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Manuals & Videos
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Learning

Training videos that include equipment setup & closing,
other procedures and manuals can be found at:

http://elections.tarrantcounty.com/trainingandmanuals



Lead Clerk

v' In charge of and responsible for the management and conduct of
the election.

v Assign duties fairly so that every clerk is utilized egually. Cross
trair:ja_H_cIerks so they feel confident to be the Lead should the
need arise.

v' Serving curbside voters is not optional. Failure to comply will

result in team being dismissed and not asked to return for future
Elections.

v" Notify EV Coordinator if you need to leave for more than an hour.

v Responsible for documents (such as +ime cards) transferred via
runner and calling in totals every night.

v You are a team! Do not treat clerks as children or your personal
servants.



Rules & Requirements

v Registered voter of Tarrant County.
v Cannot hold an elective public office (Precinct Chair is not a public office).

v Not a contested candidate for public office, an employee or relative
within the second degree of consanguinity or affinity (blood or
marriage) of an opposed candidate for public office .

v Cannot be a Campaign Treasurer or Campaign Manager of an
opposed candidate in the election.

v" Political thoughts & views are kept to self.
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Time Recording

All Clerks must sign in and out daily on their paper time card.
Lead Clerk must verify that all time is accurately completed.
Failure to document time correctly can result in disciplinary action.

All clerks are to take at least a 30 minute lunch. Exceptions must
have approval.

New hires must contact CornerStone Staffing at 817-332-5882
x171 for processing. *Failure to comply, will canse a delay on wages
being issued.



Appropriate Items to Bring

Be prepared to be inside all day, items you might bring are:
v' Cell phone & charger *Persowal calls should be taken away from the voting area.
Eyeglasses

Sweater / jacket 6@
Lunch & snacks -

*Unless offered, do ot help self to food/drinks at the polling place.

2

Appropriate attire and shoes — dress comfortable, yet professionally

AR

Non-alcoholic beverages

Medications you take

Something to read

D U N NN

NOTE: Kitchew amenities are not a requirement and might vot be available for
your use. Check with the facility if ou will require refrigeration for your items.

7



Not Allowed

Leave the following items at home to avoid the appearance of
partiality and to minimize disruptions:

X Pets, except service animals

Family members not working, including children

X Radios, televisions, cameras, iPads, etc. *Plugging iv personal
devices with the voting equipment can cause a power shortage or outage.

X Alcoholic beverages

X Campaign or political party materials or attire '

X Items for soliciting your personal business




Preparing Polling Place

v Arrive at the location an hour prior to the polls opening on the first day,
and half an hour prior each day following.

v' Clear Bag has Key Envelope with keys and passwords.

v Set up the ePollbooks and MiFi immediately. Upon logging in, Elections
staff is able to monitor locations are online.

v" Post all signs and notices.
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Curbside Unit

/ Curbside voting \
Votacion en la acera
Bé phiéu bén |é duwérng . .
E\ > Black base pre-filled with pebbles (about 12 lbs.),
G tubes and sign are inside a white cardboard box
| forasisancecall and placed near the equipment carrier.
\ et ) > Place curbside unit in an area outside of the

polling place that is conducive for curbside voting.

> Voters who are physically unable to enter the
polling place may vote from their vehicle, curb or
entrance to the building.

» After voting, the clerk collects the ballot using the
Secrecy Folder and deposits the ballot in the
Scan. Or an assistant of the voter may deposit
the ballot.
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Posting Signs and Notices

Prior to opening the polls, post everything that is in the envelope marked
Signs and Notices to be Posted, including but not limited to:

v" ID Required for Texas Voters

Prohibition of Certain Devices Within 100 Feet of Voting Stations
Distance Marker

Vote Here

Firearm Notice

Voter Information

DN NI N N SN

Voter Complaint Poster

Communicate with the facility on where to post signs inside the building. “

Place ‘Vote Here’ signs close to the building so voters can locate the entrance to the
polling place.

Check signs/notices throughout the day to ensure they are still intact and in place.
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Clerks must stamp the Elections
Administrator’s initials (#/), on
the back (arrow side) of a supply
of ballot stock.

Stamp is in the ‘Early Voting
Miscellaneous Supplies’ kit

Place several prepared ballots
on the table.

Voters can select any ballot
from the stack; do not hand
it to them.

Can print within this area on
either side

Up to 1.75” from edge of paper

+«—— Example

“4
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Notice of Voting Order Priority

Section 63.0013

MUST be posted where it can be

Prescribed by Secretary of State
Section 63.0013, Texas Election Code

read by those Waltlng to VOte 8/2017 NOTICE OF VOTING ORDER PRIORITY

Pursuant to Section 63.0013, Election Code:

An election officer may give voting order priority to

Voters W|th moblllty problems may be individuals with a mobility problem that substantially

impairs the person's ability to move around.

accepted for Votlng ahead Of Others * A person assisting an individual with a mobility problem may also, at the

individual's request, be given voting order priority.

In Ilne_ * Disabilities and conditions that may qualify you for voting order priority
include paralysis, lung disease, the use of portable oxygen, cardiac deficiency,
severe limitation in the ability to walk due to arthritic, neurological, or
orthopedic condition, wheelchair confinement, arthritis, foot disorder, the
inability to walk 200 feet without stopping to rest, or use of a brace, cane,

Wait to receive SUCh a request Or crutch, or other assistive device.

* Voters who wish to be given voting order priority, and be accepted for voting

ha.ve a. Clerk CheCk the Iine for Vote rs before others in line to vote at that polling place, may indicate this to any

.. election officer serving at the polling place. The presiding election judge will
who appear eligible and offer them e e e S sl v
the opportunity to move to the front of

the line.
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Polling Place Security

While on duty, clerks must wear a name tag (inside the Early
Voting Clear Bag and Closeout Bag) with their name and the
Election name.

Equipment should remain within close proximity at all times and
not left unattended.

Monitor equipment to prevent malicious tampering; do not allow
yourself to be distracted.

Pay attention to ports on the rear of the devices, cable
connections, and power supplies. Unauthorized persons should
not be allowed access to those areas.

It's ok to ask for identification of voting machine technicians.
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Emergency Ballot Slot

v In the event the Verity Scan becomes inoperable, ballots
can be inserted into the emergency ballot slot on the top of
the ballot box. Break the seal on the slot but remember to
place a new seal as soon as the Scan is repaired.

v' Call the Elections Office to report the problem. A technician
will be dispatched if necessary to repair the unit.

% If a technician is dispatched, he will deliver all unscanned
ballots in a sealed bag to Elections Administration.

Do ot turn voters away!

15



Permitted in the Polling Place

Permitted by Election Code:

v Voters

v Children under the age of 18 accompanying a parent
v" Interpreter or assistant of a voter

v' Election Officials

Certain observers, specifically allowed, include:

v Poll Watchers

v’ State Inspectors

v Secretary of State and Staff
v' Federal observers

16



Poll Watchers

* Must complete Secretary of State’s poll watcher training. (Training can be
found at VoteTexas.GoV)

% May be present at any time the location is open and until voting
equipment is secured on the close of voting each day.

% Can serve during the hours the watcher chooses.

* Provide Lead Clerk certificate of training completion and certificate of
appointment.

% Take oath administered by Lead Clerk. “T swear (or affirm) that I will not
disrupt the voting process or harass voters in the discharge of my duties.”

< Must wear a name tag. (Clipped to the Poll Watcher’s Guide.)

¥ Not allowed to address/converse with voters.

Poll Watcher’s Guide is in the “Early Voting Additional Materials’ inside the Supply Bag.

You want to establish a cooperative relationship with Poll Watchers.
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Not Permitted in the Polling Place

> Persons are not allowed to use a wireless communication
device within 100-feet of voting stations.

» Candidates, unless voting or providing requested assistance
to voter.

» No loitering inside the 100 foot zone.

» Restrooms not necessarily provided for campaign workers.

AWT-9
Presc

¥ Sccretary of State
Secs. 33.051.61.014, and 62.0111, Texas Election Code v
212

Prohibition of Certain Devices
Within 100 Feet of Voting Stations |

18



Stamping Voter’s Certificate

Section 162.004(b), an election officer shall stamp the party’s name in the party
affiliation space of the registration certificate of each voter who presents the voter’s
registration certificate and is accepted to vote.

remier St g : < == RETURN SERVICE REQUESTED

RETURN SERVICE REQUESTED

| USREP. | STATE SEN. | STATE REP. | COMM. PCT, | J.P. PCT e
“ san itas -y n per) |
: i
ERE A (T T Sy x | L | ) L TS
# %> VOTER REGISTRATION CERTIFICATE € a1y cIry CITY COUNCIL 150 15D SEAT SBOE WATER
(Certificado de Registro Electoral a » %0 Mitizow € af y

Tarrant County Cert. No.{Congado de Tarrant Num de Cer)

TARRANT COUNTY
T
Sontibon 1D Exrot

= he DEM = =3 Party P
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Photo ID Procedure

Voters aged 1% - @4, their photo TD must be current or expired vio more thav four
years. Voters 70 or older may use an acceptable form of photo ID that has expired,
as lovg as it is otherwise valid.

Voters should be asked if they have one of the acceptable forms of ID.

v If voter says “yes”, they are to present you the acceptable photo ID.

¢ If voter has an acceptable form of photo ID, but doesn'’t have it on
them, they may:

a) Leave and return with their photo ID.

b) Vote a provisional ballot and then cure it by presenting their
acceptable form of photo ID to the Elections Department
within 6 days after Election Day.
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Photo ID Procedure

v If voter says “no”, ask if they have a reasonable
Impediment or difficulty in obtaining an acceptable
form of photo ID from ‘List A'.

If voter indicates “yes”, inform the voter they can
present a supporting form of ID from ‘List B’ and
they will be required to complete the ‘Reasonable
Impediment Declaration’ that generates at the
end of the check-in. Voter will then proceed to
voting a reqular ballot.

21



‘List A" Acceptable Forms of ID 4

Texas Driver License issued by the Department of Public Safety (DPS)

Texas Personal Identification card issued by the Department of Public Safety
Texas Handgun License issued by the Department of Public Safety

Texas Election Identification Certificate issued by the Department of Public Safety
United States military identification card containing the person’s photograph
United States passport (book or card)

United States citizenship or naturalization certificate containing the person’s
photograph

22



Texas Driver License

Expiration Date:

« 18- 69: Must be valid or expired
no more than 4 years.

« 70 or older: May be expired for
any length of time so long as it is
otherwise valid.

Not acceptable if “Limited Term” or
“Temporary Visitor” appear on the
face of the card.

This indicates the person is not a
U. S. citizen.

23



Texas Driver License — Under 21

Expiration Date:

W&%ﬁ?ﬁéﬂm Must be valid or expired no
more than 4 years.

UNDER 21 |

A mlp 34300756
s 0os 05/02/1994

O | License is not acceptable if
I am Sample “Limited Term” or "Temporary

e 102 06/03/2013 & £2005/02/2020 | L,
okttt | Visitor” appear on the face of
2IMA

the card.

£ 1134 ANYWHERE S TREET
ANYWHERE 7X 77777

This indicates the person is
18 Hgt 8-09 is Sox M utyuBRo -
s DD 25619380165033797436 not a U. S. citizen.
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32 exp 10/21/2018

Expiration Date:

18 - 69: Must be valid or expired
no more than 4 years.

70 or older: May be expired for
any length of time so long as it is
otherwise valid.

Cards for persons 60 or older may be
permanent and marked “INDEF”.

ol 1sex M ul.'vot“AR”
s DD 00000000000000000210

Not acceptable if “Limited
Term” or “Temporary Visitor”
appear on the face of the card.

This indicates the person is not
a U. S. citizen.




DPS Receipt with Photo

W acceEss

TEXAS DEPARTMENT OF PUBLIC SAFETY

« Issued when you apply for a

Driver License, Identification
Card or EIC.

« Printed on letter size paper.

 Used until the official card is

received.

For voters:
»18 - 69, receipt should not be
expired more than 4 years.

»70 or older, receipt may be
expired for any length of time so
long as it is otherwise valid.
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Texas Concealed Handgun License

CONCEALED HANDGUN s
W LICENSE L —_—0

: ~"'-"§ vicense # 11102068 catecory: NSA
& ?A}ID TX1234567899999999999999999
. oos 07/30/1976 jﬁ:’

Hexpires:07/30/201
HAIR 'BRO  Eves: BLU Sex:F

Expiration Date:

18 - 69: Must be valid or expired
no more than 4 years.

70 or older: May be expired for
any length of time so long as it is
otherwise valid.

*This version of the CHL was issued thru August 2015, and
are valid for 4-5 years.
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Texas Handgun License

Don’t assume handgun license holders are carrying a guw.

"¢ 52 LICENSE TO CARRY HANDGUN

Lcenses 12345678 e
- oo TX 99999999
i SAMPLE, JANE
Y f‘f‘ 123 SAMPLE STREET
B 3 SAMPLE CITY, TX 12345
. EXPIRES: 01’01@24‘ ’ . 7

- B 01"01/159;0 _j"i‘\"‘-;:""l ) v "
war: BLN "  Eves HAZ  sexF /

HeT: 6'<02" wet: 146 |b

%

Expiration Date:

18 - 69: Must be valid or expired
no more than 4 years.

70 or older: May be expired for
any length of time so long as it is
otherwise valid.
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NOTE: Seal to the right of the
photograph will change according to
the branch of service.

Expiration Date:

18 - 69: Must be valid or expired no more
than 4 years.

70 or older: May be expired for any length
of time so long as it is otherwise valid.
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DoD Common Access Card “CAC

Colored Bar on CAC:

> Blue bar across the name
indicates that the card holder is
a non-U.S. citizen, and may not
be a qualified voter.

> Green bar across the name
indicates the card holder is a
contractor, and is sufficient for
voting if other qualifications are

met.
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Uniformed Services ID Cards

There are four versions of the Uniformed Services
ID Cards. All look similar, but are issued in
different colors — green, blue, pink & orange.

E UNL z
ALS. MARINE CORPS
PoF RISERVE,

DOE, JOHUN B

) E.

Lo S
20!3)#\.\‘0"—- 17

1401762 WS‘;{.

Expiration Date:

18 - 69: Must be valid or expired
no more than 4 years.

70 or older: May be expired for
any length of time so long as it is
otherwise valid.

Not all cards expire.

Some Will say “INDEF” for indefivite.
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DoD Civilian Retiree Cards

Expiration Date:

« 18- 69: Must be valid or expired
no more than 4 years.

« 70 or older: May be expired for
Poy Gros any length of time so long as it is
otherwise valid.

isse Date

2008AUG0S

Expraton Date

2012JUL28

\_ identification Card J
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Veterans Affairs ID Cards

SERVICE CONNECTED

VETERAN NAME

(THFMVNW

-

VA‘ x i) U.S. Department

34 of Veterans Affairs

Member ID
1234567890
Plan ID (80840)
1234 567 890
Member

JANE D SAMPLE

DTS00 T e
s B

VA HEALTHCARE ENROLLEE
SERVICE CONNECTED
MEDAL OF HONOR
PURPLE HEART
FORMER POW

¥

Veteran Affairs ID
Cards do not expire.

VHICs may or may not have an
expiration date.

18 - 69: Must be valid or expired no
more than 4 years.

70 or older: May be expired for any
length of time so long as it is
otherwise valid.
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U.S. Certificate of Citizenship

/184 Aegistration Vo A899599999

(o MALE forte of Lok NOVEMBER 10, 1999
CHINA, PEOPLE'S REPUBLIC OF

e SINGLE

SAMPLE

JOUN JOSHUA GRAY
WASHINGTON, BISTRICT OF COLUMBIA

Sk L0 1 e/

v« FEBRUARY 2, 2002

ot Ntk  Aote U cortak e -;""‘ 5 T

TWO NIOUSAND ELEYEN

Certificates of
Citizenship
do not expire
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Porsonal dese rpption of holider

asof diate "of naturalization

Date.of birth: JANUARY 99, 0000

Jer: MALE

’//(l:/l/A/ 5 Sfeet 9 wuches
Verital status: MARRIED

Gountry of formmernc ///nm//{/y.
FORMER NATIONALITY COUNTRY

RN R R
AN e

=iy

USCFT Registration No. A999999999999999
-(/;47"///// thhat the escriplion gaoen s lrue, and that th ‘/%u/(n//'z/%.(k////i ved

fereto is a likeness of e

New Citizen Signature Here

/ ol
Complete and trae signature of fholder,

.(/f( it hereoeon thiat, pursuant lo-an 1//;/4 atwon fu ed with the-Jecret vy of
HomelandJecurvity

al USCIS FIELD OFFICE CITY NAME, STATE NAME

The Jecre Layy 41/0/)‘/7 //)////z/ that
NEW CITIZEN NAME - EPSON B-510DN - NEW ASC PHOTO
/':?\'/(A{/(/ al.
Mytown, State

All/l//‘/t/ complied. tn all re sppects with 1// of the (/yl/a able provistons of the
naturallzadion laws ((/ theallnited States, be uy entitted to- be adiatted as
@ ctezen r///z //////1‘(/ n}i{[/t:x‘, and. 41/////‘/4/ /<l/4w the /w//.// }///'I//u/n‘: al a
ceremony ondicted, é// '

U.S. CITIZENSHIP AND IMMIGRATION SERVICES

al: CEREMONY CITY, STATE on JULY 99, 0000

»rm//uya\w// isadmited as a 1///:(//.////(' lnited Siates of . lnervca

¥** TEST CERTIFICATE **

U ) Cite censhyh and Trnmugration Jerodces

Certificates of
Naturalization
do not expire




U.S. Passport Book

Expiration Date:

« 18- 69: Must be valid or expired
no more than 4 years.

« 70 or older: May be expired for
any length of time so long as it is
otherwise valid.
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U.S. Passport Card

. i Wallet size; allows entry from

N

Canada, Mexico, the
Caribbean, and Bermuda at
land border crossings or sea

ports-of-entry.

Expiration Date:

* 18- 69: Must be valid or expired
no more than 4 years.

At « 70 or older: May be expired for

IPUSACO00015491<<<<<<<<AD2<159 any length of time so long as it is
8101012M1805156USA<<0754052227 ; )
HAPPY<<TRAVELER<<CLC<CLLCLLLLL<K otherwise valid.
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Election Certificate (EIC)

SAMELE The EIC is not a voter registration
STATE OF TEXAS . .
ELECTION CERTIFICATE certificate, and it does not prove that
e 2345678 the card holder is registered to vote.
L. Date of Birth
- 10/30/1986 .
Expiration Date EXpll‘atlon Date:
10/30/2014
« 18- 69: Must be valid or expired
no more than 4 years.
éﬁé’%’?ﬁ%’%ﬁ?&‘é’t’é&‘&‘#‘e’iﬁé‘é’.ﬁ%““ « 70 or older: May be expired for
any length of time so long as it is
CANNOT BE USED AS IDENTIFICATION otherwise valid.
EIC's do vot expire for persons who
acguire them at 70 or older.
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‘List B’ Supporting Forms of ID

Voter must present copy or original of one of the following
when executing a Reasonable Impediment Declaration:

d Government document with voter’'s name and address,
including voter registration certificate

Current utility bill
Bank statement
Government check

Paycheck

o O 0O 0O O

(a) certified domestic (from a US. state or territory) birth certificate or
(b) document confirming birth admissible in a court of law
which establishes identity (mayinclude a foreign birth document).
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Voter Registration Certificate

TX 76111
www. tarrantcounty.com/elections

WWW.S0s.stale tx.us

Scan or visit our webslte to find your
polling place o visite, nuestra pagina
£ ( silla elec toral.

pIr hP"A‘l(IlI',

htng

q

RETURN SERVICE REQUESTED

U.S REP. STATE SEN STATE REP. | COMM. PCT J.P.PCT TCC
(Rep defos EU) (Rep. Estatal) (Com, Pefo)
Ddsy Bidu Hon Ky Diton B Tk Bargy | Uy VW0 Qun Phids | Cn
| { [
VOTER REGISTRATION CERTIFICATE cong | s | ™ g, | e | Y
Certificado de Registro Elet toral) Thinh Pt e D8ng Thanh P Khis Moa Ghiinty e Thay Cur
Gidy Chimg Nhdn Ghi Danh Caa Clr Tri Lap 5
TARRANT COUNTY (Condado de Tarrant) Quén Tarrant .
VuiD ID Exempt |Gender (Sexa) Cert. No, (Num. de Cert) S8 Chimg Nhén

(Exento de 1D)
Aidn Xae Nhgn

Valid f (Valido desde)
Hidu lye e

Name and Permanent Residence Address (Nombre y direccion residencial permanents)
Tén Ho vé Dig Chi Cur Tri

X

VOTER MUST PERSONALLY SIGN HIS/HER NAME IMMEDIATELY UPON RECEIPT, IF ABLE.
(E!l votante debe firmar esta tarjeta personalmente al recibinla, si puede.)
Cir tri phai dich thén ky tén cda minh ngay sau khi nhén dugre, ndu c6 thé

(Afiliacion del Partido) Dédng Phai

Party Affiliation

Name and Mailing Address (/

Tucludes the voter’s political subdivisions and districts.




Copy or Original Certified

Domestic Birth Certificate

STATE OF TEXAS
City of Austin Registration District

STATE OF TEXAS CERTIFICATE OF BIRTH __ BIRTHNUMGER
= L i

T G N

e May be a copy or original of
the Certified Domestic Birth
Certificate.

1301 W 38TH ST 201 AUSTIN, TEXAS 78745 _._Mw“l#_ﬁ!____ 01/02/1950

180, ) MO (] 00 [) O [ Mcwiy [ Omer (fipachy §0. [ Aencont (3] Fachty Admwsteater / Cesignes [) Oter (Spechy)
fm;?m o T T 0

e e | e Can be from another U.S.

Fewdwrce. o

('z::e:,_'w.;w i e S state or territory.

DAVID JAMES DOE l 07/04/1818 J
(it

. I3 18 Sgrware o Locw

R‘é,é)molnhﬁ
0218731 l 01/02/1950
VB3

e May be from another country.

This is to cortify that this is a true and cormect reproduction of the onging! record as. vocofdcd 0 B office, temug
ndn i authority of Section 191,061, Health and Safety Code. Law enlorcement inqusies: 512-972-5220

E DATE IS6UED:

Mgmﬂ %m\q\ :

Angs) Mongpo
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Zi,

7 | N
ENERGY

123 Main Street

Sample, Texas 77701

123 Main Street

Austin, Texas 78701

Invoice #: 123456

Statement Amount: S

May be a copy or printout.

Must be the most recent
or dated within 2 months
of the date presented.

Address does not have to
match the address on the
ePollbook.
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$Bank of Texas

ank of Texa
123 Commaerce

A

eeeeeeeeeeee

e May be a copy or
printout.

e Address does not have to
match the address on the
ePollbook.
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Copy or Original Government

e May be a copy or
printout.

e Address does not have
to match the address
on the ePollbook.
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Copy or Original Paycheck

e May be a copy or
printout.

have to match the
address on the
ePollbook.

‘?aﬂ m:k;{/ e Address does not
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Copy or Original

“Other” Government Document

Must include voter’s name and address.
Address does not have to match the registration address.
Must be an original if the document contains a photo.

Must be issued by the federal government, a federally
recognized tribal government, or a state or local
government in the U. S.

v" Driver license from another state
v' ID card issued by federally recognized Native American tribe
v' DPS receipt without a photo

v' Current or expired voter registration certificate

v' For voters aged 18-69, expired Texas DL or ID over 4 years

46



e

Reasonable Impediment Declaratio

Voter must indicate one of the following impediments:
1. Lack of transportation

2. Disability or illness

3. Lack of documents needed to obtain photo ID

4. Work schedule

5. Family responsibilities

6. Lost or stolen ID

7. Photo ID applied for, but not received

47



Reasonable Impediment Declaration

You may not question or challenge the voter regarding their lack of
acceptable ID from ‘List A'.

* You must explain their right to complete a Reasonable Impediment
Declaration and show a supporting form from ‘List B’.

You may not question their reason of impediment, difficulty or the
truth of the declaration.

A signed Reasonable Impediment Declaration shall be rejected only
upon conclusive evidence that the person completing the declaration
IS not the person in whose name the ballot is cast.

Staple Reasonable Impediment Declarations to the Document
Transfer form.
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Name Matches

Fully compare the voter’'s name on the ePollbook to
the name on the ID.

v Use common sense when comparing names.

v Use all available information on the ID and the o
ePollbook to assist in the determination:

« Address (does vot have +o match)
« Date of Birth
« Photograph

v If name on the ePollbook is completely different from
name on the ID, and the voter’s identity cannot be
confirmed, the voter must be offered a provisional
ballot.
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Substantially Similar Names

» If voter’'s name on the ePollbook is substantially similar
to the name on the ID, the voter still receives a
regular ballot.

» If voter would like to update their name on their voter
registration record for future elections, select NO,
NEEDS CHANGES on the ePollbook Voter Identification
screen. Follow the prompts and at the end of the
check-in, the Voter’s Similar Name Correction Request
Form will automatically generate.
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Substantially Similar Names

Slightly different: Customary Variation:

v' Minor misspellings or v. Common abbreviations.
differences v' Same name in different

v Extra letters or minor typos language

v' Common different spellings EXx: Euridue Garcia vs Henry Garcia

Ex: Wark Cuban vs Marc Cuban

Use of different first / middle / last name:

v' Use initials or hyphenated name

v Maiden name or last name change due to marriage or divorce
v' Middle name in place of first name

Ex: Beyonce Knowls vs Beyonce Knowles-Carter
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Permanent Disability Exemption

VOTER REGISTRATION CERTIFICATE
@ Certificado de Registro Electaral)
Gly Chumg Nhin Ghi Danh Cug Cor Tn

TARRANT COUNTY |(Condado de Tarrant) Quén Terrant

vubD D Eltﬂ% |Gender (Saxo)
o A

Valid from

123456789 (E) <=

Year of Birth - Necimiento [Pracinet Humber
N:eu:m o » | (Mineo e Pracini)
Poin Rm 55

weu (hasta) dén hét

(E) designation after
the VUID Number.

nd Permanent Resid Add {Nombre y di

60 rosdencia)

Namea
Tén Ho vé Bis Chl Cur Tri

Voters may apply for permanent disability status which is evidenced

by (E) designation on their voter registration certificate.

If voter has not submitted paperwork for exemption, they may cast a

provisional ballot and appear at the Elections Department within 6
days to submit the paperwork.

Voter does ot need to complete a Reasonable Tmpediment Declaration.
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Temporary Exemption

e Voters who have a consistent religious objection
to being photographed, or do not have a photo
ID (due to a natural disaster declared by the
President or the Governor) may cast a
provisional ballot and then apply for a temporary
exemption at the Elections office within 6 days
following the election.

e These exemptions are good for one election only.
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Photo ID - FAQ

Does the voter have to provide their
voter registration certificate?

No, unless:

= VVoter is using the certificate as a form of
supporting identification when executing a
Reasonable Impediment Declaration.

» Certificate has the (E) notation indicating the
voter is exempt from having to provide a
photo ID.
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Photo ID - FAQ

What if a voter does not have any of the
seven forms of acceptable photo ID?

If a voter cannot obtain an acceptable form
of photo ID, and has a reasonable
impediment or difficulty in obtaining such;
the voter may still cast a regular ballot

by presenting a supporting form of ID (from
‘List B’) and executing a Reasonable
Impediment Declaration.
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Photo ID - FAQs

What if a voter refuses to show an acceptable
form or photo identification?

A voter who refuses to show proof of
identity may cast a provisional ballot.

To have the provisional ballot counted, the voter
must visit the Elections Department (within 6 days
following the election) to show their identification
or complete an application for permanent or
temporary exemption.
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Photo ID - FAQ

Does the address on the ID have to
match the address on the ePollbook at the

time of voting?

No. The purpose of the ID requirement is
to confirm the voter’s identity only. Itis
not for verifying the voter’s residence.
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Voters Who Have Moved

Clerks must ask every voter ik they stillreside at
the address shown o the ePollbook,

v Voters who have moved, but still reside withi

may vote a regular ballot after providing their new address:

From the ePollbook complete the following steps:
o On the Voter Identification screen select NO, NEEDS CHANGES.

o For voters on Suspense, on the Voter Eligibility screen selec
STATEMENT OF RESIDENCE.

o Statement of Residence will automatically generate at the end of
the check-in.

v" Voters who have moved outside of Tarrant County must be
offered a provisional ballot.
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Limited Ballot

* If a person is a registered voter in another Texas county but
states they moved to Tarrant County, they may vote a limited
ballot at the main early voting site, our office.

« If a person is a registered voter in Tarrant County but states
they have moved outside of Tarrant County, they may do a
limited ballot in their new county of residence.

* Voters wishing to cast a limited ballot may only do so at the
main early voting site during the early voting period.

* Voters will only be allowed to vote on the “like contests”
between their former county and Tarrant County.
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Voters Flagged as Early Voted '

If voter is flagged as having voted during the Early
Voting period, the voter may not vote again.
However, if voter claims to have not done so, call
Early Voting to verify the record was not posted in
error.

If the record was posted in error, Early Voting will
provide instructions on how to proceed.
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Ballot by Mail

If voter was issued a ballot by mail, but now wants to
vote in person:

*\Voter surrendering their ballot:

v" Must sign the Request to Cancel Application for a Ballot by Mail
(form will geverate on the ePollbook) and surrender the mail ballot before

being allowed to vote.

|/f unable to surrender mail ballot:;

v" Must sign the Request to Cancel Application for a Ballot by Mail
(form will gemerate on the ePollvook) and voter will vote provisionally.
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Spoiled Ballots

Spoiled Ballots large manila envelope (with instructions and Register of Spoiled
Ballots forms) is inside the ‘Early Voting Clear Bag and Closeout Bag’

..........................
L 3104 - Thuuf ‘

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn |

3-1-202n | Torront www \

REGISTER OF SPOILED BALLOTS

Spoiledby | (mar ot
Spoiled Election S oF ihvie
Ballot Serial Number Name of Voter by Voter | Worker ey
[ UT99%- 0oocolly AN Stwidn
o~ 23180~ 0000072 Wlasy Jones J
|
T
|
|
T
I, the undersigned Pre: ngdg Hh electior erein, do hereby certify that the
abovi dlgg rue and ¢ tht fSpIdBll!f(hb e-mentioned
ele t
Giver drmyh nd, this LS‘L day of

(Y]MUJ\J  200h

luowty Thovs

Printed Name bf Presiding Judge

>

>

Voters may spoil up to two ballots
and vote a third.

Record serial number of spoiled
ballot, voter's name and check the
reason ballot is being spoiled on
the Register of Spoiled Ballots.

Serial number is located on the top
right corner of the printed ballot.
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Spoiled Ballots

v Tear off QR code from top left corner of printed ballot. Seal the

torn code and ballot in small white SPOILED BALLOT envelope to
ensure privacy.

v" Small white SPOILED BALLOT envelope is placed inside the
large manila Spoiled Ballots envelope.

v Large manila ‘Spoiled Ballots’ envelope is returned at the end of
the Early Voting period. «
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Provisional Voter

Election Code requires that any voter who is not accepted for voting a
regular ballot must be offered a provisional ballot.

“No Voter Left+ Behind”

Envelope for Provisional Voters (inside Supply Bag) has:
Notice to Provisional Voter for Photo ID Only
Provisional Ballot Checklist
Affidavit of Provisional Voter envelope sample
Affidavit of Provisional Voter envelopes

s Provisional voter is one whose residency, ID or registration issues cannot be
resolved at the polling place.

<+ Only the signed ‘Provisional Ballot Stub’ (Controller will generate +the stub) and
printed provisional ballot are inserted inside the green Affidavit of Provisional Voter
envelope.

% The Scan will not read a correctly processed provisional ballot.
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Affidavit of Provisional Voter (front)

Voter completes the right portion and Clerk completes the left.
*Ballot Code from the Voter Provisional Stub box is left blan k
Do not separate the two sections.
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Election
Official
must
complete
entire left
side.

also date and sign the envelope. These are critical steps in processing a provisional voter.

Affidavit of Provisional Voter (back)

A Clerk must complete the left side indicating if the voter presented an acceptable form

of ID and the reason the voter is casting a provisional ballot. The Clerk must

(

TO BE COMPLETED BY ELECTION JUDGE:

VOTER PRESENTED ACCEPTABLE FORM OF IDENTIFICATION
Yes [Ine

REASON FOR VOTING PROVISIONAL

Failed to present acoeptable form of identification or voter cedificate with

exemgtion.
jﬁ‘!‘gk and voter has not cancelied

_ Voter nat on list of rey

Voter not on list, rege
— Voter on the list of pe:
mail balict application.

TO BE COMPLETED BY THE COUNTY VOTER REGISTRAR FOR STATUS:

1, the voter registrar’deputy registrar, did research the recerds of my ofiice and the fcllowing conclusionis)
was made:

FOR VOTERS WHO DID NOT PRESENT ACCEPTABLE PHOTO IDENTIFICATION AT THE POLLING PLACE
A Voter presented acceptable form of identification within 6 days of election day.

B Voter met disability exemption within 6 days of election day.

C_____Voter executed religious objection affidavit within 6 days of election day.

D Voter executed natural disaster affidavit within 6 days of election day.

c e

— Voter did not sati !ﬁ%rﬁamusgamées A-D above,

within 6 days of e
FOR VOTERS WHO VOTED PROVISIONALLY FOR OTHER REASONS

5 Voting after 7 F.__ Not a registered voter or registrationgagefiective ingime for this election.
M Voter on Bst. m ok G Registered to vote, emoneously lisk a @ |
- the ) i “ Registered fo vote in a different proWag
\ . SR 5 i — Information on file indicating applicant compdeted a voleMiegistration application,
g wer party ;
;. i:':c: in another party's primary. e i but it was never received in the voter registrar’s office.
s 4 J Voter emoneously removed from the list.
: s . : K____ Voter is not regisiered to voie in political subdivision.
Swom and subscrbed fo before me this date: L Voted in another patty’s primary. .
N Other. iplease exglain}
Signature of Election Judge
Signature of Voter Registrar Date
Action taken by the Early Voting Ballot Board: [ ] ACCEPTED [] REJECTED Signature of Ballot Board Judge:

*An incomplete affidavit can result in ballot being rejected.
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Notice to Provisional Voter

Give notice to provisional voters
that did not present an acceptable
form of ID. Notice informs voter of:

v Deadline to cure ballot by

v" Qur office hours

v Acceptable forms of photo
identification

v' Address and map to our office

*Not every provisional voter is required to
appear at Elections Adwministration, ovly
those that can cure their ballot.

15¢
Prescribed by Secretary of State
Sections 62.011, 62,0115, and 63.001, Texas Election Code; U.5.0.C. 5.0.Tex. Civil Action No. 2:13-CV-00193 (Docket No. 895

/2016
NOTICE TO PROVISIONAL VOTER FOR PHOTO ID ONLY
(For provisional voter who did not (1) present an acceptable form of photo ID and (2) complete a reasonable impediment declaration)

A determination whether your ballot will be counted will be made by the early voting ballot board after the election. A notice will be
mailed to you within 30 days of the election at the address you provided on your affidavit to vote a provisional ballot indicating either
(1) that your ballat was counted or (2) if it was not counted, the reason your ballot was not counted.

If you are voting in the correct precinct, in_order to have your provisional ballot [ yoter must appear before Voter Registrar by:
accepted, you will be required to visit your local county voter registrar's office
(information below) within six days of the date of the election to either present one of
the below forms of photo ID OR submit one of the temporary affidavits addressed
below (e.g., religious objection or natural disaster without an acceptable form of photo
identification) in the presence of the county voter registrar OR submit the paperwork
required to obtain a permanent disability exemption. The process can be expedited by
taking this notice with you to the county voter registrar at the time you present your

Monday, November 14, 2016
Office open: §am =5 pm
(Open Saturday, November 12, 2016 10 am —2 pm)

acceptable form of FhOtO identification (or execute your temporary affidavit or provide your paperwork for your permanent
exemption}; however, taking this notice is not a requirement.

Acceptable Forms of Photo Identification
+  Texas Driver's License issued by the Department of Public Safety (DPS)

Texas Election Identification Certificate issued by DPS*; *If you do not have another acceptable
Texas Personal Identification Card issued by DPS; form of photo identification you may
Texas Handgun License issued by DPS; apply for a free Election Identification
United States Military Identification Card containing the persen’s photograph; Certificate  at your local Texas
United States Citizenship Certificate containing the person’s photograph; or Department of Public Safety office.

United States Passport

DR

With the exception of the U.5. citizenship certificate, the identification must be current or have expired no more than 4 years before
being presented for voter qualification at the polling place.

PERMANENT EXEMPTION
During the cure period, voters with a disability may apply with the county voter registrar for a permanent exemption to presenting
acceptable photo identification in the county. The application must contain written documentation from either the U.S. Social Security
Administration evidencing applicant’s disability, or from the U.S. Department of Veterans Affairs evidencing disability rating of at least
50 percent. The applicant must also state that he/she has no valid form of acceptable photo identification. Those wheo obtain a
disability exemption will be allowed to vote upon display of voter registration certificate reflecting the exemption.

TEMPORARY EXEMPTION
During the cure period, a voter may apply for a temporary exemption at the county voter registrar’s office for voters who have a
consistent religious objection to being photographed OR who do not present an acceptable form of photo identification because of
certain natural disasters as declared by the President of the United States or the Texas Governor.

/

Ll eeevessr
i / —

Terrant County Elections Center

5 2700 Fremier Streel e
g Pnone: 817-831-8583
Bus Route 11
§ /\\ uezmmesT

Completed by Polling Place Official:
Voter's Last Name: Voter's First Name:
VUID #: Precinct No.

Tarrant County Voter Registrar's Office

2700 Premier Street, Fort Worth, TX 76111
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Assistant / Interpreter

v' Voters may bring their own assistant or interpreter.

v May be any person selected by the voter other than the
voter’'s employer, an agent of the voter’s employer, or
an officer or agent of a labor union to which the voter
belongs.

v' On voter’s request for assistance in marking the ballot,
two election officers shall provide the assistance.

Cauntion: I+ is an offense for anyone +o indicate [ influence a voter on
how to vote.

68



Bilingual Requirements

Section 203 of the Voting Rights Act 52 U.S.C. § 10503

v Director of the Census has determined that Tarrant County
IS subject to the bilingual election requirements with
respect to persons of Hispanic and Vietnamese heritage.

v Each polling place must have at least one clerk fluent in
English / Spanish and one fluent in English / Viethamese.

Under Section 203, all information that is provided Iin
English regarding the electoral process must also be

provided in Spanish and Viethamese.
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Bilingual Requirements

v' Bilingual clerks are a clerk first, then an interpreter. They share in
responsibilities and cross training.

v' Bilingual clerks are key in Tarrant County’s effort to comply with
federal & state guidelines pertaining to language assistance.

v’ Stickers are available to identify bilingual clerks.

Lead Clerks are to verify the required bilingual materials have been
posted at the polling place.

v' The U.S. Department of Justice closely monitors compliance with
bilingual requirements.

State law requires that all election officials, while on duty at the polling place,
must use English, except when assisting a voter who does not understand English,
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Serving Voters With Disabilitie

In 2002, the Help America Vote Act (HAVA) was signed into law.

General Considerations

v" Persons with disabilities should be treated as
independent adults.

v' Take your time and be considerate of the person
you are assisting; adjust your pace to theirs.

v' Speak clearly, slowly and calmly while looking at
the person.

v Ask before offering assistance, and be respectful
if the offer is declined. If the offer is accepted,
listen or ask how to best assist the voter.
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Serving Voters with Disabilities

General Considerations

v' Rephrase, rather than keep repeating, if the voter
doesn’t understand you. If possible, clerks should save
hawdicap parking for voters.
v" Never pretend to understand someone if you have :
difficulty doing so. Ask questions that require
shorter answers.

v' Speak directly to the voter, even if an assistant is
present.

v Do not lean on a voter’s wheelchair, it should be
considered a part of their personal space.

v' Service animals are allowed into polling places,
but never distract them from their job.
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Serving Voters with

General Considerations

v Voters with mental disabilities should be assumed to
be competent to vote and are legally entitled to vote
unless declared incompetent by a court. Individuals
accompanying them should be permitted to assist
them.

v’ Offer use of the audio component so that voters may
vote independently. A set of headphones and disposable
headphove covers are provided to each location.

v Offer your arm to a voter with a visual impairment
when escorting them through the voting area.

v' Avoter who uses a sip and puff device may use it to
control the Touch Writer Duo.

Disabilities

Verity Access Device
*shown with headphones plugaed in
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Serving Voters with Disabilities

Polling Place Setup

v' Always keep entrance doors unlocked and/or
opened during voting hours. Confirm doors aren’t
set to automatically lock in accordance with the
facility’s business hours.

v' Keep a chair or two handy for those needing it.

v' Make sure there is adequate space for those in
wheelchairs to maneuver around.

v Use the disability Voter Entrance sign to mark the
entrance that is handicapped accessible. That
entrance might be different than the one used by
other voters.
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Written Communication

Voters may use written communication, such as sample
ballots and campaign materials, for personal use only, in
the polling place and voting stations.

If sample ballot / notes are on voters’ phone, they must
step out of the voting area and jot down their notes for
reference.

Clerks must keep the polling place clear of written
materials discarded by voters.

Clerks must only display signs or materials provided by i —
the Secretary of State or our office. Do not display home

made signs nor supposed “non-partisan” voter guides
from newspapers or other organizations.

~—
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Electioneering & Loitering

Campaigning and loitering are not allowed within 100 feet of the
entrance to the building where the polling place is located.

Prior to opening the polls, ensure that the 100 foot zone in which
electioneering is not allowed, is clear of any campaign materials,
including:

% Campaign workers

s Campaign signs

% Flyers

% Clothing & hats

% Buttons

Remove sigus that are withiv the distavce marker.

Place signs by the marker. You are ot respowsible for re-posting them. 76



Exit Polling by the media is
permissible within the 100-foot
distance marker if it does not
disrupt order in the polling place.

Petition gathering is prohibited
within the 100-foot distance
marker.
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Election Complaint Slip

Provide slip when issues arise that
cannot be resolved at the polling
location.

Slip is in English, Spanish and
Viethamese.

Do You Have A Complaint?

We strive to ensure that you have a pleasant voting
experience. If you have questions, comments or
concerns, please submit them in writing to:

Tarrant County Elections Administrator
2700 Premier Street

Fort Worth, TX 76111

817-850-2330 (fax)

Or contact the Office of the Texas Secretary of
State at 1-800-252-VOTE (8683)

*Pad is in Early Voting Additional Materials.
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Getting Ready to Close the Polls

v" Near closing time, check the hallway and surrounding areas for voters
searching for the voting area.

v’ Stand at the end of the line behind the last eligible voter or try to have all
voters in line enter the building.

v Pleasantly, but firmly, turn away those who arrive after the last eligible
voter.

Qualified voters who arrive by closivg time, must be allowed to votel
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Suspending Polls on Controller

Select Menu at the top of the screen.
Select Suspend Polls.

Enter the poll worker password and select Accept. A
Suspense Polls Report will automatically generate.

From “The Polls are Suspended’ screen, print:
» Ballot Count Summary
» Access Code Summary
» Tear off the reports to send via the runner the next day

Print each summary again and place them inside the coin
envelope.



Suspending Polls on Scan

Press the blue Poll Worker button on the back of the device.
Select Suspend Polls.

Enter the poll worker password and select Accept. A
Suspense Polls Report will automatically generate.

From ‘The Polls are Suspended’ screen, print:
» Ballot Count Summary
» Tear off the report to send via the runner the next day

Print each summary again and place them inside the coin
envelope.



Controller & Scan Reconciliation "

« Daily numbers must be called into the office at the close of
the day. Lines might be busy; continue calling until you
reach someone.

« Leave your Controller and Scan turned on until given
confirmation that your numbers are balanced.

« Total number of ballots cast today can be found on the
Ballot Count Summary Report that prints from the Scan.

« ‘Start of Day’ and ‘End of Day’ counts are found at the
bottom of the Controller and Scan screen next to the time.



Controller & Scan Reconciliation Log |

*Ballot Count Summary Report from the Controller:
Record PVR’s printed today, not total printed.

\

(8) Startof J(C)Stertof |(D)Endof [(E)Endef |[(F)wol {G)mof Codes|(H) ¥ of Codes llHoICodes'U)lol Voters
Day Ballot Day Ballot Day Ballot |Day Ballot |Codes Expired from |[Deactived from |Spolled from [Checked inon
Count on Counton Counton Counton Issued fram |Controller Controller Controller e-polibook
Controller Scan Scan Controller |(Controller
- - - . - g
“Bottom bottom Bottom | Baliot Access Cone Summary The The toted
of the of the of t ofthe | Count Report total vﬂ,f,d
tablet tablet tablet | Summacy A number | rechedin
scréeen screen scréen , of epotibook
! - make sure
next to nex nextto 1 purs this is cumulative paper ,
the | the write th ; numbers as ballots -ty Socatian
time time Printed write 119 NUMDETs 82 spolled and then
they read on the report nogss
TODAY ! today's dat

Do not total these columns _ Do not total these columns

*Access Code Summary Report
prints from the Controller 83




Closing the ePollbooks

From the Launchpad Menu,
select Logout

Log Out

Are you closing the election or

just logging out temporarily?

Ul ¢ LOGOUT TEMPORARILY

» Nightly, select Logout Temporarily

» Closing of Early Voting, select Close
the Election




Provisional Ballots Bag

Affidavit of Provisional Voter
envelopes are placed and sealed
In the orange zippered bag
labeled “Provisional Ballots”.

*Provisional Ballots bag is in the Early Voting Clear Bag and Closeont Bag,.
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Closing the Polling Place

Early Voting Close Down Bag Checklist
November 05, 2019
Consolidated Election

AA - Tarrant County Elections Center

2700 Premier Street, Fort Worth TX 76111

Key Envelope with Keys

Ending Payroll in Brown Envelope

Payroll Wallet

Reconciliation Envelope

Provisional Bag

List of Provisional Voters (even if blank) Place in the Provisional Bag

White Copies of Document Transfer Forms

Seal Form Folder

Used Seal Bag

Transfer Form should be placed in the Scan pocket, one for each Scan

Limited Ballot Applications (Limited only)

Yellow Parking Validation Folder (Plaza Building only)

Chub/Access Cards (Plaza Building and Village of Woodland Springs)

| certify that the above documents are complete and that all items are enclosed in the close down transfer bag

Lead Clerk

Date

Daily
v Leave the place clean,
undamaged, secure and in the

same manner in which it was
found.

Final Closing

v Remove all signs posted inside
and outside the facility.

v Remain at your location until the
tech has arrived!
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Reporting Injuries

Report ALL injuries immediately after they occur!

Election worker injuries to:
CornerStone Staffing and Tarrant County Elections

//\.
Voter injuries to:
Tarrant County Elections

I\
CornerStone Staffing: 817-522-1030 x509 haal
after hours call 972-898-1145 or 817-713-4486

Tarrant County Elections: 817-759-7873

Twjury report forms must also be completed. 87
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