
ELECTION DAY 
PROCESSES 

FOR WHITEFISH BAY 
ELECTIONS (2024)



ROLE OF ELECTION INSPECTORS 
AT POLLING LOCATIONS

• Facilitate the Right to Vote

Keep our elections

 Fair

 Transparent

 Trusted

• Our Goal

Our goal is that each eligible 
voter will be able to cast a 
ballot, and have that ballot 
counted.



ELECTION DAY

 Polls open 7 a.m. to 8 p.m.

 First Shift: 6:30 a.m. to 2:30 p.m. 

 Second Shift: 2 p.m. until tally is complete

Chief Inspector is in charge on Election Day.
Election Inspectors will rotate tasks throughout 
the day.



ELECTION INSPECTOR BREAKS

• Chief inspectors coordinate breaks.

• Each ½ day election inspector is allowed up to 30 minutes of break time (can 
be used at one time or two, not required to use all time, communicate with 
chief inspector what your plan is).

• Each full day election inspector is allowed up to one hour of break time (can 
be used all at once or broken up, not required to use all time, communicate 
with chief inspector what your plan is).



NO POLITICAL 
CONVERSATIONS 

ON ELECTION 
DAY



ELECTION INSPECTOR DUTIES 
GREETERS

• Greeters are the first election inspectors that voters 
interact with.

• Help direct voters into the polls.

• Greet the voters and direct to an open Badger Book.

• If there is a line, direct voters to verify if they are at the 
correct polling location with Map near entry or use 
MyVote.wi.gov (Find My Polling Place).

• Answer questions for voters as needed (or direct to 
Chief Inspector).



BADGER BOOK
(ELECTRONIC POLL BOOK)

Check in voter 

Register voters

Process absentee ballots



VOTER CHECK IN
States name and address (can ask for assistance)

Shows ID (list of acceptable forms in 
Badger Book)
Signs electronic poll book
Voter is given voter slip and 
directed to ballot table

Presenter
Presentation Notes
If unable to state name and address, a poll worker or assister may state the voter’s name and address for them. They can read it off the ID or have the voter write it down on a piece of paper.
If unable to sign because of physical disability, “exempt by order of inspectors.”



ABSENTEE WATERMARKS

 In the BadgerBook there is a watermark indicating 
if an absentee ballot was issued or returned

 (in-person voter) If absentee issued, ask voter 
whether ballot was returned

 Voters who returned an absentee ballot may not 
vote at the polls

 (in-person voter) If absentee marked returned but 
the voter says not returned see chief inspector



ID CHECK
 The person working the Badger Book 

will check the photo ID
 You can take the ID from the voter and 

use it to search the Badger Book
 You can also scan the ID but note – it 

does not always work correctly
 If a voter is at the wrong polling 

location, Badger Books provides 
information to redirect to the correct 
polling location.



CHECKING VOTER ID

 Photo reasonably resembles voter
 Remember, photo may be 10 years old 

(do not make comments on photo)

 Address on ID is not relevant and is 
not compared to the poll book

 Voter will state current address



ACCEPTABLE VOTER ID

Double check that ID requirements are met before marking as acceptable.

Driver License or Passport are most commonly seen.  



ACCEPTABLE VOTER ID

 Wisconsin driver license (unexpired 
or expired after 11/8/22) or ID 
receipt (valid for 45 days)

 Identification card receipt issued to 
voters petitioning the DMV to verify 
their identity (valid for 60 days)

 U.S. Passport (book or card) 
unexpired or expiring after last 
November election (11/8/2022)



ACCEPTABLE VOTER ID
 U.S. Uniformed Service ID expiring after last November election (11/8/2022)

 U.S. Air Force
 U.S. Army
 U.S. Marine Corps
 U.S. Navy
 National Oceanic & Atmospheric Administration 

(NOAA)
 U.S. Public Health Services
 U.S. Coast Guard
 Spouses or dependents of service members



ACCEPTABLE VOTER ID
University, College or Tech College photo 

ID

o If expired must include proof of 
enrollment

o If unexpired, no secondary document 
required

Tribal ID (valid regardless of expiration)



Not Accepted as Voter ID

Wisconsin driver license/ID with hole or 
“void” punched through expiration date. 

Driver license/ID from another state***

Transportation Worker Identification Card 
(TWIC)

Airline/airport issued ID

Employment ID card



CHECKING VOTER ID
 Acceptable type of ID

 Acceptable expiration date

 Name reasonably conforms to poll book

 Bob conforms to Robert
 Sue conforms to Susan
 Bucky conforms to 

Buckingham
 Smith-Jones conforms to 

Smith or Jones



CURBSIDE VOTER

 Check-in on Badger Books

 Need to have some mark on 
signature then curbside button 
appears

 Voter signs Supplemental Poll 
List

 Two election inspectors bring 
ballot in file folder to vehicle



Voters who do not have a valid 
photo ID can vote provisionally. 
(see chief for process)
Registration cannot be completed 
provisionally (therefore to vote 
provisionally a voter has to already 
be registered or have a valid proof of 
residence to register on Election 
Day).

Provisional Ballots



BALLOT TABLE

• Ask voter for their voter slip.

• Verify ward (pay close attention to ensure correct ballot is issued!)

• Voter can be offered paper ballot or ExpressVote ballot.

• Initials of 2 inspectors need to be in the “Ballot Issued by” Section. 

• One inspector can pre-initial for one of the inspectors, the second initials 
should not be written until voter has provided voter slip.

• Direct voter to voting booths.

EG
JK



VOTER SLIP – FROM BADGER BOOK

Voter exchanges slip for ballot at ballot table
*** at ballot table, pay close attention to the ward on the printer slip

*** do not just trust the voter for their ward number (verify on slip)



Disability Rights

ExpressVote needs to be 
available. We recommend 
offering it to everyone, not just 
those with visible disabilities. 





DS200 (VOTING MACHINE)

The Election Inspector at the DS200 is responsible to:

• Ensure each ballot is fed through the machine

• If a message comes up, read it carefully to determine if the ballot has been 
counted or needs to be re-fed through the machine

• Assist if a ballot is not accepted by the machine. 

• Was the ballot overvoted?

• Was the ballot crossvoted?

• Are there any stray marks?

• Offer “ I Voted” Sticker.



BALLOT RETURNED TO 
VOTER (DS200)
 Message on screen (make sure to read 

carefully!)

 Voter removes ballot

 Discreetly offer replacement ballot

 Do not touch or look at ballot unless 
requested by voter



REPLACEMENT 
BALLOTS
 Up to 3 tries

 Spoiled ballot envelope

 Do not issue a new voter number

 Record 2nd ballot (and 3rd ballot) on inspector’s 
statement or note in BadgerBooks



REGISTERING VOTERS ON BADGER 
BOOKS

If a Voter has recently become eligible to vote, moved, had a 
name change, or their voter registration has been deactivated 
for any reason, the process of registering the voter is required.



REGISTRATION

• Ensure the voter is at the correct polling location (is the voter’s address in the ward(s) for your polling place?).

• Search for the voter in Badger Books (if they have moved you can update their registration, ensuring the voter does not 
have 2 voter records.

• For a voter that you are not able to find in Badger Books the WI ID or DL can be scanned when searching resulting in 
less data entry for the registration. (ID/DL # filled in by scanning)

• When entering any information make sure it is entered accurately (don’t forget apartment numbers when applicable). 

• Voter is asked to review

the accuracy of registration 

information.



U.S. citizen
“permanent resident” not eligible

At least 18 years old
Resided for 28 days prior to election
Not currently serving sentence (“off paper”)



WI driver license number required, if 
current and valid

 If no WI driver license, WI ID number 
or last 4 digits of Social Security 
number

Presenter
Presentation Notes
No out-of-state ID numbers



ACCEPTABLE PROOF OF RESIDENCE

Current & valid WI driver license or ID 
card showing current name at current 
address (not expired)

Utility Bill issued within last 90 days
 Water

 Gas

 Electric

 Cable



ACCEPTABLE PROOF OF 
RESIDENCE
Bank/Credit Union Statement
 Includes credit card statement, mortgage statement, 

home equity credit line statement

Real estate tax bill for current or previous year
Paycheck
Residential lease effective on Election Day

Care facility contract or intake document



ACCEPTABLE PROOF OF 
RESIDENCE

College fee statement from last 9 months, with 
student ID

Example: UWM

Certified Housing List 
Student shows college ID



ACCEPTABLE PROOF OF 
RESIDENCE-GOV’T DOC

Fishing license

Hunting license

Concealed weapon permit

Court summons

Ticket/citation

Bicycle license registration

Social Security

Social Security Disability

Food Shares Wisconsin

 Government issued check or document
Medicare
Medicaid
Wisconsin Works (W-2)
BadgerCare
SeniorCare
Unemployment
Solicitor Permit
Bartender License
Automobile Registration



GOVERNMENT DOCUMENT EXAMPLES

Public high school transcript, report card, or 
schedule

Document from the University of Wisconsin-
Milwaukee

Document from a Wisconsin Technical College, 
including MATC



Not readable?  Ask voter to 
navigate/zoom

Election officials not required 
to handle voter’s phone/tablet 

Proof can be Electronic



Not Accepted as Proof of Address

 Insurance statement

Medical bill

Business card

Magazine subscription

Expired license/ID

Out-of-state driver license

Mail addressed to voter

 Post office forwarding sticker



CHECKING PROOF OF ADDRESS

 Carefully compare document to name and address 
on registration form



PROOF OF RESIDENCE #



Have voter closely review information entered. 
This is where you can edit without causing a 
duplicate registration. 



You and the voter sign the Badger 
Book
Proceed to check in voter to vote

Presenter
Presentation Notes
You are the official



PROCESSING ABSENTEE BALLOTS

Election Inspectors process absentee ballots throughout Election 
Day (do not need to wait until 8:00 pm for most ballots)



DISABILITY RIGHTS
RETURNING ABSENTEE 

BALLOTS AT THE POLLING 
LOCATION

When a clerk is presented with an absentee 
ballot delivered in-person to the clerk’s 
office, the Commission believes that the 
clerk may ask the following questions:

Are you the voter? If not, then:

Are you delivering the voter’s ballot because the 
voter has determined that they require 

assistance returning their ballot due to their 
disability? If yes, then:

Are you someone other than the voter’s 
employer, an agent of that employer, or an 

officer or agent of the voter’s union? If yes, then 
the ballot can be accepted.

Flowchart will be available on Election Day.

Ensure the voter is at the correct polling 
location!

Sufficient Envelopes CAN be accepted at Correct polling 
location
• Can be submitted at Village Hall until 4:30 pm
• Can only be submitted at correct polling location after 

4:30 pm (signs are placed on the doors of Village Hall)



ABSENTEE ENVELOPES

 Check for Clerk/Deputy initials

 Step 1: Label will contain all information

 Step 2: Voter required to sign (and assistant 
if applicable)

 Step 3: Witness signature, printed name 
and address required



Completed absentee 
certificates
• Required to accept: 

• Voter
• Signature
• Date of Birth for military and 

permanently overseas
• Witness

• Signature
• Printed name
• Address

Military and Overseas Voters require date of birth 



WITNESS ADDRESS



Processing Absentees
• Verify envelope is complete (see previous 2 slides)
• Can scan up to 10 at a time on the Badger Books

• If scanner is not working, Chief can calibrate (from Badger Book Manual) or move on without 
it 

• If not able to find voter, check election, check ward, call Jaimie/Erin
• Write voter slip number from Badger Book on corner of envelope
• Cross off numbers at ballot table (if used at your polling location)
• Announce voter name & address before opening
• Open envelope after voter number is assigned
• Separate envelopes from ballots
• Process – insert in DS200, make sure to announce “Processing Absentee Ballots”
• If you know someone has moved or is deceased, their ballot needs to be rejected 

on Election Day. 



ABSENTEE EXPRESSVOTE
BALLOTS
 After the ballot has been recorded in 

Badger Books, open ballot
 Review the ward number on the 

bottom of the ballot (handwritten) 
and the printed ward number (by 
barcodes on the top)with the ward 
on the envelope – all should match -
if not, change written ward or remake 
if barcode ward is different.



 Protect secrecy of ballot

 Flatten ballots

 Do not rush through 
tabulator

Watch for in-person 
voters waiting to 
process their ballots



REMADE BALLOT 
(CONTINUED ON NEXT 

SLIDE)
• Ballots that tabulator was not 

able to accept resulting in poll 
workers IN A PAIR remaking the 
ballot

• Over-voted (only remake 
contests that are not 
overvoted or in 
agreement on intent)

• Ballots with stray marks 
or damaged

• Ballots cross voted on a 
partisan primary

• Ballots printed on paper

• Ballots that the voter 
chooses to not vote, 
requesting a new ballot

• Voter wants to vote in-
person instead of absentee

• Voter makes a mistake 

**DOCUMENT ON INSPECTOR’S 
STATEMENT – can only have up to 
3 ballots per voter and/or make a 
note on BadgerBooks
**Only ballots issued on Election 
Day can be spoiled, absentee 
ballots submitted to Clerk’s Office 
are not eligible to be spoiled.

SPOILED BALLOT

Ballot Terms

• Absentee ballots with incomplete 
information on the certificate 
envelope

• Knowledge of a deceased 
absentee voter with a returned 
ballot

**DO NOT reject any ballots without 
first talking to Jaimie or Erin. We will 
attempt to get in touch with the 
voter to remedy 

Original Remade

4 4
JK JKEG EG

4th remade 
ballot

REJECTED BALLOT



Remaking ballot
• Original Ballot

• Remade Ballot

• Absentee Ballots or if a voter makes mistake 
on 3rd ballot

• NEEDS to be done by 2 election inspectors 

• Number sequentially for each reporting unit 
(example of second remade to the right)

• Tear upper corner and place Original Ballot 
in envelope labeled “Original Ballots That 
Have Been Remade”

• Place this envelope in a sealed ballot bag at 
the end of the night (note has been added 
indicating this as well)

• Remake on printed ballot 

• If Remaking an Express Vote indicate 
original/remade & # as well as initials of 
inspectors

2

2
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Remade Ballot Log



OVER VOTED BALLOTS

• More bubbles filled in than positions available for that race (for example, 3 bubbles filled 
in for a “vote for 2” position).

• 2 election inspectors work in a pair to remake the ballot if intent can be determined. 

• If the inspectors are able to agree on intent, the ballot can be remade including the over 
voted race.

• For example if the voter writes “yes this one” next to a candidate or “no, not this one”.

• ***NEW*** The DS200 now has an alert that the ballot is overvoted with two options:

• “Return Your Ballot” to correct your ballot, press return and ask for a new ballot (use for in-
person voters and if you need to determine if intent was indicated on absentee ballot)

• “Cast your Ballot” to cast your ballot with votes that will not count, press CAST (in-person 
voters should choose this option or if intent cannot be determined on absentee).

• If the inspectors are not able to determine intent, the ballot can be inserted in the 
DS200 and cast (only non-overvoted races will be counted).



DS200 OVERVOTED BALLOT



Rejected Ballot Log
Election Inspectors work with Chief for rejected ballots. Chief check with Jaimie and Erin prior to rejecting any ballots

No witness print name



Disability Rights

Voters with disabilities have options. 
Any voter who requires assistance 
returning an absentee ballot can 
select a person to assist them with 
mailing or delivering the ballot to the 
clerk’s office or polling place.



CLOSING THE POLLS

 All voters in line at 8 p.m. may vote
 Police Officer stands at end of line
 It is announced that the polls are closed
 Paperwork to sign after polls close

 Envelopes (County, Municipal, Provisional)
Machine Tape (3 end of night tapes for this 

election – county, municipal and school)
 Ensure poll book was certified by inspectors 

during shift



CLOSING THE POLLS

 Separate ballots by reporting unit

 Count (stacks of 25, alternating 4 
for piles of 100) to verify number of 
ballots in the machine match 
number of ballots cast; if not, why?

 Review for write-ins (no registered 
write-ins as of now)

Jaimie Krueger

Jaimie Krueger



BOXING AT THE END OF 
NIGHT

• All equipment is labeled and matches the 
label on the outside of the box. 

• Please make sure items get in correct 
box.

• There is a laminated picture in the box 
showing how to pack it up. 

• Do not take the SERVER down until the 
Chief says it is ok. 

• The other Badger Books can start to be 
taken down when the polls close.  



Thank 
you!

• Jaimie Krueger, Clerk
• J.Krueger@wfbvillage.gov
• Work phone: 414-755-6517
• Cell phone: 920-627-6042

• Erin Granstrom, Deputy Clerk
• E.Granstrom@wfbvillage.gov
• Work phone: 414-962-6690 x122
• Cell phone: 608-332-3830

Please text or call our cell phones 
on election day as the primary 
form of communication. 

mailto:J.Krueger@wfbvillage.gov
mailto:E.Granstrom@wfbvillage.gov
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