative 
district, other information, 
and will be used to 
determine the total number 
of voters.
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REGISTRATION LIST

POLL LIST

The line number should be recorded on 
the Registration list (left) with the 
legislative district number using a dash.

(ex. 1-10 is first person in the poll list and 
legislative district on registration list)

1 N

2 R



Casting a Ballot

 Provide the voter with the correct 
ballot. The ballot must have an 
official ballot stamp.

 For the 8 ½” x 14” Ballots place 
the stamp where indicated 
(bottom right). Stamp must be 
placed within the square on the 
ballot or it will not be counted

 For the ExpressVote Ballots place 
the stamp on the BACK of the 
ballot.

 If there is more than one type of 
ballot at your polling place, be 
sure the voter gets the correct 
ballot!
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Other Election Day Items

It is critical that you place the official stamp on the 
ballot before giving the ballot to the voter.

 DO NOT PRE-STAMP

 UNWRAP ONLY WHAT YOU NEED

 Voters must vote alone in the voting booth.

 If the voter needs assistance they may have someone help them in voting their 
ballot.

 Voters have ten minutes to cast their ballot (SDCL 12-18-15).

 If a voter makes a mistake on their ballot (spoiled ballot), they can return it to 
the election board and receive a new ballot. A voter may have up to three 
ballots. A record is made of the spoiled ballot as shown in a couple slides.
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Other Election Day Items (Cont’d)

 A voter may request instruction before entering the voting booth on how to 
mark their ballot so that it will be properly counted. You should provide that 
instruction publicly and without suggesting who to vote for.

 Voters cannot publicize their voted ballot to any person in such a way as to 
reveal the contents (SDCL 12-18-27). Ex: they cannot take a picture to show 
to family and friends or post on the internet

 The voter returns the voted ballot to the precinct worker in charge of the 
ballot box. The voter must show the precinct worker the official ballot 
stamp on the ballot. The voter may then place the ballot in the box or give it 
to the precinct worker to place in the box.
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Spoiled Ballots

Spoiled Ballots: If a voter makes a mistake on their 
ballot (spoiled ballot), they can return it to the election board and 
receive a new ballot.  A voter may have up to three ballots. A 
record is made of the spoiled ballot on the RECORD OF SPOILED 
BALLOTS.  Spoiled Ballots are placed in the RED SPOILED 
BALLOTS ENVELOPE provided.

 Mark the ballot “Spoiled & Replaced”
49
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Closing the Polls

 The polls close at 7:00 pm. Anyone in line at this time must be allowed to 
vote. 

 The poll closing process must be open to the public.  No one may be excluded 
from watching the closing process provided there is no interference with the 
process.

 Complete the BALLOT RECAP SHEET!!!  This does not require opening the 
ballot box. 

 If you have more than one PRECINCT you’ll complete the RECAP for EACH 
PRECINCT USING AN ADDITIONAL SHEET (for combined precincts only). See 
next slide.
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RECAP Sheet (PINK)

 MUST PLACE INSIDE THE YELLOW 
COMPLETED FORMS ENVELOPE

 If you have more than one PRECINCT, 
complete the RECAP for each.

 It’s important to maintain the Poll List 
throughout the day.

51
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Closing the Polls

 Polling location tear-down

 Return location to it’s pre-set-up condition. 

 The POLL LIST goes in the TAN POLL LIST ENVELOPE. Be sure to seal it with the 
label provided.

 Spoiled Ballots should already be in the RED SPOILED BALLOTS ENVELOPE. Seal 
this as well.

 ALL OTHER COMPLETED FORMS go in the YELLOW COMPLETED FORMS FOLDER.

 Place the Registration List in the Suitcase—you should be able to fit it in there.

 Used and Un-used ballot seals go in the small, tan ballot box seal envelope. 

 Transport the sealed ballot box, UNVOTED BALLOTS, Large Posters/Poster Tube, 
Lawn Sign(s), and Suitcase to the COUNTING CENTER by the most direct route.  
Leave everything else where you found it. The ballot box MUST be transported by 
two members of the precinct board. 52

Don’t forget to 
fill out & sign 

your 
timesheet!!!



WHERE ITEMS GO

1. Voted ballots are already in 
the ballot box. SEAL IT with 
a metal seal.

2. Place unvoted ballots in 
the gray bag(s)

3. Completed RECAP goes in 
YELLOW ENVELOPE

 Record all ballot box seal 
numbers on the face of the 
small, tan envelope.
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Unvoted Ballots

Gray 
Bag



54

RED 
SPOILED 
BALLOTS 

ENVELOPE

TAN POLL LIST 
ENVELOPE

Gray 
Bag

SMALL,TAN 
ENVELOPE 

WITH BALLOT 
BOX SEALS



Coronavirus Mitigation

Sioux Falls 
City Clerk
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 Supplies you’ll get:

 & Sneeze Shields



The Counting Center
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Minnehaha County Admin Building, 415 N. Dakota Ave.

Please Park

• You will be assisted by Staff.
• Be sure you have:

• BALLOT BOX
• UNVOTED BALLOTS
• SUITCASE 

w/forms/registration list
• POSTER TUBE
• YARD SIGN



THANK YOU
Minnehaha County Auditor’s Office

Minnehaha County, South Dakota Official Website - 2020 Election Information

elections@minnehahacounty.org

605-367-4220
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