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CANYON COUNTY 
STEPS FOR PREPARING  

PUNCH CARD BALLOTS FOR PRINTER 
 

When preparing for an election you need to have as many steps done ahead as 
possible to save on time.  One item we try to have prepared ahead is the ballot layout 
pages.   
 
We usually have some idea how many pages will be needed by the positions that are 
up for election and from the meeting with the Secretary of State’s office prior to 
elections.  It saves time if all you do is draw the outer borders for the ballot pages and 
fill in the rest when you get the candidates.   
 
Once the ballot has been certified and we receive the candidates from the Secretary of 
State’ office we prepare the ballot pages.  We first fill them out with all the items that will 
be the same such as page title, candidates that are unopposed and the statement at the 
bottom of the page.   
 
Then we make the number of copies we need of this page to cover all the rotations, plus 
extras for mistakes.  The next step is filling in the rest of the candidates and their ballot 
positions, rotating them as we go.   
 
Once the ballot pages are completed we then work on the Pages Applicable form for 
rotation.  We print out the County Voter Registration by precinct to work with this.   
 
You take each page and figure out how many rotations they will have.  On the pages 
that apply to the whole county, divide the county total by the number of that page 
needed, then we try to get the number of registered voters by precincts as close to the 
total as possible.  This process differs with Legislative Districts because you would only 
divide the total by the number of precincts included in the District.   
 
This process completes the Pages Applicable Worksheet by entering the ballot rotation 
code for each page on the worksheet.  This shows each precinct and the page rotation 
that is used in that precinct.   
 
When we have all the pages set and divided up by precincts we fill in the top of the 
ballot page layout with the precincts in each rotation.   We list how many cards for each 
precinct and how many absentees.   
 
All of the final ballot pages and the Pages Applicable worksheet are then copied so 
each office worker has their own set and the original goes to the printers.                                      
 
If there are Amendments, Propositions, or Bonds, or the long verbiage used for precinct 
committeemen, you can cut and paste them on the ballot layout pages instead of trying 
to type them in yourself.    Examples of the process described above follow this page. 
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