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CLOSING HANDBOOK 



 

 

2 

CLOSING 

Closing the DS200 

 

 

 

 

 

 

 

 

 

AFTER THE LAST VOTER 

LEAVES THE BUILDING, 
 

If there are any ballots in 

the Emergency bin 
 

A bipartisan team will remove the 

strap seal & unlock Emergency bin 

& scan the ballots.  
 

If a screen message other than the 

ballot counted appears, eject 

ballot and place in the Green 

Unscanned Security Bag. 

Account for it on the Seals 

Report    
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 
 

Remove the sticker 

seal from the access 

door by the printer.  

 

 
Place used seal in Red Data 

Bag 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

Using the barrel key, 

open the door 

 

 

Press the CLOSE 

POLL button only  

 

 
 

 

CLOSE 
POLL 

CLOSE  
   

  POLL 

 
 

POWER 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

Screen prompts you 

to ‘Close Poll.’  
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CLOSING 

 

 

 

 

 

 

 

 

 

2-Results tapes will 

print 
 

Be patient. This may take a few 

minutes as the DS200 tabulates 

the results 
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CLOSING 

 

 

 

 

 

 

 

 

 

The Results Tape lists: 
 
 

❖ Opening & Closing time of 
Poll 

 

❖ Public Count – record on   

Return of Canvass – verify 

with count on screen 

 
 
 
 
 
 

 
❖ Total Number of Ballots cast 

record on Return of Canvass 
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CLOSING 

 

 

 

 

 

 

 

 

 

(Results Tape con’t) 
 
 
 
 

 

❖ Offices and Candidate 
Results  

  
No one is to get any of these 

tapes, they are Board of 

Elections property 
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CLOSING 

 

 

 

 

 

 

 

 

 

(Results Tape con’t) 
 
 
 
 
❖ Signature lines for all 

Inspectors of ED to sign 
 
❖ Place in Red Data Bag 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Read off Results 

 

 
After reading (and signing), 

place in the Red Data Bag 
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CLOSING 

  

 

Affix second tape to 

wall or table 

 

 
Before leaving polling 

location, remove and place in 

Red Data Bag 
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CLOSING 

 

 

 

 

 

DS200 displays the 

following message: 

 

 

Select ‘Finished – 

Turn Off’ 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DS200 powers 

down 
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CLOSING 

 

 

 

 

Wait till the screen 

turns black 

 

 

 

 



 

 

15 

CLOSING 

 

 

Wait until the  

Power Light  

goes off. 

 

DO NOT PRESS 

THE POWER 

BUTTON! 
 

POWER 



 

 

16 

CLOSING 

 

 

Bipartisan team 

removes the USB 

Flash Drive after 

Power Light goes 

off 

 
 USB Flash Drive is NEVER 

removed during the day. 

It is removed ONLY at closing. 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

Place USB Flash 

Drive in inside 

pocket of  

Red Data Bag 
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CLOSING 

 

 

Close and lock 

compartment with 

barrel key. 

 

 

Remove a new 

sticker seal from 

Red Data Bag  
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CLOSING 

 

 

 

Record and Seal the 

Compartment  

 

 
Record number on  

Return of Canvass  

Seals Verification Report 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Unlock wheels and  

turn the DS200 
around. Using silver 
key, unlock the back 
door compartment. 

 
Remove the plug from 

the electrical outlet. 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Wrap cord neatly, 
using the Velcro 
that’s attached to 

the cord and place 
back in the 

compartment 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Using the silver 
key, lock the back 
compartment door 
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CLOSING 

 

 

 

  

 

Turn DS200 around 

Bipartisan team 

breaks ballot door 

strap seal.  

 
Place used seal in Red Data 

Bag 

 

 



 

 

24 

CLOSING 

 

 

Using silver key, 

unlock the Ballot 

Compartment 

 

Lower Blue Bin 

door flaps & 

remove Tote Bin  
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CLOSING 

 
 
 

❖ Place the unused Ballot 
Pads and Ballot Pad 
stubs inside the Blue 
Tote Bin  

 
❖ Lock doors on Blue 

Tote bin using the silver 
key 
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CLOSING 

 
Remove a strap seal 

from the Red Data Bag 
and put it through the 

Blue Bin hinges 
 
 
 

Record strap seal number on  

Return of Canvass  

Seals Verification Report 
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CLOSING 

 
  

Place Blue Tote bin 
back inside the 

Ballot Compartment 
of the DS200 

 

Place Extension 
Cord (if one was 

used) and Privacy 
panels on top of bin 
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Take 2 strap seals 
from Red Data Bag 

 

Lock & Seal Ballot 
Compartment Door 

& 
Emergency Ballot 

Bin Door  
 

Record numbers on  

Return of Canvass  

Seals Verification Report 
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CLOSING 

 
 

 
 
 

Gently lower the 
monitor of the 

DS200 
 
 
 
 



 

 

30 

CLOSING 

 
 
 

Using the Barrel 
key,  

lock the DS200 
monitor  
in place 
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CLOSING 

 
 Lower the lid on the 

DS200. 
Clasp it down. 

 
Take a strap seal from Red 

Data Bag and place 
through clasp opening 

 

Record number on  

Return of Canvass  

Seals Verification Report 

 
 



 

 

32 

CLOSING 

 
 
 
 

Using the silver 
key, lock the front 
lid of the DS200 

 
The DS200 is now ready 

for transport 
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CLOSING 

 
 
 
 

Take the keys 
(silver key and 
barrel key) and 
place inside the 
Red Data Bag 

 
 
 
 



 

 

34 

CLOSING 

 
 
 
 
 

Complete the 
Return of Canvass 

Report 
 
 
 
 



 

 

35 

CLOSING 

 
 
 
 
 
 

Bipartisan Team 
signs the Return of 

Canvass Report 
 
 
 
 



 

 

36 

CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Remove 4 tab 

seals from the Red 
Data Bag  

(one for each of the bags: 
Green, Orange, Blue & Red)  

 
 
 

Record seal numbers 
from zipper end and slot 

end on the Seals 
Verification Report  
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CLOSING 

 

 

 

 

 

 

 

 

 

 

 

 
Taking the tab seal 
place it through the 
slot of each of the 
Security bags as 

shown  
(even if the bags are 

empty). 
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CLOSING 

 
 

Once the Return of 
Canvass is 

complete & signed 
place it inside the 

Red Data Bag 
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CLOSING 

 

 
 

Use the final tab  
seal to seal the 

Red Data bag by 
slipping the seal  

into the slot of the 
clasp by the zipper  
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CLOSING 

 

 

 

 

 

 

 

 

 

 
 
 
Gather all the other 
supplies and place 
back in the Blue 

Bag 
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CLOSING 

 

 

 

 

 

 
 

 

 

 
 

Blue Bag and Red 
Data Bag are to be 

returned to the 
police precinct. 

 
 
DO NOT put the Red Data 
Bag inside the Blue Bag 
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CLOSING 

Show the Poll Coordinator the Red Data 
Bag with the flash drive visible from the 
front pocket before leaving the poll site 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Thank you for a job well done! 


