
CALHOUN COUNTY
RECEIVING BOARD
TRAINING ~ 2022

T HANK YOU FOR C HOOSI NG TO S ERVE YOUR 
COMMUNI TY.   YOU AR E T HE L AST  L I NE  OF  
D EFENSE  I N  MAKI NG S URE O UR E L ECTI ONS AR E  
SAFE ,  S ECURE,  A ND R E -COUNTABLE.



Receiving Boards –
Established to ensure Recountability 

Use is mandatory

Local Election 
Commission 
establishes by 
resolution (one time)

Each Election, the Local Election 
Commission appoints receiving board 
inspectors – at least 1 from each major 
political party

Each inspector 
must be a Certified 
Election Inspector

Each inspector 
must have an 
application on file.
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Election Inspector 
Application
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Link to Application

https://www.michigan.gov/documents/Elec_Inspec-Appl_131809_7.pdf
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Receiving Board 
Oath

https://cms5.revize.com/revize/calhouncountymi/Clerk%20&%20Register%20of%20Deeds/election%20info/Training/Rec%20Brd%20Oath.pdf


2 Election inspectors (one from each MAJOR 
political party) deliver SEALED election materials 
to the receiving board at the end of the night

• Sealed Ballot Container(s)

• Sealed #1 County Clerk Envelope

• Sealed #2 Board of Canvasser Envelope
Note: Envelopes may also be placed in an approved Transfer Bag.

EXCEPTION:  if the Receiving Board is at Polling 
Place these envelopes do not need to be sealed yet.

Note: Receiving Board Inspectors should NOT seal or verify the 
sealing of the Ballot Containers.

Election Inspectors must remain present.5 



Receiving Board Inspectors may also assist the Election 
Inspectors by printing the List of Voters, the Ballot Summary, 
and the Remarks Report from the encrypted flash drive.

(Remember if the flash drive leaves the Polling Place it must be properly sealed.)
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YOU are the last line of defense!
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Bureau of Elections
Receiving Board Guide

Required - ensures re-countability

Optional – ensures a good 
canvass and audit

Link to Receiving Board Checklist

https://cms5.revize.com/revize/calhouncountymi/Clerk%20&%20Register%20of%20Deeds/election%20info/Training/Rec%20Brd%20Check%20List.pdf


1) Confirm the Poll Book  or the #1 County Clerk 
Envelope containing the Poll Book is NOT sealed 
in the approved ballot container.
Note: Ballot container may not be opened for any other reason!

Corrections must be made by Election Inspectors and documented..



2) Confirm the approved ballot container   
is sealed properly AND seal number(s) 
is/are properly recorded.

Corrections must be made by Election Inspectors and documented..

Does the container open?

Is the seal secure?

Is the ballot container 
certificate in place with the 
correct seal number written 

on it?

Sealing Ballot Containers - YouTube Interlocking 
Zipper Bag Ballot Container - YouTube0

Inappropriate Ballot Container - YouTube

Link to Ballot 
Container 
Inspection Guide

https://www.youtube.com/watch?v=0coPfQDjgL4&list=PLJHaXzzP47l8zVflDEwPAkT4bKvtUYaIj&index=3
https://www.youtube.com/watch?v=39sSIF_5oiA&list=PLJHaXzzP47l8zVflDEwPAkT4bKvtUYaIj&index=5
https://www.youtube.com/watch?v=ON_rG5ittkw&list=PLJHaXzzP47l8zVflDEwPAkT4bKvtUYaIj&index=11
https://www.michigan.gov/documents/sos/Ballot_Container_Inspection_Guide_451874_7.pdf
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Corrections must be made by Election Inspectors and documented..

3) Confirm the number of voters listed in the Poll 
Book equals the number of ballots tabulated on 
the tabulator tape .

249
249

401
198

403
40

404
11



Items to review for 
a successful 

canvass
AND AUDIT



Corrections must be made by Election Inspectors..

Check outside 
COVER for proper 
completion
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Corrections must be made by appropriate Election Inspectors..

Check the OATHS for 
proper completion …
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Chairperson

Opening Inspectors

Additional Inspectors



Check the CLERKS PREPARATION CERTIFICATE 
for proper completion …
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ICX

Optech Tabulator

PRIOR to 
Election Day
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Be certain all details have been checked and ICX seal recorded ….

Signature Signature



Corrections must be made by Election Inspectors..

Check the voter entries in the EPB LIST OF 
VOTERS for proper completion …
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Corrections must be made by Election Inspectors..

Ensure ‘declared’ WRITE IN candidates are properly 
recorded:

Primary: name, office and political party
General: name and office

Or notate ‘NONE’ …
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Corrections must be made by Election Inspectors..

Ensure CHALLENGES 
are properly 
recorded
Or notate ‘NONE’ …
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Corrections must be made by Election Inspectors..

Ensure REMARKS are recorded …
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Election Inspectors 
Completion 
Certificate ….
Page 11

The first 2 numbers 
should equal the  
3rd number
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Ballot Summary 
Certificate ….
(EPB Report)

It should be 
Complete and 
Accurate!
(Item L should be ZERO!!)
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Sample EPB 
Ballot Summary

or use as a 
Worksheet
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Certificate of Election Inspectors …. Page 11
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1Sheridan Township

525
3

528
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90786 90787

628745

Signature Signature (different party)

Chairman Signature 269.961.8646

Signature

Signature

Signature

Signature

Seal 
Verification, 
Signatures 
Page 11

269.729-4162

269.746.4323

269.268.0579

269.969.1239



Statement of Votes …. 
Tabulator tape, PB Write-in Sheet, and Page 11
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Closing the Polls
Final Checklist



Ballot Container Certificate…. 
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Confirm each Ballot 
Container Certificate 
is completed, signed 

and properly sealed to 
an approved ballot 

container.
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Documents may look a little 
different for an Absent Voter 

Counting Board (AVCB) and/or 
using an ICC (ImageCast Central 

Count) scanning system for 
Absentee Ballots …. 

Continued …

ICC
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Documents may look a 
little different for an 

Absent Voter Counting 
Board (AVCB) and/or 

using an ICC (ImageCast
Central Count) scanning 

system for Absentee 
Ballots …. 



Corrective Action Reminders:
If Poll Book is sealed in Ballot Container OR 
if Ballot Container is improperly sealed and/or recorded, 
election inspectors must take necessary actions to 
correct the mistake and fully document in Remarks 
section of Poll Book.

If Poll Book does not balance, a full explanation  
must be recorded in the Remarks section.

Remarks must be signed by BOTH the election       
and Receiving Board inspectors.

30 
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Receiving Board Certificate

https://cms5.revize.com/revize/calhouncountymi/Clerk%20&%20Register%20of%20Deeds/election%20info/Training/Rec%20Brd%20Certificate.pdf


OR Contact your local clerk or 
County Clerk’s office
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Q and A ? 
Link to Q & A

https://cms5.revize.com/revize/calhouncountymi/Clerk%20&%20Register%20of%20Deeds/election%20info/Training/Rec%20Brd%20Q%20&%20A.pdf


We appreciate YOU making certain Pollbook
information is complete and figures balance  

to ensure each Precinct is Recountable!
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