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All paperwork—such as serial number    
logs, chain of custody forms, and ballot         

and seal certificates—must be completed 
showing the every record is accounted for. 

Sort through all ballots and/or electronic 
media containing votes to identify       

damaged ballots, write-in votes, or other 
issues requiring special handling. Any 

identified items should be separated and 
delivered to the appropriate CCS personnel. The remaining ballots and/or    

electronic media must be delivered to    
the tabulation supervisor for counting     

or accumulation of vote totals. 

If there is a discrepancy, CCS personnel        
must contact the presiding judge of       
the polling place to determine the      

basis for the discrepancy. 

CCS personnel must verify that all 
locks and seals are properly affixed 

to the equipment and/or secure       
container for completed envelopes. 

CCS personnel must inspect the 
equipment or secure container for 

completed envelopes to determine if the 
serial number on the seal corresponds to 

the serial numbers on their records.    

Upon receipt of the election records,       
ballots, and/or electronic media, the    

presiding judge or the judge’s designees      
must give a signed receipt for materials 

delivered to one of the delivering officers. 

Streamline your central counting station (CCS) operations with this workbook for intaking election materials. Start by reviewing this page to 
understand the recommended steps. Then, proceed to the next page to fill in your specific intake strategy. 
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