
 

The ballot images in this library were built from research conducted by the EAC and Design  
for Democracy. Images have been created for you to bring consistency in design standards,  
plain language, and design. 

Step lightly if altering images. Reference the best practices listed in the EAC’s report on  
effective election design, remember the top 10 election design best practices, and leave  
time to review and test your changes. The best practices listed in the EAC report have  
been reiterated in this document for your convenience.

Altering Ballot Images



Preparation

It‘s not encouraged to alter ballot images unless absolutely necessary. The images provided 
are based on a set of best practises developed through research and testing. Altering the 
language and/or images may decrease the usability of your ballot. 

If alternation is necessary, you will need the Adobe Creative Suite CS4 or higher.  
InDesign is used for changes to text or layout, Illustrator is used for changes to  
ballot instruction illustrations, and Photoshop is used to create the proper file format. 

If altering ballot instructions you’ll be using table functionality within InDesign, so an 
understanding (or time to explore table functionality) of InDesign tables is essential. 

While alterations are made through Illustrator and InDesign, your revised image(s) need to be 
converted to bitmap (.bmp) using Photoshop. Photoshop bitmap files are measured in pixels. 
Pre-made Photoshop templates set to the proper pixel width for each ballot type (ES&S, 
Hart 2 column, and Hart 3 column) have been include with this guide. Use these pre-made 
templates when making .bmp files to insure a proper fit with ballot columns.

In the following pages, you’ll find step by step instructions on how to alter ballot images.  
Stick with the guidelines provided regarding shading, type size, and spacing when  
making changes.



Process

Follow the steps below to alter ballot images.

1. Make necessary changes to the native InDesign (.indd) file. Be sure to reference the 
information on the following pages of this guide when making changes. 

2. Export the InDesign (.indd) file as a high-res .pdf file in either a temporary folder or onto 
your desktop. Select file > Adobe PDF presets > high quality print.

3. Open the appropriate Photoshop template for your ballot style. Templates are located  
in the Ballots folder within the Library of Documents.

4. Open the .pdf that you just created in Photoshop. Double check that the resolution for 
your PDF is set to 300 pixels/inch when you open the document in Photoshop. Additionally 
the mode should be set to grayscale or CMYK if you are working with color images.  
So now you should have your .bmp template and the .pdf open in Photoshop.

5. To get a ballot image from the .pdf into the .bmp template select the image using the 
selection tool    , then copy (Ctrl C) and paste (Ctrl V) into the .bmp file, or you can drag 
the selected image into the .bmp file. You should now have two layers, the template and 
the ballot image. Hit F7 to bring up the layers window if it’s not already open among your 
work tools.

6. Now it’s time to get your image sized correctly. The width of your altered image needs 
to be the same width as the Photoshop template. To adjust the image’s size first be sure 
that you’re working on the correct layer by referencing the layers window. Next, select  
edit > transform > scale. Using the move tool    ,  align the top left corner of the image 
to the top left corner of the template. Resize by dragging a corner of the image in or out 
while holding down the shift key to maintain the image proportions. Zoom in close to 
ensure the image edges meet the edges of the template perfectly. It’s OK if your image  
is longer than the template, the width is what’s critical at this point.

7. If the template is longer than your image use the Photoshop crop tool     to crop out 
your image. If the template is shorter than your image use the same crop tool to select the 
entire area then drag the bottom edge down beyond the template and hit enter. This will 
make the template area longer and allow you to then crop back down to the image edge.

8. Before you save the image you need to flatten the layers so that they are condensed 
into one (you should have two layers before you flatten, the template and the ballot image). 
To flatten the image select layer > flatten image.

9. Now to save! Select file > save as and select a .bmp file format. A options window 
will popup when you hit save but there is no need to change any of the setting. Hit OK 
and you’re done!



Specifications

The following pages provide specific guidelines regarding shading, type size, and spacing 
for ballot instruction images. These specifications are based on research and a set of best 
practices based on that research. 
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1 	 �Main head specifications
This header defines the complete instructions area.

Fill tint: 100% black

Type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% white, left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �Instruction blocks specifications	
There can be up to three main instruction blocks: 
How to vote, If you make a mistake, and Optional 
write-in.

Fill tint: 10% black

Subhead type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 
Body type: Arial Regular, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 

	� Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)
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1
1 Language Instructions  
(for all ballot types & venders)

Instrucciones

Cómo votar

Use una pluma de tinta azul oscura o 
negro para llenar la casilla a la izquierda 
de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

Si comete un error

 
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Voto agregado por escrito

 
Para votar por un candidato que no  
se encuentra enlistado en la boleta,  
llene la casilla a la izquierda de la línea  
y escriba el nombre del candidato(a).

100% to scale
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100% to scale

Instrucciones

Cómo votar

Use una pluma de tinta azul oscura o 
negro para llenar la casilla a la izquierda 
de su selección.
Vote por uno en cada contienda. 
Si usted vota por más de uno, ningún 
voto será contado para esa contienda.

Si comete un error

Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección.

Empiece a votar aquí

Condensed 
1 Language Instructions  
(for all ballot types & venders)

Iniciativas de ley Estatales4

	� Navigation blocks specifications
Navigation blocks can be used throughout the ballot 
to guide voters to the voting area, to additional 
pages, and / or to confirm completion of a ballot. 

Fill tint: 100% black

Type: Arial Bold, size 12pt, 
leading 13pt, tracking -20, 100% white,  
left aligned.  

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left inset: 0.375”  
Right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �Question title specifications

Fill tint: 20% black

Type: Arial Bold, size 12pt, leading 13pt, tracking 
-15, 100% black, left aligned. 

	� Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)

3

4



1 	 �Main head specifications
This header defines the complete instructions area.

Fill tint: 100% black

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �Instruction blocks specifications	
There can be up to three main instruction blocks: 
How to vote, If you make a mistake, and Optional 
write-in.

Fill tint: 10% black

Type, Language One: 
Subhead: Arial Black, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 
Body type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 

Type, Language Two: 
Subhead and body type: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% black, left aligned.

	� Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align center  
First baseline offset: Cap height (min. 0.1)

 

Instructions
Instrucciones

How to vote 
Cómo votar

Use a dark blue or black ink pen to 
completely fill in the oval to the left 
of your choice.
Vote for one in each race. If you vote 
for more than one, no votes will be 
counted for that race.
Use una pluma de tinta azul oscura 
o negro para llenar la casilla a la 
izquierda de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

If you make a mistake
Si comete un error

 
Draw a line through the entire  
measure response or candidate’s 
name.
Then you may make another choice.
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Optional write-in
Voto agregado por escrito

 
To vote for a candidate not listed  
for that race, fill in the oval to the  
left of the line and print the name  
of the candidate.
Para votar por un candidato que no se 
encuentra enlistado en la boleta, llene 
la casilla a la izquierda de la línea y 
escriba el nombre del candidato(a).

2 Language Instructions 
(for all ballot types & venders)

100% to scale
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Condensed  
2 Language Instructions  
(for all ballot types & venders)

Instructions
Instrucciones

How to vote 
Cómo votar

Use a dark blue or black ink pen to 
completely fill in the oval to the left 
of your choice.
Vote for one in each race. If you vote 
for more than one, no votes will be 
counted for that race.
Use una pluma de tinta azul oscura 
o negro para llenar la casilla a la 
izquierda de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

If you make a mistake
Si comete un error

 
Draw a line through the entire  
measure response or candidate’s 
name.
Then you may make another choice.
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Start voting here 
Empiece a votar aquí3

100% to scale

State Measures 
Iniciativas de ley Estatale4

	� Navigation blocks specifications
Navigation blocks can be used throughout the ballot 
to guide voters to the voting area, to additional 
pages, and / or to confirm completion of a ballot. 

Fill tint: 100% black

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left inset: 0.375”  
Right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 Question title specifications

Fill tint: 20% black

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% black,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% black,  
left aligned. 

�Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)

3

4
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1 	 �Main head specifications
This header defines the complete instructions area.

Fill tint: 100% process cyan

Type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% white, left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �Instruction blocks specifications	
There can be up to three main instruction blocks: 
How to vote, If you make a mistake, and Optional 
write-in.

Fill tint: 10% process cyan

Subhead type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 
Body type: Arial Roman, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 

	� Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)
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1
Color  
1 Language Instructions  
(for all ballot types & venders)

100% to scale

Instrucciones

Cómo votar

Use una pluma de tinta azul oscura 
o negro para llenar la casilla a la 
izquierda de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

Si comete un error

 
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Voto agregado por escrito

 
Para votar por un candidato que no  
se encuentra enlistado en la boleta,  
llene la casilla a la izquierda de la línea  
y escriba el nombre del candidato(a).

100% to scale
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100% to scale

Instrucciones

Cómo votar

Use una pluma de tinta azul oscura o 
negro para llenar la casilla a la izquierda 
de su selección.
Vote por uno en cada contienda. 
Si usted vota por más de uno, ningún 
voto será contado para esa contienda.

Si comete un error

Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección.

Empiece a votar aquí

Condensed Color 
1 Language Instructions  
(for all ballot types & venders)

Iniciativas de ley Estatales4

	� Navigation blocks specifications
Navigation blocks can be used throughout the ballot 
to guide voters to the voting area, to additional 
pages, and / or to confirm completion of a ballot. 

Fill tint: 100% process cyan

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -20, 100% white,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left inset: 0.375”  
Right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �

	 Question title specifications

Fill tint: 15% black

Type: Arial Bold, size 12pt, leading 13pt, tracking 
-15, 100% black, left aligned.

Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)

3

4



Instructions
Instrucciones

How to vote 
Cómo votar

Use a dark blue or black ink pen to 
completely fill in the oval to the left 
of your choice.
Vote for one in each race. If you vote 
for more than one, no votes will be 
counted for that race.
Use una pluma de tinta azul oscura 
o negro para llenar la casilla a la 
izquierda de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

If you make a mistake
Si comete un error

 
Draw a line through the entire  
measure response or candidate’s 
name.
Then you may make another choice.
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Optional write-in
Voto agregado por escrito

 
To vote for a candidate not listed  
for that race, fill in the oval to the  
left of the line and print the name  
of the candidate.
Para votar por un candidato que no se 
encuentra enlistado en la boleta, llene 
la casilla a la izquierda de la línea y 
escriba el nombre del candidato(a).

Color 
2 Language Instructions  
(for all ballot types & venders)

100% to scale
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1 	 �Main head specifications
This header defines the complete instructions area.

Fill tint: 100% process cyan

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 �Instruction blocks specifications	
There can be up to three main instruction blocks: 
How to vote, If you make a mistake, and Optional 
write-in.

Fill tint: 10% process cyan

Type, Language One: 
Subhead: Arial Black, size 12pt, leading 13pt, 
tracking -20, 100% black, left aligned. 
Body type: Arial Bold, size 12pt, leading 13pt, 
tracking -15, 100% black, left aligned. 

Type, Language Two: 
Subhead and body type: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% black, left aligned.

	� Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)
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Instructions
Instrucciones

How to vote 
Cómo votar

Use a dark blue or black ink pen to 
completely fill in the oval to the left 
of your choice.
Vote for one in each race. If you vote 
for more than one, no votes will be 
counted for that race.
Use una pluma de tinta azul oscura 
o negro para llenar la casilla a la 
izquierda de su selección.  
Vote por uno en cada contienda.  
Si usted vota por más de uno, ningún 
voto será contado para esa contienda. 

If you make a mistake
Si comete un error

 
Draw a line through the entire  
measure response or candidate’s 
name.
Then you may make another choice.
Tache una línea a través de todo  
el nombre de la iniciativa de ley  
o del candidato(a) seleccionado.  
Entonces usted podrá hacer  
otra selección. 

Start voting here 
Empiece a votar aquí3

100% to scale

Condensed Color 
2 Language Instructions  
(for all ballot types & venders)

State Measures 
Iniciativas de ley Estatale4

	� Navigation blocks specifications
Navigation blocks can be used throughout the ballot 
to guide voters to the voting area, to additional 
pages, and / or to confirm completion of a ballot. 

Fill tint: 100%  process cyan

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% white,  
left aligned. 

	 �Cell inset	
Cell inset spacing refers to the space from the 
edge of the tint to the beginning of type / graphic. 
Cell inset spacing is set using InDesign table 
functionality.

	� Inset spacing: 
Row height: exactly 0.5” 
Top / bottom inset: 0.1” 
Left inset: 0.375”  
Right inset: 0.1” 
Vertical justification: Align center  
First baseline offest: Cap height (min. 0.1)

	 Question title specifications

Fill tint: 15% black

Type, Language One: Arial Black, size 12pt, 
leading 13pt, tracking -15, 100% black,  
left aligned. 

Type, Language Two: Arial Regular, size 12pt, 
leading 13pt, tracking -15, 100% black,  
left aligned. 

�Inset spacing: 
Top / bottom inset: 0.1” 
Left / right inset: 0.1” 
Vertical justification: Align top 
First baseline offset: Cap height (min. 0.1)
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4


