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• What?  “Annual Year-End Reports” are a method of providing County Board data to 
the State Board of Elections.  This data is used in meeting state and federal 
reporting requirements, analysis of local and statewide trends, the identification of 
best practices as well as problems and the basis of resolutions to any number of 
issues.   

 
• Why?  County Boards of Elections Annual Reports ensure compliance with EL 3-212.  

It is critical that information be gathered which quantifies and explains to the State 
Board, your colleagues across the state, Congress, the State Legislature and others, 
the work you do and the numerous issues you confront daily, in administering 
elections.  This data also helps educate the many who believe elections are just a 
once or twice-a-year event.    

 
• How? We divvy up each section of the report and disperse to the staff based on 

who focused on which portion throughout the year. We rely on reports derived 
from TEAM, our County’s HR and Financial Management software, as well as 
supplemental in-house tracking systems we have developed on our own to 
complete the year-end report. 

 



Report #1 – Annual Statistical Information Report 

• Tabs 1a-1d: Budget and Election specific costs 
• Most information can be derived from your Budget and Personnel 

department (if need be) 
• Refer to invoices paid for Party Reps, Poll-Site Rentals, moving costs for Voting 

Machines, ballots, inspectors, technicians, & legal ads 
• We keep a binder with all invoices/packing slips and vouchers that have been paid in 

chronological order as this makes it easier to locate specific vouchers that are asked to 
be pulled by our Audit Department quarterly. 



Tab 1e: Inspector Information Summary 

• Refer to TEAM reports: 
 



Tab 1e: Inspector Information Summary, con’t 
• We utilize the “Certification” dates based on who attended class and who was 

certified to determine how many people failed the exam 
 



Tab 1e: Inspector Information Summary, con’t 
• TEAM>Voter Registration>Management>Statistics>Voter Stats>Demographics 

 



Tabs 1f-1h: Petitions/Caucus 
 

• We utilize PACETS for generating a 
candidate list ONLY which gives us the 
number of petitions filed 

• The number of petitions objected to in 
Broome is only about 2 or 3 max, so it is 
easy to reference the objections on file at 
years end for the report 

 

Tab 1i: Campaign Finance 
Summary  

 
• The majority of our candidates are on 

file with the State Board – there are 
only one or two that file in county 
here and they don’t raise or spend any 
money. 



Tab 1j-1k: Registration and Enrollment Summary – Registration Info, Registration 
Summary from all sources & Confirmation Notices 
• TEAM>Voter Registration>NVRA>Statistics 

 



• We supplement the previous report with 
our daily mail log that we track as the 
mail comes in and is time-stamped. We 
add up the totals weekly, and then 
monthly to compare to the TEAM report 
and correct where necessary. 

• Depending on the year we have seasonal 
staff that do not always remember to 
choose the correct source code when 
working on registrations, which affects the 
numbers for the year end report. 
 

Tab 1j-1k: Registration and Enrollment Summary – 
Registration Info, Registration Summary from all 
sources & Confirmation Notices 



Tab 1j: Registration and Enrollment Summary – Forms Distribution 
• We keep a log of requests that come in for registration forms that we total at the 

end of each year 



Report #2: Affidavits 
• We use these worksheets to tally as we work on the affidavits, and then plug the totals from 

each Election District into an excel spreadsheet that totals everything for the whole county. 
 





Report #3: Cancellation Summary 
• TEAM>Voter Registration>Management>Statistics>Voter Stats>Status Reason Counts Report 





Report #4: HAVA Compliance 
ID Verification 

• We refer to the Poll Book Order Checklist 
for the number of voters in each election 
that were flagged as “ID Required” so we 
know the exact amount that were eligible 
for the election. 

• TEAM>Voter 
Registration>Management>Statistics>Voter 
Stats>Historical HAVA ID Required Report  

• This will give you the number of voters who 
showed ID, and the Affidavit tally sheets will 
show who refused to show ID 

 





Report #6a-6b: DMV & Agency NVRA Registration Related Issues 
 

• Any voters who call or email the board claiming to have registered with the DMV 
we work with our local DMV to research, and in the case of DMVi we work with 
Ann Scott to resolve the issue – we have a paper trail via emails for all of these 
inquiries and therefore are able to complete this section by looking back. 

• We rarely encounter any Agency based complaints, and only have had to deal 
with DMV related matters. 



• On Election Day one staff member in 
the office is assigned the duty of 
“dispatcher” – any phone calls that 
come in with machine related issues 
are transferred to this person and they 
either walk the inspector through the 
problem, or deem that a technician be 
sent. The technician then reports back 
with what the problem was, and if the 
scanner needed to be replaced. 

• Each person manning the phones on 
Election Day has a stack of these to 
complete as phone calls come in, and 
we are able to refer back to see where 
the machine issues were and how they 
were resolved. 

Report #7: Optical Scanner & BMD Report 



Report #8: Voter Inquiry Report 
• Many voter inquiries come via email and those are easily tracked 
• Phone calls that come in with complaints are researched, and the voters are 

contacted with the findings – most desks end up looking like this: 



Report #9a-b/d: Absentee Ballot Summary 
• We utilize reports in TEAM>Absentee>Management>Statistics to collect a lot of 

the data in this section 



  

 
 
 
 
 
 
 

• We file any of the “problem” absentees in a separate area, and re-issue any 
ballots that we can, and then record on a spreadsheet based on the previous 
years “Year End Report” the issue(s) with why a ballot was returned. 



Report #9e: Absentee Ballot & Court Order Summary 
 

• Upon the request of a 
Supreme Court Judge 
assigned to our county 
several years ago, we 
have the voter fill out 
this form and keep a 
copy of the Judge’s 
decision with this, and 
refer back when filling 
out the Year End Report 
as don’t typically have an 
overwhelming number of 
Court Orders. 



Report #9f-9g: Nursing Home Absentee Ballot Program 
 

• We do not visit all of our Nursing Homes, so to get numbers for the 
places we visit we run the following report: 

 
• TEAM>Voter Registration>Advanced Selection>Absentee Tab – Choose 

Permanent Absentee Type, Election Code, and click the Adult Care Facility 
Tab>Only Adult Care Voters and choose the facilities you go to. You can now 
run any kind of report that will give you the information to complete the Year 
End Report. 





Report #10-13: Poll Site Review, Additional Topics of 
Interest, County Board Directory 

• To complete these tabs we 
refer to files maintained on 
our poll sites, the challenge 
reports in the front of the poll 
book as well as inspector 
notes kept from each Election 
Day.  

• TEAM>Voter 
Registration>Advanced 
Selection>Voter History tab – 
choose Election and click “In 
Person” to determine how 
many people voted at a polling 
place on Election Day. 



  

 
•Questions? 
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