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The purpose of this training is to provide information to assist you 

in developing and conducting a successful voter registration 

program.

    

A Guide to Voter Registration

This includes…

❑An overview of the National Voter 

Registration Act of 1993 (“NVRA”)

❑ Requirements for Registering to Vote

❑How to Assist Voters

❑Handling of Voter Registration Forms

❑ Important Deadlines & Resources
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❖ Congress enacted the National Voter Registration Act of 1993 to 

create a variety of mechanisms to make it easier for citizens to 

register to vote.

National Voter Registration Act
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❖ Establish procedures to increase the number of eligible 

citizens who register to vote.

❖ Encourage state governments to enhance participation in the 

electoral process.

❖ Protect the integrity of the electoral process.

❖ Ensure accurate and current registration rolls.        

Four Main Purposes
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What does the NVRA require?

❖ The NVRA’s “motor voter” provision requires states to allow 

eligible citizens to register to vote when they apply for a driver’s 

license or state ID.

❖ The NVRA mandates that states accept the federal “Mail Voter 

Registration Application Form” and allows each state to develop 

its own form for registration purposes.

❖ States are required to designate certain offices as voter 

registration agencies. These include both mandatory NVRA-

designated agencies and other state-designated public agencies.

5



❖ Offices and agencies in a state that provide public assistance 

and all offices and agencies in a state that provide state-funded 

programs primarily engaged in providing services to persons 

with disabilities.
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NVRA-Designated Agencies



State-Designated Agencies

❖ Each office at a state-funded university or college that provides 

services to students with disabilities.

❖ The Department of Job and Family Services.

❖ The Department of Behavioral Health.

❖ The Department of Developmental Disabilities.

❖ The Opportunities for Ohioans with Disabilities agency.

❖ The Women, Infants, and Children (WIC) program of the 

Department of Health.
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These locations must :

➢ Distribute paper voter registration applications.

➢ Assist applicants in filing out the forms, if requested.

➢ Accept completed forms for transmittal to the board of 

elections.

State-Designated Agencies (Continued)
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NVRA Coordinator Responsibilities

❖Directors (or a designated employee) act as the agency NVRA 

Coordinator to:

➢Serve as a liaison between the agency and the county board 

of elections (BOE).

➢Transmit completed voter registration forms to the BOE 

weekly.

➢Complete transmittal form.

➢Address complaints.

➢Order voter registration supplies.

➢Ensure that clients receive an opportunity to register to vote 

or update their current registration.

➢Develop and coordinate training of agency-level personnel.
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Employee Training

Training must include:

➢ Program goals and benefits.

➢ Staff roles and responsibilities.

➢ Voter registration basics.

➢ Answering and referring questions.

➢ Non-partisanship and party affiliation.

➢ Assisting with form completion.
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Who Should Register or Update their Registration?

❖ Anyone eligible to vote and not registered.

❖ Anyone who has changed their name or address since last 

registering.

❖ Registration ends 30 days before the election in which the 

individual intends to vote. 
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Who is Eligible to Vote?

To vote in Ohio, you MUST meet all the following requirements:

1. You must be a citizen of the United States.

2. You must be at least 18 years old on or before the next general 

election.

3. You must be a resident of Ohio for at least 30 days immediately 

before the election in which you want to vote. 

4. You are not incarcerated (in jail or in prison) for a felony 

conviction.

5. You have not been declared incompetent for voting purposes by 

a probate court. 

6. You have not been permanently disenfranchised for violations 

of election laws.
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Who is Eligible to Vote? (Continued)

Additional Information

 Homeless citizens may register by describing their shelter or 
regular living space.

 Voting from Your Campus Address:

➢ If you attend college in Ohio, you may register and vote 
using your campus residence address if you consider it your 
permanent address and do not intend to return elsewhere.

➢ Register to vote with your campus address at least 30 days 
before an election.

➢ Once registered at your campus address, that location 
becomes your official voting residence and replaces your 
prior one.

➢ It is illegal to register and vote from two different 
addresses.
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Updating Voter Address Information Matters

❖ Address updates are as important as new registrations.

❖ Without updates, voters may miss key election or polling place 

information.

❖ Ohio electors can update their registration or address at 

VoteOhio.gov.
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While Registering Voters, Staff Must Not:

❖ Influence a person’s decision to register or not register to 
vote.

❖ Display or express political preferences.

❖ Show party affiliation or allegiance.

❖ Suggest that registering (or not) affects services or benefits.
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❖ Give the same level of assistance for completing voter registration 

forms as they provide for agency forms.

❖ Inform applicants that they can submit the completed form by 

either:

➢ Returning it to the employee for delivery to the county board 

of elections, or

➢ Submitting it themselves (or through another person or by 

mail) to a county board of elections, the Secretary of State’s 

office, a county treasurer, a designated agency, a public library, 
or a public high school, or vocational school.
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Registration Tips 

 State to the client: “You must be a citizen of the United States 

to fill out the voter registration form.”

 Ask the client to print all information clearly with blue or 

black ink.

 Check for legibility.  

 Remind the client:  Signature must not cross borders of box 

in part 11 of the form.

 Check birth date. Current date is sometimes given by mistake.

 Driver’s license number should have 2 letters plus 6 numbers.

 Request the client’s phone number for potential notification 

of problems.

 Ask if the applicant has moved or has a name change.
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Completing the Voter Registration Application

Employees at designated agencies, 

public schools, libraries, and county 

treasurer offices must be able to answer 

voter registration form questions when 
asked.

The following instructions will help 

the employee answer questions and 

assist the applicant in filling out the 

voter registration form.
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Front

19

Date-stamp or 

handwrite 

the date of receipt 

on completed 

forms without 

identifying your 

agency.



Back
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Item 1. Answer Yes or No.  

Item 2. Answer Yes or No.  

REQUIRED
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If the answer to line 1 or 2 is no, 

the person is not eligible to vote 

and should not complete the form. 



Item 3:  Enter the full legal name.

REQUIRED

Item 4:  Enter county, 

house number, street, 

city, apartment number 

(if applicable), and ZIP 

code.

Item 5:  Enter 

mailing address if 

different from 

home address. 

Item 6: Enter the 

date of birth (not 

today’s date).

Item 7: Enter 

phone number.
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Item 8: Ohio driver’s 

license or state ID card 

MUST be provided. 

If none is provided, the 

last four digits of the 

Social Security number 

MUST be provided. 

REQUIRED 

Item 9: Use if updating the 

address in the current 

registration (Not required).

Item 10: Use if updating the 

name in the current 

registration (Not required).
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If none has been issued, check the box. 



REQUIRED

Item 11:  Signature and date. 
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The signature must not 

cross the borders of the 

box in Part 11.



Assisting an Applicant

Assistance Attestation

➢ If assisting an applicant due to disability, blindness, or 

illiteracy, the assister must complete and sign the 

Assistance Attestation section and check the box.
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Assisting an Applicant (Continued)

Compensation Attestation

➢ If the person registering 

the applicant is paid by an 

employer to register 

voters, they must disclose 

this on the Compensation 

Section of the form.
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However, employees of 

designated agencies shall not 

sign their name, provide their 

address, or name their employer 

when registering an applicant in 

the normal course of the 

employee’s duties.



❖ If an individual is unable to read or write and wishes to register 

to vote or update an existing voter registration, you may read the 

instructions aloud and assist the individual in completing the 

voter registration form.

❖ If the individual is unable to sign the form, Ohio Revised Code 

3503.14 permits the individual to make an "X" in the signature 

box to indicate the intent to register to vote or update an 

existing voter registration.

❖ In these circumstances, the employee providing assistance must 

write the individual's name in the signature box and then sign 

the employee's own name to document the assistance provided.

Special Circumstances
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❖ If an individual is unable to make a mark, the individual must 
indicate in some manner his or her desire to register to vote or 
update a current registration. 

❖ The employee shall sign the individual’s name and the employee’s 
own name and attest that the individual desires to register or 
update his or her voter registration.

❖ Attorney in fact: 

If, by reason of disability, an applicant or elector is unable to 
physically affix his or her signature or mark to the voter 
registration/change of name/change of address form, the person 
whom the applicant or elector has appointed his or her attorney 
in fact under R.C. 3501.382 may sign that form on behalf of the 
applicant, at the direction and in the presence, of the applicant 
or elector.

Special Circumstances (Continued)
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❖ The attorney in fact must file Form 10-F or Form 10-G with the 

board of elections. 

❖ Forms 10-F and 10-G are available at:

https://www.ohiosos.gov/elections/elections-

administration/forms-and-petitions 

Special Circumstances (Continued)
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❖ Assistance is allowed if the applicant is:

✓ Blind

✓ Has a disability, or

✓ Illiterate

❖ If assistance is provided:

✓  The assistant must check the designated box on the form.

Special Circumstances (Continued)
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Processing Completed Voter 

Registration Forms

❖ Date-stamp all forms with the date they are received in a 

manner that does not identify the agency or office. 

❖ Within five business days after being accepted, the signed and 

date-stamped registration forms should be batched together 

with a properly completed Transmittal Form.

❖ Voter registration forms received on a voter registration 

deadline should be transmitted to the Board of Elections as 

soon as possible.  
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Transmittal Form

Available at: 

https://www.ohiosos.gov/assets

/nvra-transmittal-form.pdf 

32

https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf
https://www.ohiosos.gov/assets/nvra-transmittal-form.pdf


• Agency Name _________________________________

• Agency Address ________________________________                                                           

• (local address) __________________________________

• Transmission Date ______________________________

• Number of Registration Forms ____________________

• Agency Designee Signature _______________________

• Title                                       ________________________

• Phone Number                      ________________________

• Comments or Explanation     _______________________

Transmittal Form (Continued)
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Declination Form
Available at: 

https://www.ohiosos.gov/assets

/nvra-notice-of-rights-

declination-form.pdf  

It: 

❖ Records whether the person 

accepted or declined the 

opportunity to register to 

vote. 
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Boards of Elections Responsibilities

❖Make arrangements for agencies to obtain forms.

❖Accept completed Voter Registration forms.

➢Contact the voter if there are problems with their form.

❖Report voter registration statistics to the Secretary of State’s 

office (SoS).

❖Report concerns, such as:   

➢ No date stamp for receipt 

➢ Late delivery

➢ Incomplete forms

➢ Photocopies or faxes

35



Secretary of State Responsibilities

• Appoint an NVRA Coordinator.

• Maintain lists of Designated Agency NVRA Coordinators.

• Oversee training.

• Publish NVRA Designated Agency Manual.

• Provide technical assistance.

• Address concerns about NVRA. 

• Report to Election Assistance Commission.

• Approve and maintain Designated Agency plans.
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Voter Registration Deadline

❖ To be eligible to vote in an election, a completed voter 

registration form must be received in person by one of the 

designated locations, such as a board of elections, BMV, public 

library, public or vocational high school, county treasurer’s 

office, or the Secretary of State’s office, no later than 30 days 

before the election.

❖ Forms returned by mail to a board of elections or the Secretary 

of State must be postmarked not later than the 30th day before 

the election.
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Absentee Voting

❖ Any Ohio voter with an up-to-date voter registration, except a 

voter required to vote provisionally, can request an absentee 

ballot.

➢ Via Mail - Complete an absentee ballot application (Form 11-A) 

to receive an absentee ballot by mail. The board of elections 

must receive this request by the close of business seven days 

before Election Day.

OR

➢ Early In-Person - Visit the appropriate county board of 

elections and, with proper ID, cast a ballot during the early in-

person voting period, beginning the day after the voter 

registration deadline (30 days before Election Day).

❖ Absentee ballots must be received by mail or returned in person 

to the county board of elections by the close of polls (7:30 p.m.) 

on Election Day to be counted.
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NVRA Materials

❖ Complete manuals, forms, instructions, and other important 

voter registration materials are available at:

https://www.ohiosos.gov/elections/elections-

administration/national-voter-registration-act#what-is-nvra 
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Want to Join Ohio’s Poll Worker Ranks?

❖ Every Election Day, thousands of Ohioans play an important role 

in our democracy by helping to operate polling places.

❖ Ohio’s poll workers work hard to ensure their neighbors can 

vote with ease on Election Day, while helping to safeguard the 

process so all Ohioans can have confidence in the results. 
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What Are the Requirements?

You can serve as a poll worker in Ohio if you:  

✓ Are a U.S. citizen.

✓ Are at least 18 years of age and registered to vote. Under 

certain circumstances, a 17-year-old may also serve as a poll 

worker.

✓ Are a resident of the county in which you plan to serve. 

✓ Are not running as a candidate for the election in which you are 

working. 

✓ Have not been convicted of a felony.

✓ Can read and write English.
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Keep in Mind

❖ All poll workers are required to attend a training session 

scheduled by their county board of elections prior to the 

election. 

❖ You can expect to work from about 5:30 a.m. (polls are open at 

6:30 a.m.) until 8:30 p.m. (polls close at 7:30 p.m.), though 

working hours vary from county to county.
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Get Started

❖ For more information:

➢ Visit https://www.ohiosos.gov/elections/poll-worker-

recruitment#overview, 

    OR

➢ Contact your county board of elections (a complete directory 

is posted at https://www.ohiosos.gov/directories/county-

boards-of-elections 

❖ Sign up to help your community run a safe, secure, and accurate 

election!
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Please visit the Ohio Secretary of 

State’s website at:   

https://www.ohiosos.gov/elections/

elections-administration/national-

voter-registration-act 

For Assistance with the NVRA Program 

Ohio Secretary of State’s office

Alande Orelien

Public Integrity Administrator and 

NVRA Coordinator

Phone: (614) 697-3131

Email: aorelien@OhioSoS.gov

NVRA@ohiosos.gov 
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