
HOW TO FILL OUT THE BALLOT REPORT 

Line 1 – NUMBER OF BALLOTS CAST FROM HAND COUNT 

Using the number of ballots counted in the hand count, write how many ballots were 
cast. 

 

 

 

 



Line 2 – NUMBER OF BALLOTS CAST ON TOUCHSCREEN 

Using the results tape from the Touchscreen, write how many ballots were cast.  This 
number can be found on the tape next to the words, “BALLOTS CAST.” 
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Line 3 – NUMBER OF NAMES IN THE RED POLL LIST 

Count the number of names listed in the Red Poll Book.  This line should equal the sum 
of lines 1 and 2. 

 

 

DISCREPANCY STATEMENT 

The Discrepancy Statement lines are used to explain why numbers don’t match or any 
issues with the accounting.  Be as descriptive as necessary so the discrepancy is 
understood by the person doing the audit on your Voting Area. 

 

Please do NOT try to fix the numbers on the Ballot Report so that your total adds up.  
The person auditing your Voting Area will figure out what happened and correct your 
Ballot Report for you. 
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Line 4 – NUMBER OF SPOILED REGULAR BALLOTS 

Count the number of ballots spoiled that were originally from the supply of ballots 
furnished you.  If any early ballots were spoiled, they are NOT included in this 
count.  The reason the early ballots are not included in this count is because you are 
accounting how your Voting Area used the ballots furnished to you for Election Day use. 

 

Line 5 – NUMBER OF PROVISIONAL BALLOTS CAST 

Count the number of Provisional Ballot Envelopes taken out of the Blue Ballot Box from 
the Special Situations table and write that number on line 5. 

 

 



Line 6 – NUMBER OF CONDITIONAL PROVISIONAL BALLOTS CAST 

Count the number of Conditional Provisional Ballot Envelopes taken out of the Blue 
Ballot Box from the Special Situations table and write that number on line 6. 

 

 

 



ACCOUNT FOR YOUR UNUSED BALLOTS AFTER THE POLLS CLOSE 

Line 7 – TOTAL NUMBER OF UNUSED/WRAPPED REGULAR BALLOT 
PACKS  

Count the number of regular ballot packs that have not yet been opened and place that 
number on Line 7. 

    

 

 

 

Line 8 – TOTAL NUMBER OF UNUSED/UNWRAPPED REGULAR 
BALLOT PACKS 

Count the number of remaining regular ballots in each pack that have been opened and 
place that number on Line 8. 

 



Line 9 – TOTAL NUMBER OF UNUSED/WRAPPED PROVISIONAL 
BALLOT PACKS 

Count the number of PROVISIONAL ballot packs that have not yet been opened and 
place that number on Line 9. 

 

 

Line 10 – TOTAL NUMBER OF UNUSED/UNWRAPPED PROVISIONAL 
BALLOT PACKS 

Count the number of remaining PROVISIONAL ballots in each pack that have been 
opened and place that number on Line 10. 

 

 

CERTIFICATE OF PERFORMANCE 

Complete the bottom of the Ballot Report by filling in the type of election, the date of the 
election and signing on the appropriate lines.   

 

 

 

 

 

 

 

 

 



ENSURE EVERY LINE IS COMPLETED ON YOUR BALLOT REPORT 

Once each line has been completed on the Ballot Report, place the top (white) copy in 
the Unofficial Envelope and the bottom (yellow) copy in the Metal Ballot Box prior to 
sealing and delivering the Metal Ballot Box to the Receiving Center. 

 

EXAMPLE OF COMPLETED BALLOT REPORT 
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