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Quick Reference CharVoter Processing Workflow

Voter Scenarios Additional Steps « Does anything « Where to send Voter Additional Steps What ballot do you
necessary need to change? necessary give them?

Precinct Ballot
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Quick Reference Chart - Changes to Provisional vs. Regular Ballot Procedures

Issue Before Now Reason

Voter cannosurrender Vote Provisionally Vote aRegular Ballot ~ Check in using an eRoster at a polling
Vote by Mail Ballot place will cancel the Vote by Mail ball

V(o LA el s e ez (o] B8 Vote Provisionally V/ote aProvisional Ballot Provisional Clerk prints the correct
printed on the Touch provisional precindballot using the
Writer Touch Writer.

Voter Not in eRoster Vote Provisionally Vote Provisionally Register voter using eRoster
CVR/Provisional Envelope

+2GSND&a | VoteProvisionally \ote aRegularBallot / 'y dzLJRI G S @rethie NI,
in eRoster printed on the Touch  Voter Roster Ticket

Writer based on the new

handwritten address

Not able to provide ID Vote Provisionally Vote Provisionally No Change
when ID is required




Important Information
T Election Day iSuesdayJune ¥, 2022
T Polls are open fror:00 a.m. t8:00 p.m.
T Poll workers shouldrriveat the polling place b§:00 a.m.
I Expect tdeaveby 9:00 p.m

Important Phone Numbers

Election Day Poll Worker Help Desk 784-3045
Election Day Ballot Scanner aralich WriteHelp Desk 784-3375
Election Day eRoster Help Desk 784-3361

Voter Information 784-6675
Media Inquiries 784-3366

Emergency Phordumbers

If there is an emergency need for police, fire or ambulance, dial the direct nu
for each city listetbelow.

Benicia 7453411
Dixon 421-7090
Fairfield 4287373
Rio Vista 421-7090
Suisun 421-6622
Vacaville 4495200
Vallejo 552-3285




BRING@HIS MANUAL TO YOUR POLLING PLACE ON ELECTIO

Itis an invaluablguide forconductingtasks requiring multiple steps
troubleshooting and resolving polling place issues, contains copies
important documents and much more.

2 K| #lewvin This Manual

This section will feature a list of changes in this manual. Many of these changes are from
feedback that was received from poll workers. Thank you for all your input!

New or Updated liormation

|
-
|
-
|
[l
[l
[l
-
|
-
|
-
|
-
|

Procedures for New Voting Equipment

Master Opening Checklist

Master Closing Checklist

Updated Provisional EZ Guide

Updated eRoster Procedures

Updated Provisional Clerk Duties (Touch Writer)

Information onCOVIBL9 specifianodifications, including singlese items
Information on Curbside Voting and additional Greeter duties
Changes to the equipment caddy

Information on a Zcard ballot

New Procedures

Ballot WrappergEach wrapper has therecinct
number printed on it which

corresponds to the precinct number on the ballots
The color of the wrapper correspoado the ballot
color so clear is white paper, orange is goldenrod
paper, cyan is blue paper, etc. The wrapper is to
highlight that there are different precincts in the stac
of ballots. The goal is to make sure the correct ballo
is issued to the voter.
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All completed forms &he Ballot Scanner Report gotinthe white ROV Document
ReturnEnvelope

Updated Bindec including Payroll Fen

The correct ballot for a Provisional voter at the wrong location can be printed using the
Touch Writer

Processing Sardeay Registration (a.k.a. Conditional Voter Registration) at all locations.
Voters can use their Voter Roster Ticket to update thedrads and be provided the
correct precinct ballot from the Provisionderk, which will go into a white Change of
Address Envelope arzk placed into the Auxiliary Biof the Ballot Box.

Each ballot box will have a Red Ballot\Bimch will be pulled out and sealed with the
ballots inside at the end of night.

No more black Supply Bagndividual supplies for clerks are packed into bins located on
the equipment caddy.

Vil



April 18, 2022

On Behalf of the Registrar of Voters Office, Tim and | would like to thank all of our dedicated and
hardworking adopfa-poll locations, poll workers, inspectors, rovers and students for your service as a
poll worker in2022 Statewide Direct Primaryl'he vork we perform at polling places is critical to our
success in Solano County.

We have a great responsibility to work together to instill confidence in our voters that our processes are
executed according to state and federal law, are fair for all etigibters, ensure voting is confidential,

and provide controls for security and auditing for PE#ction canvassing. Additionally, | call on each of
you to set aside your personal political preferences, creating a balanced, open and transparent process
for all voters.

You will work as a team at polling places around the county on Election Day to achieve this goal, and this
manual is a critical component to your training. We believe that the combination of this manual, your

online training, and your iperson classes will help ensure you are successful in executing your duties as
L2ttt 62N)] SNW LT GKSNBQa I yelKngildandgghonKdalld@®dy Qi I R
help us improve the process.

Therefore, please review this prior toyr in-person training session, complete your online courses,
develop questions to ask during class, and mark up this manual appropriately to serve as reminders on
election day. Most importantlygring this book with you on Election Day. 1 Qa I ref@drde dz 6 t S
loaded with stepgby-step processes for opening a polling place, processing voters, and closing the polls
at the end of the day.

We cannot do this job without your service, and | appreciate all of you for stepping up for this election. |
hope yal have a great Election Day.

Sincerely,

John H. Gardner

Assistant Registrar of Voters
675 Texas St, Suite 2600
Fairfield, CA 945433
jhgardner@solanocounty.com
(707) 7843366 (0)

(707) 7319653l
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Training Information
In-Person Classroom Training
All Inspectors assigned for the Electame encouragedo complete at least one hanes

on in-person training session that will be held at the Solano County Government
building at 675 Texas Street.

Other clerkanayhave inrperson training at the Government Center but, due to the
COVIDpandemic, some courses wikltheld as a virtually hosted trainéed session.

You may register for your{person class by choosing your courses in the Tenex Poll
Worker Management system or by emailingliworker@solanocounty.com

Pease be sure to register early! Class size and availability are limited, please register for
your assigned position early to ensure you are in the correct class.

To cancel or change a training class, contactG@Zbor e-mail
pollworker@solanocounty.conPlease notify us of cancellations as soon as possible to
allow other students to register for that class.

Online Training

All poll workers will receive online training customized to their specifieduThe online
classes are available through the Poll Worker Po#thpoll workers are encouraged to cress
train on positions other than their assignment by taking online courses specific to other
positions.

To access the Poll Worker Portal, go to the following website:
https://solanoca.precinctcentral.com/TED/SecuritySetupMagmt/Security/Login.aspx

At the login scren, enter your username (your email address) and password
TEMEX ELECTION
TED DESK»
2

»F

| fargot my password

[1]
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https://solanoca.precinctcentral.com/TED/SecuritySetupMgmt/Security/Login.aspx

If you do not have a username or password, call (707)-B&45 and
ask for the Poll Worker Team or email the team for your login
information at pollworker@solanocounty.com

If you forgot your password, clic 4§ KS aL F2NH20G Y
temporary password will be emailed to you.

Online training isnandatory. You must complete all the required courses listed for your
position. Due taCOVIBLY, inperson classes will be limited size, so please be sure to attend
the session you signed up for. You cegister forin-person classesnline at

https:// solanoca.precinctcentral.com/TED/ElectionForcePortal/Launchpadthepxgh the
Gaeé /flaasSae¢ Grood

(2]
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Changes for th2022 Primary Election

With the passage of Assembly Bill 37 and Senate Bill 29, Califoap@isianent Vote by Mail
state, with all active California voters being mailed a Vote by Mail ballot for every election.
Voters will still have the option to vote4merson, which in Solano County can take place at our
70polling places on Election Dayeils(June ', 2022) or at our office beginningay 9", 2022

(29 days before Election Day) through Election Dagg ', 2022.

With the Covidl9 Pandemic still ongoing, legontact voting may be the safest way to vote,

but Solano County is taking several steps to minimize the spre@OMBL9 for our poll

workers and votersit our polling places and offic®ur officewill continue to provide an
increasedchumber of dropoff and curbside locations addition toour traditionalpolling places
andfacilitate low contact voting optionsChanges first put in place in the March and November
2020 elections will still be in place in @rdespond to the challenge of health and safety
concerns during the pandemic.

Hybrid and aline trainingwill continue to be a critical part of poll worker trainingf you
have been unable to access the online training, please contact us at
PollWorker@SolanoCounty.coior call us at (707) 786675 and ask to speak to the Poll
Worker Team.

Safety measures at thaolling places themselvesany of which were first implemented in the
November 202@eneral Electionwill continue

| For all locations, a layout will be provided indicating where to place tables, voting
booths, and equipment, as well as guidelines for maintaining physical distancing for
voters in the polling placélhis layout must be ptsd at the entrance to all polling
places.

| During voting, all workers will be provided with sneeze guards, face shields, hand
sanitizer, masks, gloves and disinfecting wipes. These items will be delivered to each
L2t f Ay3 LI COSICSupply CaRa ®O2y R a

Along with requiring social distancing at polling locations and setting a maximum
number of people allowed in at any time, all voters will be given hand sanitizer, plus the
option of gloves or a mask upon entering and exiting the polling place.

—

| Votersand poll workersare not required to weaa maskunless updated state or local
mandates require them to do so

| Poll workers refusing to follow the OVIDyuidelines including any stricter local
guidelines than in place state or countyde, will be sent home.

(3]
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o Observers also must follow tH@OVIQyuidelines or can have the requested
information brought outside provided it does not interfere with oth@ability to
vote.

Secrecy sleeves and pens willdsegle uséto eliminate voters reusing items used by
other voters. A dedicated trash bin wikk provided for voters to dispose of these items
(they can, of course, choose to keep the pen rather than dispose of it).

Greeters will provide voterwith a Voter Processingorm on which voters will write
their name and address so that they can easdydoked up by the eRostéterks and
avoid miscommunication and delays due to PPE, plexibseers, and social
distancing.
o Please let voters know that these cards will not be used to update their
information, onlyto locatethem in the roster.

o If avoter refuses to fill out a card, remind them that this card is also used as a
record of who voted at the polling place to stress the importance.

Voters can also choose to utilize the curbside voting option, and their ballot can be
brought to them in theircar by two (2) poll workers, where they can vote before
returning it to the poll workers to have it deposited through tBallot Scanner

Please noteMore upto-date COVIEL9 guidelines may be provided to
better adhere to state guidelines fopolling place safety as the election
draws nearer.

[4]



The Election Day Experiergdn Overview

Election Schedule
All team membes mustarrive at
6:00 AM. on Election Day.

From 6:00 AM.to 7:00 AM.

T Organize and set ughe
polling place
Set up the election tables
with supplies
Complete anyasks required
prior to opening the polls

—_—)

—)

Polling Place Hours
T Polls must open promptly at '
7:00 A.M. .

| Polls must close promptly at =t
8:00 P.M. Any voter in line
by 8:00 P.M. must ballowed to vote

From 8:00 P.M. (or whenever the last voter leaves) to 9:00 P.M.
all workers help to:

T Record ballot and signature totals

T Remove sign

T Pack equipment, supplies, and
ballots

The Inspector and one (1) clerluststay
until the CollectionTeam arrives to return
ballots and supplie&ll items marked with
a green RETURN labi)the Registrar of
Votersoffice. If unable to do so, the
Inspector must notify the Elections Office
at (707) 7846675as well as their Rovy '

Inspector. - m |

Solano County Registrar of Voters
675 Texas Street, Ste. 2600, Fairfield
SolanoCounty.com/Depts/ROV
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Overview of Polling Place Team Members
A polling place team includes:

~

—)  —)

Roving InspectoProvides technical and administrative support to an assigned group of
polling places on Election Day

Inspector:Manages the polling place and team of poll workers.

eRoster Clerk(shecksin voters at the polling place and determgite type of ballot

the voter receives

Ballot Clerk(s)lssues thecorrectpaper precinct ballotdy matching the ballot color on

the Voter Roster Ticket to the ballot color on the ballad voters who can insert their
voted ballots into the Ballot Scanner and have their balmiunted immediately. Issues
replacement ballots if a voter makes a mistak

Provisional Clerk(slssues theprovisionalpaper precincballots to votersdue tospecial
circumstances. Uses the Touch Writer to issue correct precinct ballots for voters who
are at the wrong polling location. Assists voters with using the ToudeM&ecures the
voted ballots and sergthem to the Registrar of Voters for review to determine if the
ballot counts.

Greeter(s)Provides voters with th&/oter Processing Form to speed up chetkAssists
voters utilizing curbside voting to drop offelr ballot. Drects voters to the correct

polling place, answers generic questions for voters, helps with managing lines of voters
andperforms the duties obther positions such as Ball@lerk or eRoste@erk while ce
workers are orbreaks.

Equipment @&rk(s):Sets up and operates the Ballot Scanner whthhelp of one(1)

other clerk or Inspector. Answers voter questions on equipment and ensures voters cast
olrftf20a &adz00SaafdzZted | I yRa 2dzi aL *20SR¢

If there is a shortage ofvorkers, any poll worker might be reassigned to
another position. A minimum of 4 poll workers are required for a pollingd
place to function.
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Overview of the Voting Process

Greeterswill provide voters with the Voter Prossing Form and disposablepen to fill it out.If

a voter has theivote By Mai(VBM) ballot with them and wishes to drop it off rather than
surrendering it to vote on a poll place ballot, teeeter will direct them to the Yellow VBM
Ballot BagVoters who wish to cast thei’BM ballotthrough the Ballot Scanner to be counted
immediately MUST check in with the eRostélerk and sign the Voter Roster Tickethe

ticket MUST be returned to the Ballot Clerk and placed in the blue Tickgt&ams any other
checked in voter would do

All voterscheck inwith the eRger Clerk whauses the filled-out Voter Processing Form or ask
the voterfor their identifyinginformationif one was not providedAfter determiningthe
@2 ( S NI & acotdihgitd theleRaktér ga ticket is printted the voter to sign.

If a voter is listed in the eRoster and is eligtiolerote at your polling placehe voter is given a
VoterRosterTicket asked to sign the ticket and then directed to the Ballot Clerk to receive a
ballot. The voter exchanges the signed ticket for agrapallot.

If they wish to cast the VBM ballot they received through the mail through the scanner, they
need to sign their ticket and return it to the Ballot Clerk who will direct them to the Ballot
Scanner without spoiling and replacing their VBM
ballot.

If a voter is not listed in the eRoster and does not wis
to register to vote, the voter is given a Provisib
Ticket and is sent to the Provisional Clerk to receive &
printed provisional balloand a pinkprovisional
envelope Voters whoare not inthe eRoster butvho
do wish to register on the day will receive a lilac
Conditional Voter Registration (CVR)velope.

Voters who are in the eRoster but would like to update their address can write their new
address on their Voter Roster Ticket and be provided a vdhitenge of address envelop&hey
will put that envelopethat hastheir votedballot and Voter Roster Tickehat reflectstheir
change of address into th&uxiliaryBin of the Official Ballot Box.

Both CVRoters (whose voted ballots go into the lilac envelspand Provisional voter@vhose
voted ballots go into the pink envelopes)ll return with their ballots in the correct envelope to
the Provisional Clerkrhe Provisional Clevkll direct them to place the envelopes in tipenk
ProvisionalBallot Bagso that they can be counted at the Registrar of Voters office.
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Anywhite change 6 address envelopehat wereput into the AuxiliaryBin compartment of the
Ballot Box are tobe added to theRed Ballot Bin, located inside th&allot Box, at the end of the
nightto be brought to the Registrar of Voters office

All voters receive their ballot in a secrecy sleeve. All vaes

T Given clear instructions orolv to mark the ballot

T Given clear instructions onhat to do if a mistake is made while marking
T Told what to do with the marked ballot

T Asked if they need aanslated facsimile ballot

A polling place may have different precinct ballot types (BT) and diffpreinctballots. The
Ballot Clerk matches the BT number gdcincton the signed ticket to the BT number and
precinctof the ballot that they give th&oter, ensuring each voter receives the correct precinct
ballot.

¢KS @2G$SN) OFada GKS olfft2G o& RSLRaAGAY3I Al A
by the Equipment Clerk, who is always near the Ballot Scanner.

Vote by Mail Ballots

Voters are not required to have their Vote by Mail (VBM) ballot present with them at the
polling place to surrender in order to receive a poll place ballot. Howé&venoter does
surrender their ballot, it cannot bgiven back to the voterf b voter has their VBM balland
wishes to cast it through the Ballot Scanstbe voter must still check in with the eRoster Clerk
to sign their Voter Roster Ticket but wilht receive a replacement ballot. Instead, once they
have checked in and sigdthe Voter Roster Ticket, they will be directed to the Ballot Scanner
to deposit their ballot

Voters can also choose to return their VBM ballot in the VBM envelope at the polling place by
depositing it in theyellow Vote By MailBallot Bag.

REMEMBER: Voters can only have one ballot. If they wish to use their VBM ballot, they will
NOT be issued a poll place ballot.
Issuing Replacement Ballots

When a voter makes a mistake on the baltbgy return to the Ballot Clerk or Provisional Clerk
who issued the voter the ballot.
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The Clerk will:

T Take the ballot anderify that it is the same ballot being issue

T Write SPOILEBCcross the face of the ballot to void the ballot.

T Place the spoiled blakt into the sealedRed Bag.

T Tear off a new ballot and give the voter the replacement ballot.

The maximum number of replacement ballots a voter can receitweoig2). Offer to help the
voter prior to them reaching the maximum numband having to cast thefinal ballot asis.

Assisting Voters with Marking Ballots

Voters have a legal right to receive assistance at the polling place. \¢atelsing 12 people

to provide assistance as long as the person(s) is not their employer, union representative, or an
agent or officer of the employer or union (although it is difficult to know). Voters may also ask a
poll worker for assistance. The asarste provided may include reading the ballot aloud or
marking the ballot as directed by the voter. Poll workers can also offer to set up the Touch
Writer system for voters needing assistance, which can be used to provide the ballot in an
audio format as wi as other accessible modificatiorfny wter can use the device to mark

their ballot, which can then be printed and ran through the Ballot Scanner.

If a voter ask$or assistance in marking the ballot:

T The Ballot Clerk or Provisional Clerk must issueadin to the voter.
T Ask the voter to repeat the following oath:
GL o0@20SNXDRa ylFYSo R2 FFFANY GKIF G L
T 2NRGS GKS @20§SNRA Yyl YS 2o1thdibkck of théBalloti i S R
Statementin the Inspector Binder

N

+ &b
N

Translated Sample Ball¢&acsimile Ballots)

All polling places will have facsimile or sample ballots available in English, Tagalog, and Spanish.

The Ballot Clerr Provisional Clerk will aglveryvoter if they need a facsimile ballot in one of
the languages availahl# they do, they will be giveafacsimileballot AND a regular precinct
(or provisional) ballot. The translated facsimile ballots are NOT to be marked, but only to be
used for language assistance when marking their actual baiktructvotersto dispose othe
facsimileballot with the secrecysleeve in the provided container before leaving.

(9]
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A facsimile ballot poster should also be posted in an area easily visible to voters, near the FYI
board, and poll workers should be sure to wear the appropriate language tags in any languages
they can offer assistance to voters in.

Election Day Meal Brea

Poll Workers are encouraged to take several short bréalisut 5 minutes) throughout the
day; however, election code requires that a minimum of 4 poll workers are available to serve
voters.

All poll workers are entitletb aone (1) houmeal break. The Inspector coordinates meal
breaks to ensure that all workers are available during the peak periods of voting.
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Election Day Observers

Anyone can observe any aspect of the election prac@éenthey areworking foradvocacy
groups ora political partyand/or candidate. Observers are welcome to observe but must
adhere to thepostedCOVIBGuidelines andhe posted Observer guidelines, which are also
summarizedelow.

Observers May
T Observe proceguresincluding opening and closing
T Look at and obtain information from the Street Index
and/or Certified Voting Listvhich can béound online,
printed from the eRoster or by letting the Observer flip
through the Voter Processing Forms
T Ask to see the translated/facsimile ballots

Observers May Not

T Speak with poll workers or voters to interfere with or

delay the voting process

| Speak to voters within 10f&et of the entranceto
polling placesbouthow they may haveoted, challenge
them for electioneering or questiotheir qualifications
to vote
Use cellphones inside the polling place and/or within
100feet of the entrance to tk polling place
Occupy the area behind or between official election tables, voting booths, or the Ballot
Scanner

—_—)

—

Observers Cannot

T Touch voting materials or equipment or sit at the
official election table(s)
Monopolize and/or remove the posted Street mes
and/or Certified Voted List
Interfere with the timely closingf a polling place

—_—)

—

What to do if an observer violates the guidelines

First, politely approach the individual(s) and advise them of the guidelines. If the situation
continues, ask the obseryg) to leave the polling plac#.you feel unsafe or in danger, call
911.
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Electioneering
What is Electioneering?

| Anyact of campaigning for\J | | | \
or against a party, ﬁ
candidate, or measure

that appears on the ballot
| Speaking to voterabout
markingtheir ballot
| Voters quietly discussing
their choices in aoting
booth within earshot of
other voters
Displaying any sign, sker, button, or clothing that supports or oppcse party,
candidate, or measure

—_—)

Electioneering is not allowed within 196et of the entrance to the room in which ballots are
cast.

Exception: News media or polisters are allowed withif&& of the entance if they are
conducting exit interviews. Exit interviews are not considered electioneering because it occurs
after the voter has voted.

What to do if there is a violation of electioneering laws
T Make a polite approach and advise themetéctioneering laws.
T If the situation continues, immediately call the Roving Inspector.
T Notify the Registrar of Voters at (707) 78875.

Media

Members of the media may be present in the polling place but may not take picturesers

or poll workes unless permission is granted. Media may request a comment or quote from poll
workers. If you are not comfortable speaking with them, direct media inquiries to (707¢) 784
3366.

Time in Voting Booths

Per the Election Code, voters aret allowed to be in the voting booth any longer than is
necessary to mark their ballots, which should not exceed 10 minlitdsere are no voters
waiting for a booth, please allow a voter more tinvters are also allowed to bring their
sample ballotinto the voting booth with them to be used as a guide.
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Showing ID at the Polling Place
Do not ask voters to show ID unless prompted to do so by the eRoster.

The requirement to show identification at the polling plasdimited to a small group of voters
andis2yf @ NBIdzZANSBR Ay FTSRSNIf SftSOGAzyad ¢KS
voters who are required to do so

| 1D is only required for Elections in which a candidate for federal officen the ballot
and a firsttime voter had not provided ID at the time of registratiarOnly ask for ID

when prompted by the eRoster.
| Voters MAY show an ID to help the eRosterlCli@ok up their name to determine the

spelling. However, it is NOT required.

[13]
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Emergency Procedures

If there is an emergency need for police, fire, or ambulance, contact the appropriate agency
using the county issued cell ph@nThe direct emergency number for the police and fire are on
the page titledmportant Information, page v

What to do if you must evacuate the polling place

~

—_—)

Instruct all voters and poll workers to immediately leave the polling place.

Direct the poll workers to gather nearby at a safe location or to follow the instruction of
a polling location staff member or emergency personnel.

Once everyone is safely out of the building, immediately notify the Registrar of Voters at
(707) 7843045 Be sure to also notify your Roving Inspector.

What to do if there is a power outage in the building

Notify the Registrar ofoters at (707) 7848045.

Your Ballot Scanner and Touch Writer have a battery-ado allow the equipment to
continue tooperate for a limited time.

The eRoster tablet is fully charged while plugged in. If there is a power outage, continue
to process voters using the eRoster and Emergency Voter Tickets. The battery on the
tablet should last during a minor power outage. léthower outage lastionger than

the battery on the tablet, switch to using the back paper roster.

What to do if you cannot get into your polling place before 7:00 A

1.

© NGk wDd

Contact your Roving Inspector

Call the Registrar of Voters at (707) 7845

Setup outside the polling place entraaec

Break the seal on thBed Bag and remove the contents.

Reseal theRed Bag and use it as the temporary ballot box.

Give theback up paper rosteto one eRoster Clerk

Give a pad of precinct ballots to the Ballot ®ler

Give a stock of provisional ballots and envelopes to the Provisional Clerk

If votersdo not have their VBM ballot to surrender, they must be givemavisional
ballot until you are able to get inside and set up the eRosters.

10.If votersdo have their VBM ballot to surrender and can be located inbtek up paper

roster, have them sign the book and provide a regular ballot, which they will deposit
into the Red Bagonce they have cast their vote.
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Once you are able to get into thpolling place, the ballots cast into the
Red Bag can be ran through the Ballot Scanner at the end of the nigh
or placed in theUncounted Ballots Bag

What to do if a voter wants to take pictures inside the polling place

Inform the person thavideotapingand photography are not permitted in the polling place,

howeversi 1S fI ¢ Fft2ga | @20SNJ G2 GFH1S | LK23G§23N
share it on social media. Discretion will still need to be exelcisd & (12 G KSGIKSNI aol f
are causing a disruption requiring a response.
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Master Supply List

Red Supply Bag

T The Inspector isesponsible for picking up the Red Bag(s) and bringing them to the
polling place on Election Day.

Inspectors may have multiple Red Bags due to the voter count of their location. In these
instances, the Reg Bags are coded wittier (A, B, C etc.)

The Pimary Bag is coded witthe numberA .

~

On Top of the Red Bag
Wire cutters (attached to top of Red Bag A)
Inspector Binder

(0]
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o

Two (2)copies of Street Inekes

Ballot Statement/Certificate of Performance
Oath of Office

Notice of Appointment

Emergency Voter Ticketse@ular and provisionagpares)
One (1)copy of Back Up Emergency Roster
Payroll Form

Copy ofCOVIEL9 specific poll place layout
Interpreter Service/Tally Sheet
Countyissued iPhonand charger

Wire cutters

Inside the Red Bag

1 Official Precinct and ProvisialBallots

Stationary Kitwith wire cutters for seal$

Two @) Bindersg 1 for Greeterand 1 forProvisionalClerk(Primary Red Bag)
Emergency Supply Kih side pocket without a logo)

(0]

O O O O O

Provisional VoteSignin Sheet

Provisional Envelopes

Provisional Receipts

Pens

Replacement Yellow Vote by Mail Envelopes
Notice of Deceased Voter Forms

eRostelTablets
The Inspector is responsible for picking up the eRoster tablets and bringing thempolling
place on Election Day.
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COVICsupply Caddy
COVIBsupplies will be delivered to each polling place in a secaddy

= =4 4 -8 _98_-5_45_9_°_2_2_-2-

=

1
1

Other supplies on th€OVID Suppbaddy:

T

1
il
1
1

Faciakhields

Face masks

Disposablajloves

Handsanitizerbottles

Anti-Bacterial wipes

Handy wipes bucket (white)

Alcohol wipes bucket (green)

50-gallon cadboard trash bins
50-gallontrashbags

Sneeze guards

Clipboards for Curbside Voting

Bucket to store sanitized clipboards ready
to be used

Bucket to collect used clipboards that need
to be sanitized
Pens

Electronic Wipes

Provisional and Condlitnal Envelopes
VoterProcessingrorms

Secrecy Sleeves

Ballot Marking Pens

Change of Address Envelopes

There may be more supplies than are pictured at your specific site.
Sneeze guards for the tables will be on the lower shehile wipes,
masks, gloves, signs, and other items will be on the upper shelf.

TheCOVIDsupplies will be delivered in a caddy (separate from the on
containing voting equipment) and are to be used by the poll workerg
and voters.
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ClearSupplyBins/ Touch Writer Bag / Electrical Supply Bag
Individually packedinsand baggplaced on the equipment caddygr the eRoster, Ballot,
Provisional Clerknspector,and Touch Writecontain the following items:

eRoster Clerk

Ballot Clerk

Provisional Clerk

Touch Writer Supplies

a { G NJablé sRyNE §

a. Frtt2a /S

Gt N2 QA &A2
table sign(s)

Bar Code Scanner with
cQ | {. I 2Yy

Marking pens

Table precinct sign(s)

Table precincsign(s)

Disposable headphone
ear covers

Scotch tape

Marking pens

Marking pens

Electronicssafe
cleaning wipes

Blue close of polls posting
forms

Sheet magnifier

Clipboard

ManQ StSO0A
string

3 clips/hook sets

Translated Ballots
(SpanishTagalog)

Translated Ballots
(Spanish, Tagalog)

pQ Of SI NI vy

eRoster printer paper

Clipboard

Scotch tape

Ballot Scanne& Touch
Writer printer paper

Replacement Yellow VBN Certified List of Writén Provisional Voter Lo¢ UPS Guide
envelopes Candidates / Signin Sheets
Deceased Voter Forms [aL =2 0SRé¢ ai(alL =2 0SRé¢ | Headphones

Regular &Provisional
Voter Emergency Tickets

Certified List of
Write-in Candidates

Provisional Receipts

Provisional Receipts

Inspector/Forms/Supplies

Inspector/Forms/Supplies
6/ 2y i QRO

Electrical Supply Kit

" fdS trAyGSH

Clear Official Returns
Pouch

2 Prong Connectors

2 Door Stops

Touch Writer, Ballot
Scanner, and Ballot Box
keys

MpQ 9EGSYa)

Election Complaint Form

All Security Seals

Power Strips

Poll worker feedback
forms

White ROV Document
Return Envelope

Telephone cards

ID Holders

Translated Ballots

FYI Poster

Observer Poster

Poll Place Arrow Sign

Poll Placd’recinct Sign

Clear Bags Ballots
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For this election, due to COVIR19, pens, secrecy sleeves, and sample ballots
are single-use for voters. The secrecy sleevese disposable andare located in
the COVID SupplyCaddy. The same secrecy sleeves will be used for both
regular and provisional voters. An emergency supply will also be in the Red
Bag. Pens will also be packed on their own rather than having a supply in ea
#1 AOEOS8 AACS

Signage& SupplieginsideBallot Box)
T Official Solano County Voter Guide
1 Official California Voter Information Guide
T Tableprivacy shields
T Voter Registration Cardsdholder
1 Signage:
1 Paperflags
1 Polling place arrow sign
1 Polling place precinct sign
1 Red polling signs
Signs Delived by the Drayage Company
T a+x20S | SNBane dighipacked In cardboard box)
T No Electioneering sign
T CSI GKSNJ aftagd(deSignateti MBations)
Equipment Delivered by the Drayage Company
T Votingbooths
T Greetertablg(s) plackTVtray)
I ADAsupplies(cones, parking signs, ramps, threshold mats) if modifications are needed

EquipmentCadg Containing
T Verity Ballot Scanner
T Verity Touch Writer
T Touch Writer Voting Booth Tabler{pacy panels focanner andlouchWriter inside
bag)
Printer
Ballotbox (for Verity Ballot Scanner)
Sealed box witlblank ballotpaper (for printer)
Yellow VBM Bag (insidgallot Box)
Blue eRostetickets bagor Ballot Clerks to share (insidallot Box)
Pink Provisional Ballots Bag for Provisional Clerks to share (BasideBox)

—)  —) —) —) —)  —)
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Clear acrylic organizer for Provisiotable (inside Ballot Box)

Sparerollsof paper for eRostefinside eRoster clerk clear bin)

Sparerolls of paper for Verity Scannand Touch Writer printer@nside Equipment
Clerk clear bag)

Clipon lights for voting booths

Clerk supply bins

—) —) —)  —)

Locationsdesignated as a PSPS (rolling power outage) emergencynsitg
have aprimary andbackup Ballot Scanner and Touch Writdelivered.
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Master Checklist
PreElection Day
Legend:

A = All Poll Workers
ANY = Any one Clerk
| = Inspector

PreElection Day Tasks

R= Roving Inspector EC = Equipment Clerk
G=Greeter ER = eRoster Clerk
BC = Ballot Clerk PC = Provisional Clerk

A READ THE POLL WORKER MANUAL 41
A Attend inperson class 41
A Create a voting plan 41
| Pick upelectionsuppliesat training clasbefore a1
Election Day @ 675 Texas Street, Fairfield
| Locate and charge Counigsued iPhone located in a1
the Inspector Binder
I Call other clerks at your polling location 41
R Pickup election suppliest training clasbefore a1
Election Day @ 675 Texas Street Fairfield
R Locate and charge Counigsued iPhone 41
R Call Inspectorg remind them to show up at 8.M.! 41
R Remind Inspectors t_o call ROV office for a1
replacement clerks if needed
R Prioritize your visits based on Inspector experieng 42
R Map out locations of assignments 42
I,R If you cannot reach a poll worker call (707) 73845 45
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Setting Up / Pr®©pening Checklist

Legend:

A = All Poll Workers
ANY = Any one Clerk
| = Inspector

R= Roving Inspector EC = Equipment Clerk
G= Greeter ER = eRoster Clerk
BC = Ballot Clerk PC = Provisional Clerk

Setting Up / Pr®pernng Checklist 6:00 AM. to 7:00 AM.

A | Arrive at 6:00A.M.with your poll worker manual. 45
Locate voting equipment and supplies in caddy (Ba
I Scanner, Touch Writer, printer, table), booths and 46
supplies
| Break seal, open Ré&#hg and Supply Boxaemove 46
all supplies
I Getbags and supplies from insidallot Box. 46
A Arrangeelection tables and voting equipmeper 47
guidelines
| Distribute all supplies tolerks to set up 48
tables/positions
I Direct Equipment Clerk to set up Ballot Scanner 49
PC Direct Provisional Clerk to set up Touch Writer boo 49
and Touch Writer with printer
EC | Set upBallot Scannerg removeBallot Box from caddy 70
EC Set upBallot Scannerg confirm seal on handle of 70
Ballot Scanner matches seal log
Set upBallot Scanneg PlaceBallot Scanneon top of
EC | Ballot Box; reach insid®allot Box and pull cord away 70
from you to lock the lid and Verity Scan into place
Set upBallot Scanneg Unlock andopen Ballot
EC 71
Scannelorange key)
EC Set upBallot Scanne¢ Remove power brick and cor 71
from storage compartment then close lid of scanne
Set upBallot Scanneg Plug power cord into power
EC | brick, then plug power connector into back of the 72
Verity Scanner, flat side up (do not plug into wall y
Set upBallot Scanneg Open Verity Scanner case an
EC . . 72
lock lid brace into place
Set upBallot Scanneg Unlock, unlatch and remove
EC 73
tablet (blue key)
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Set up Ballot ScannerSeat the tablet firmly in the

EC cradle, tilt back, and lock it in place. 3
Set up Ballot ScannerConfirm seal on®drive

EC | compartment doomatches seal lodoo not break, 73
leave sealed.
Set up Ballot ScannerPlug the power cord into AC

EC | power. A green light should illuminate on the powe 74
brick when AC power is present.

EC Set up Ballot ScannerPress the red powdsutton on 74
the back of the Verity Scan to power it on.
Set up Ballot ScannerReview the Power On sdkst

EC | report for any issues. Leave report on printer until ; 75
reports are printed.

EC Set up Ballot ScannerPrint the Zero Repownd 76
leave on printer until all reports are printed.

EC | Set up Ballot Scannerinstall privacy shields. 77
Set up Ballot ScannerVerify Auxiliary Bin is empty.

EC . 78
Leave open for first voter.

EC Set up Ballot ScannerVerifyRed Bin irBallot Box is 78
empty. Leave open for first voter.
Set up Ballot ScannerVerify clock is correct in

EC | bottom left-hand corner of the screen. Call 7084 79
3375 if it is wrong.

EC Set up Ballot ScannerPress Open the Polls and ent 79
code060722

EC | Set up Ballot ScannerThe Open Polls Report prints 79
Set up Ballot ScannerTear off, sign, and place ALL

A, EC . . 79
reports in white Document Return Envelope.
Set up Ballot ScannerAdvance the paper in the
A EC| . . . 80

printer by pressing the gray feed button twice.

PC Setup Touch Writer Selecta location with D¢ 126
radius around the front and two sides of device.

PC Setup Touch Writeg Remove bag witffouch Writer 124
Booth/Table from caddy and setup.

PC Setup Touch Writer Bootlq Place Touch Writer on 196
top of Touch Writebooth.

PC Set Up Touch Writer Reach undebooth and push 126

latch away from you to secure Touch writerliooth.
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PC

Set Up Touch Writer Orient Touch Writer so it is
easily accessible.

126

PC

Set Up Touch Writer Unlock and open Verity Touch
Writer case (orange key).

127

PC

Set Up Touch Writer Remove power brick and cord
from storage compartment (close lid of Touch Write

127

PC

Set Up Touch Writer Plug power cord into power
brick, then plug power connector into back of the
Verity Touch Writer, flat side up (do not plug into
wall yet).

128

PC

Set Up Touch Writer Open Verity Touch Writer cast
and lock lid brace into place.

128

PC

Set Up Touch Writer Unlock, unlatch and remove
tablet (blue key).

128

PC

Set Up Touch Writer Seat the tablet firmly in the
cradle, tilt back, and lock it in place.

129

PC

Set Up Touch Writer Confirm the seal number
matches what is printed on the security log.

129

PC

Set Up Touch Writer Plug the power cord into AC
power. A green light should illuminate on the powe
brick when AC power is present.

129

PC

Set Up Touch Writer Attach privacy shields onto
Touch Writer booth.

130

PC

Set Up Touch Writer Plug UPS directly into AC
Power (NOTE: for safety reasons,MloTremove UPS
from caddy or plug it into an extension cord).

130

PC

Set Up Touch Writer Connect printer power cable t(
outlet on back of UPS.

130

PC

Set Up Touch Writer Turn on UPS using the rocker
switch on the front left until you hear a clickthree
lights should be illuminated.

130

PC

Set Up Touch Writer Connect blue printer cable to
back of Touch Writer.

131

PC

Set Up Touch Writer Confirm seal number on
cardboard box with blank ballot stock inside fmllot
printer. Break seal and load paper into printer.

131

PC

Set Up Touch Writer Turn on printer and wait until it
states Ready to Print on devisereen.

131
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Set Up Touch Writer Press the red power button on the

PC back of the Verity Touch Writer to power it .on 132
Set Up Touch Writer Loosen Accessible Device froi

PC | cradle and insert the headset plug into the Accessil 132
Device.

PC Set Up Touch Writer Insert the bar code scanner 132
cord into the USB connection on thBriwe door.
Set Up Touch Writer Review the Power On sdkst

PC | report for any issues. Leave in place until Open P 133
report prints.

PC | Set Up Touch Writer Verify clock is correct time. 133

PC | Set Up Touch Writet Print Zero Report. 133

PC Set Up Touch Writer Choose Open the Polis 13
060722
Set Up Touch Writeg Tear off, sign, and place ALL

PC . . 134
reports in white Document Return Envelope.
Set Up Touch Writeg Give keys for Touch Writer to

PC . 134
Inspector until needed to clogle polls.

ER | Open eRoster supplyirband setup table. 94

ER Cut blue seal on casad confirm withInspector to 93
verify number on security log.
Open case to removetablet, stylus, printer, power

ER | plugs, and mobile hot spot (only one per location 93
located in the first eRostgr
Plug in power cord for tablet and printer into surge

ER . 93
protector provided.
Remove mobile hot spot devi@nd/or cradlepoint

ER | Plug in, turn on, and leave on tabllways have 94
mobile hot spot plugged in.

ER | Place green eRoster case under the table. 94

ER | Turn on printer and eRoster tablet. 95
The search screen appeay¥erify the polling place is

ER . . 95
listed below search precinct.
Verify the WiFi Connection is madgtablet should

ER have a green cloud icon. If not, call ¥884-3375. You 94
can still process voters if not connected to the mob
hot spot.

ER Verify the Checln count shows as zero on the main 95

screen.
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Test Print; Test Printer, verify a shodTEST TICKET

ER |. : 96
is printed.
ER | Tap on Voter Search. 100
Confirm yourSart Here signs are attached to electio
ER 99
tables.
ER | Place your supplies on tables. 99
Open the Ballot Clerk suppiyn and setup election
BC 119
table.
BC | Place your supplies on tables. 119
BC Get Blue eRostelicketBag from inspector and verify 119
it is empty.Leave open for first voter to inspect.
Open the Provisional Clerk suppiy and setup
PC . 123
election table.
PC | Place your supplies on tables. 123
PC Get PinkProvisionalBag frominspector and verify it ig 123
empty.Leave open for first voter to inspect.
A | Setup voting booths 49
I Complete polling place ADA moadifications, if requir 51
A | All workers sign Zero Reports. 52
I Administer Oath to all clerks. 52
A | Sign and witness Oath 164
Locate Greeter Table and place near entrance with
G . 65
binder.
G | Hang the polling place map near the table. 65
G Hang the Observer Guidelines poster on the way n 65
the entrance
Post FYI Poster near entrance & mark any languag 65
available for voters.
Assist rest of poll workers with setting up. 65
| Confirm seal numbers and sign Security ¢.&lection 59
Morning.
I Sign forms and bag labels. 52
ANY | Any one Clerk signs Bag labels. 56
A | ALL Clerks sidgreturn of Unused BalloBag label. 56
A | Sign Payroll Form. 165
I Inspectorsigns bottom half of Payroll Form. 165
ANY | Any one clerk signs bottom half B&yroll Form. 165
ANY | Any one clerk signs aswitness. 52
| Locate Signage Bag in cardboard box and distributj 49

signs.
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Post signs, FYI Board, maps, notices, ftagside and

. . 49
outside of polling place.
Setup curAbsvid,e voting sigangl coneg vyrite 51
LyalLlSOuz2Nna O2dzyue Aaad
Assign meal break 10
Ask clerks if they have questions about duties. 52
Put on name badges and any appropriate language 50
flags.
Use the Tenex App to report that yoare ready to
open. If the app is not working, call the ROV at 707 52

784-3375t0 report opening.
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Opening Polls Checklist

Legend:

A = All Poll Workers R= Roving Inspector EC = Equipment Clerk
ANY =Any one Clerk G= Greeter ER = eRoster Clerk

| = Inspector BC = Ballot Clerk PC = Provisional Clerk

Opening Checkligt7:00 AM. and FIRST VOTERS

| Publiclyannouncethe polls are open at 7:00.M. 59
sharp
| EC Have ' voter inspect the Ballot Scannerzerc_)_ 50 %0
’ ballots scanned, empty Ballot Box and Auxiliary B '
| BC Have % voter inspect Ballot ClelkEmpty Redag 50 123
' Empty eRoster Ticket Bag. '
| PC Have:\ f voter inspect Provisional ClegEmpty Pink 52, 140
Provisional Ballots Bag
I Give Ballot Clerk new seal for Reay 52
BC | SealRed Bag 123
BC | SeaBlue Bag 123
PC | Seal PinBag 140
I, EC | Send voter to eRoster to begwoting process 52
I Document seals on security log 52
Close, lock and seal all compartmeanfshe Ballot
EC 80
Box
EC, PC| Give keys to Inspector until needed to close polls 80, 140
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Processing VoteShecklist

Legend:

A = All Poll Workers
ANY = Any one Clerk

| = Inspector

R= Roving Inspector EC = Equipment Clerk
G= Greeter ER = eRoster Clerk
BC = Ballot Clerk PC = Provisional Clerk

Processing Voters Throughout the Day

Around 1 P.M. and 5 P.M.

G Processing Voters. 64-66

EC | Processing Voters. 82

ER | Processing Voters. 103116

BC Processing Voters. 124

PC | Processing Voters. 142-159
| Mid-Day VBM Balld®ickup (Yellow Bag) 53
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Closing Checklist8:00 PM. to End of Night

Legend:

A = All Poll Workers R= Roving Inspector EC = Equipment Clerk
ANY = Any on€lerk G= Greeter ER = eRoster Clerk

| = Inspector BC = Ballot Clerk PC = Provisional Clerk

Closing Checkligt8:00 PM. to End of Night

Publicly announce the polls are closad P.M. 54
sharp
Ensure all voters in line are processed and notified
they will get to voteHave a Poll Worker stand at the 54
end of the line to inform any incoming voters that tf
polls are closed.
A DO NOT CONTINUE UNTIL ALL VOTERS ARE 54

PROCESSED AND EXIT

BC PCI Place unuse_d ballots inside tRedBagsthat the 55
ballots camen.

PC, | | Place unused ballots insid¢earUnused Ballot Bag. 55
I, BC | Break seal on Red Bag. 125
BC, PC| Remove and sort contents. 125
Record the number of spoiled precinct ballots on b
BC, | . 125

labeled for this purpose.
BC, | | Place spoiled ballots inside Spoiled/Surrendered b 125
PC. | Recprd the number of spoiled provisional ballots of 160
’ Spoiled/Surrendered Bag.
PC. | Plaqe spoilegrovisional ballots inside 161
’ Spoiled/Surrendered Bag.
BC. | gg;esurrendered ballots inside Spoiled/Surrender 161
BC, PC| Place ballot stubs inside Spoiled/Surrendered Bag, 161
Ensure provisional ballots and signatures are
I, PC .. 160
recorded onProvisionallLog.
PC PlaceProvisionalLog in pink bag DO NOT UNSEAL 160
PINK BAG.
| Pack all ADA polling place modifications. 55
Takesignsdown from wallg place back in Signage
66
Box and place on Caddy
ReturnProvisionalGreeterBinder to Inspector. 66
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ReturnGreeter table to where supplies were in the

G . 66
morning.
G Assist all other workers with taking down signs, 66
posters, voting booths, etc.
EC Ballot Scanneg Verify AuxiliaryBin has no 8384
uncounted ballots.
EC Ballot Scanneg Process any ballots found in Auxilia 8384
Bin that are NOT in an envelope before continuing.
EC Ballot Scanneg Press blue poll worker button on 83.84
back of Ballot Scanner.
EC Bal_lot Scanne¢ choose Close Polls from menu 8384
options.
EC Ballot Scanneg¢ Choose Yes, Close the Polls. 83-84
Note: Once polls are closed, they cannot be
83-84
reopened.
Ballot Scanneg Enter the close pollsode060722
EC | and select Accept. The Close Polls report will prini 83-84
automatically.
A All poll workers sign the Close Polls report. 8384
Place Close Polieport in Official DocumerfReturn
I 83-84
Envelope.
EC Ballot Scanneg Press the Closing report button for | 8384
second copy.
A All pollworkers sign the printout. 8384
EC Ballot Scanneg Tap(_—:' the second copy near the 83.84
entrance of the polling place.
Ballot Boxg Remove the privacy shields from the
EC | Ballot Box and place inside the Touch Writaible 8384
bag.
EC Ballot Scanneg Press thered power button on the 85
back of the Ballot Scanner.
Ballot Scanne¢ When screen is dark, using blue ke|
unlock tablet from cradle and place back in storage
EC compartment. Make sure that the tablet is still flat 85.86
(may need to move the loekhaped seal) before
latching and locking into plackower latch to bid
tablet then with the blue key, lock tablet into place.
Ballot Scanneg Unplug Ballot Scanner. Remove pl
EC from power brick and from back of scanner. 86.87

Note that there is a locking sleeve that must be

pulled back from plug on back of scanner!
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Ballot Scanne¢ Remove blue cover from power cor

EC 87
storage compartment.

EC Ballot Scanneg Neatly place cords back inside g7
storage compartment and replace blue cover.
Ballot Scanneg Use wire cutters to cut the seal ovel

EC | the vDrive door. Place broken seal in thieite 88
Document Return Envelope.
Ballot Scanneg Using the violet key, open the vDriv

EC door and remove the vDrive. Place the vDrive in th 88-89
Official Return$’ouch. Replace cover on vDrive dog

EC BallotBoxg Using violet key, unlodgallot Box and 89
remove Red Ballot Bin with the ballots still inside.
Remove any White Change of Address Ballot

EC | Envelopes from théuxiliaryBin and place them in 89
the Red Ballot Bin.

EC Check the Ballot Box main compartméat loose 89
ballots, if foundg put them in the Red Ballot Bin
Once all voted regular and Change of Address ball
are in the Red Ballot Bin(sgal the bin(s)and record 55
the seal numbeg(s)on the security log.
Ballot Scanneg Loosen lid brace on scan cover, clg

EC 90
and lock case.
Ballot Scanneg Reaching under the scanner, inside

EC | the Ballot Box, grasp the cord and pull toward you t 90
unlock the scanner from thBallot Box.
Ballot Scanne¢ Remove the scanner from tHgallot

EC 91
Box.

EC | Ballot Box; Place theBallot Box inside the caddy. 91
Touch Writerg Press the Blue poll worker button on

PC the back of the Touch Writer. 160163

PC | Touch Writerg Select menu at the top of the screen|  160-163

PC | Touch Writerg SelectSuspendPolls. 160-163

PC | Touch Writerg Select YesSuspendhe Polls. 160-163
Touch Writerg Enter theSuspend Pollsode060722

PC and press Accept. TIguspendPolls report will print 160-163
automatically.

PC Touch Writerg Print Ballot Count and Summary 160-163

Reports.
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PC

Touch Writerg Place theSuspend 8lIs report in the
Document Return Envelope.

163165

PC

Touch Writerg Remove the privacy panels from
either side of the Touch Writer and place in the
Touch Writer Accessible booth bag.

163165

PC

Touch Writer Press the red power button on the
back of the Touch Writer.

163165

PC

Touch Writerg Using blue key, unlock tablet from
cradle and place back in storage compartment.
Lower latch to hold tablet then, with the blue key,
lock tablet into place.

163165

PC

Touch Writerg When screen is dark, unplug Touch
Writer. Remove plug from power brick, and from
back ofTouch Writer

Note that there is a locking sleeve that must be
pulled back from plug on back of Touch Writer!

163-165

PC

Touch Writerg Remove blue cover from power cord
storage compartment.

166-168

PC

Touch Writerg Neatly place cords back inside stora
compartment and replace blue cover.

166-168

PC

Touch Writerg Unplug the headphones and place
into the clear Touch Writesupply bag.

166-168

PC

Touch Writerg Unplug the bar code scanner and
place into the clear Touch Writer supply bag.

166-168

PC

Touch Writerg Unplug the laser printer from the bac
of the Touch Writer.

166-168

PC

Touch Writergc Make sure theAccessible Controller i
seated in its cradle.

166-168

PC

Touch Writerg Unlock hinge on scan cover, close a
lock case.

166-168

PC

Touch Writerg Reaching under the Touch Writer
table, pull the metal latch toward you to unlock the
Touch Writer from the booth.

166-168

PC

Touch Writergc Remove the Touch Writer from the
table and place back inside the caddy.

166-168

PC

Touch Writerc Disassemble the Touch Writer table
and place back into the Touch Writer bag. Place b
into caddy.

166-168
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Touch Writerg Turn off the laser printer by holding

Pe down the button in the front. 169

PC | Touch Writerg Unplug the printer fromback of UPS

PC Touch Writerg If printer is on small table, place
printer with cables still attached back into caddy
Touch Writerg If printer stayed on caddy, nég

PC . . . 169
place cords behind printer faransportation.
Put eRoster in sleep mode by lightly pressing on/of

ER 119
button.
Repack eRoster tablet, #ij accessories, and power

ER . 119
cords back into case.

ER | Seal all eRoster cases with blue seal. 119

ER | Document blue sealumber on seal log sheet 119

ER | Give all eRoster cases to Inspector. 119
Repack all other supplies into eRoster suppyamnd

ER . 119
return it to Inspector.

BC Repack all other supplies into Ballot Clerk suppty b 119
and return it to Inspector.

BC | Give sealed Blue Bag to Inspector. 126
Enter the total of signatures on the pink Provisiona

PC 160
Log at the top.

PC Place the pinlProvisionalLog in pinkProvisionalBag. 160

PC RepackProvisionalderk supply n and return to 160

Inspector.
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Closing ChecklistForms to Complete

Legend:

A = All Poll Workers
ANY = Any on€lerk
| = Inspector

Forms to Complete

Ballot Statement

R= Roving Inspector EC = Equipment Clerk
G= Greeter ER = eRoster Clerk
BC = Ballot Clerk PC = Provisional Clerk

Line 1¢ Enternumber ofvoters fromthe eRoster

L ER (no report is needed). °6
Line 2¢ Enter total voters on baelap paper roster if
I, ER 56

used.

| Line 3¢ Add Lines 1 and 2 together. 56

| Line 4¢ Ballot Count numbefrom Ballot Scanner 56

| Line 5¢ Total number of uncounted ballots, if any 56

| Line 6¢ Number of white change of address 56
envelopes

| Line 7¢ Add lines 4, 5, & 6 Together 57

Certificate of Performance

| Check the appropriate box on ti@rtificate of 57
Performance
All poll workers must sign th@ertificate of

A 57
Performance

Miscellaneous Forms

A Payroll Forng signed by all workers 57-58

A Oathc¢ signed by all workers 57-58
Closing PollReportsfrom Ballot Scannell

A , ) 57-58
copies)c signed by all workers

| Security Log signed bylnspector 57-58

| Bag Labelg signed by Inspector 54-55, 57
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End of Night Return Checklist

Legend:

A = All Poll Workers R= Roving Inspector EC = Equipment Clerk
ANY = Any one Clerk G=CGreeter ER = eRoster Clerk

| = Inspector BC = Ballot Clerk PC = Provisional Clerk

End of Night Returns LisComplete by 9:00.M.

Gather all forms and place in White ROV Documg

Team arrives.

I 57
envelope
I Locate all items with bright green RETURN label 57
Seal Red Ballot Bin with all voted and Change of
|, EC o 59
Address Envelopes inside
Blue eRoster Tickets Bag remains sealed with tic
I,BC |. . 58
inside
Pink Provisional Bag remaissaled with ballots anc
I, PC . .. 59
Provisional Log inside
I, ER | eRostercases sealed with components inside 59
| Yellow Voteby-Mail Bag remains sealed with 59
dropped off VBM ballots inside
I Pack led Bag(s) 60-61
EnsureOfficial Returns Pouch has the following
items:
I, EC * Keys for Ballot Scanner, Touch Writer and Bal 62
Box
* vDrive(s) from Ballot Scanner
Do not remove the vDrive from the Touch Writer
Seal the Official Returns Pouch and record seal
I . 62
number on the Security Log
Make sure all seal numbers are recorded on the
I Security Log and place it in the White Document 61
Return Envelope
| Place the White Document Return Envelope into 61
the side pocket of the Red Bag
| Be sure iPhone is on and left out ur@illection 62
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Repack supplyibswith all remaining itemsnd put

A . . 60
inside equipmentaddy.
Inspector and angne (1) clerk gather all green RETUR
I, ANY | items and wait until ROV Collection Team comes to p 62
up these supplies.
If the QollectionTeam has not arrived by RM., call
I your Roving Inspector and the Registrar of Voters Off 62
at 707784-3435 or707-784-3125.
| When the Collection Team arrisi@lacethe county- 62
issuedcell phoneinside the Clear Official Returns Poug
| Direct the Collection Team to the items with the green 62
RETURN label.
Hand Clear Returns Pouch directly to tlbllection
Team. Do not pack it into any other bag. 62
' Inside should be:
* Keys for Ballot Scanner, Touch Writer and Ballot B
* vDrive(s) from Ballot Scanner
*County-issued cell phone
| Leave polling place aftébllection Team has arrived anc 62

picked up all items with the GREEN return label.
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Before Election Day Tasks
For all Poll Workers

ReadManual and complete required training

Complete your mandatory tperson trainingg if you have not scheduled this, please
email us aPollWorker@SolanoCounty.coon call the Registrar of Voters office @7-
7846675 and ask to speak to the Poll Worker team to do so.

Every activevoter will receive their Votéy Mailballot in the mail. If you do not receive
your ballot in the mail, choose one of the following options to vote your ballot this
election:

1) Pick up a ballot in person from the Registrar of Voters, 675 Texas Street, Suite 2600
in Fairfield any time between 8ra. and 5 pm., Monday through Friday.

2) Call the Registrar of Voters office to request a replacement ballot be mailed to you.

3) If you are working at your voting polling place, please vote on your break when it is
not busy.

If you were unable to vote prior to Election Day and are assigned to work at a polling

place that is not your assigned voting location, you will have to vaieigionally.

For Inspectors Only

Pick up your election supplies$ your training class.

Locate your Countissued cell phone in thiaspectorBinder and charge it before
Election Day.

Call andntroduce yourself to your clerks and remind them to arrive at 6:00 a.m. on
Election Dayand to bring their poll worker manuals).

If you have not made contact with a clerk prior to Election Day, calirdd6675or
emailpollworker@solanocounty.coras soon as possible.

If you are able to access and set up the polling place prior to Electid
morning, DO NOT leave eRoster tablets, bagkpaper roster, street
indices or ballots at the polling place oveight.

For Roving Inspecto@nly

Pick up your election suppli@s$ your training class.

Locate your Countissued cell phone in thgour Binder, turn it on and charge it before
Election Day.

Call and introduce yourself to your Inspectors. Remind them to arrive at 6:00 a.m.
Election Day.

Remind Inspectors to call the ROV office if any workembagsrrived by 6:15 a.m. on
Election Day
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—)  —) —)

Prioritize your first visits based on the support needed. Visit your newer Inspectors first.
Map out the locations of your assigned precincts.

If you have notontactedan Inspector prior to Election Day, call 7084-3045 as soon

as possible.
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ElectionDay¢ Roving Inspector

Roving Inspectorgrovide onsite support to a group of assigned polling places. wooki

closely with Inspectors and other poll workers. Your goal is to help facilitate a safe, easy, and
positive voting experience for the voters. Visit your locations several times during the day.
When you enter a polling place for the first time:

Introduce yourself to the Inspector and then to all poll workers.

Explain that you are part of their team andwwill be checking in with them
throughout Election Day.

Let the workers know you may need to provide feedback or suggestions at times to
ensure voter rights are protected and election laws fmiéowed.

Most importantly, state that you are available help wherever needed

Make sure required forms are signed and completed

Make sure polling place is setup for social distancing@@¥1yuidelines that are
posted.

Check to make sure thdRester WiFi is working throughout the day.

~

~

—)  m—)  —)

Roving Inspectorh@cklist
Each Roving Inspector is provided with a polling place checklist to asguate to outline the
focus areas while at the location.

Generally, you will confirm that:
1. The polling place set up:

ook

—_—) ) m—) ) =)

follows theCOVIBspecific layout

enables voters to be processed efficiently

prohibits lines from backing up

complies with ADA requirements

complies with specific alternative language requirements
required signage/posters aregilayed, visible, and accessible

Social distancing and other safety measiaee being implemented and followed.
The signage enables voters to locate the polling place or voting area easily.
The Curbsid&oting cone is visible and contains the correcbpl number on it.
The Ballot Scanner, Touch Writer and eRoster are operating on AC power.
The eRoster Wi is turned on and functioning correctlghleck foragreen cloud on

eRosters)

~

Equipment issues are identified and addressed quickly.
Confirmthat a supply of each precinct ballot/color/ballot type are out on the Ballot
Clerk and Provisional Clerk table, and that the correct ballot is being issued to the voter.
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Observe the voting process to identify areas to improve in poll worker training.
Asalways, communicate immediate concerns to the Registrar of Voters at 383045.

Between 6:00 P.M. and 8:00 P.M., visit each of your polling places and:

i

—_—)  —)

Review the closing procedures with thespector;

Confirm that all required documentation is sighand completed;

Remind Inspectors to be prepared for the Collection Team;

Remind everyone to only return the items with a bright green RETURN label;
Remind everyone to pack all items back into the caddies for return to our office;
Remindinspectors to remove the vDrive from all ballot scanners (even if not used)
and place it in the Official Returns Pouch.

Remind Inspectors that this pouch will be handed directly to the Collection Team when they
arrive with the vDrive(s) from the Ball8canner(sandkeys




Inspector
Set Upof Poll Place

All poll workeramustarrive at 6:00 AV..
If any of your clerks do not show up by 6:18A call the Registrar of Voters office at
(707)784-3045.

What to Do if You Cannot Access the Polling Place

—)  —) —)

—)  m—)  —)  —)  —)  —)

Call your polling place election morning contémintact information can be found in
your Inspector Binder).
Call the Registrar of Voters at 76i84-3045 and yourRoving Inspector
At 6:45A.M., begin to set up outside the entrance to the polling place.
Break the seal on the Primary Red bag and remove the contentsedRéheRed Bag
and use it as théeemporary ballot box
Give the backup paper roster to one eRoster Clerk.
Hand out pads of all of the col@odedprecinct ballots to theBallot Clerks).
Give a stack gfrovisional ballots to the Provisional Clerks (precinct specific).
Additional suppks you may need are in the Emergency Kit
At 7.00AM.RSOf  NB da¢KS 2tfta NB y2g 2Ly
The eRoster Clerk looks up the voter in the paper roster:
o If the voter is listed in the paper roster at the correct addrasd has theirVote
by Mail ballot to surrenler, the voter signs the paper roster and is given a ballot
in a secrecy sleeve with a pen by the Ballot Clerk. Once the ballot is marked, the
voter places it in théed Bag.
o If the voter is not listed in the paper roster, their address is not currenthey
do not have their Vote by Mdiallot to surrender, the voter does not sign the
paper roster.

A Instead, the voter is given a provisional envelope and is sent to the
Provigonal Clerk.

A The voter will sign the Provisional sigmsheet and complete the
provisional envelope before being given a provisional ballot in a secrecy
sleeve.

A Once the ballot is marked, the voter seals the ballot in the pink envelope
and returns the avelope to the Provisional Clerk, who places it in the red
bag.

Once you are able to get inside your polling place, call the Registrar of Voters-at 707
784-3045 for instructions on what to do with any voted ballots that are infkd Bag.
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Set Upof Equipment
I Locate Ballot Scanner(s),
Touch Writer, Ballot Box,
Red Bags, eRoster, and |
other delivered supplies. §
Some supplies are
located inside the Ballot
Box inside the caddy.

I Break seals oRedBags
to remove the ontents.

Solano County
Elections

I Place broken seals in tivghite Document Return Envelope
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Arrange tables and voting equipment using posted guidelines and according to the
COVIBspecific layout.
o Keep the flow of traffic streamlined to allow voters easy movement and
eliminate the need for voters to cross in front of each othéalsoallows for

social distancinguidelineso be maintained.

o Allow 5feet of clearance for your Touch Writer and ADA booth.

o Place the Yellow Votky-Mail BallotBag near entrance for eagccess.

0 Make sure signs are posted as closely to the layout as possible.

SIGN: PHYSICAL
DISTANCING
REQUIRED. {INSIDE)

SIGN: USE HAND
SANITIZER
(INSIDE)

SIGN: PHYSICAL
DISTANCING
REQUIRED. {INSIDE)

s
PENS AND SECRECY
SLEEVES. (INSIDE)

SIGN: CURBSIDE
VOTING AVAILABLE
(OUTSIDE)

SIGN: PHYSICAL
DISTANCING
REQUIRED.
(OUTSIDE)

&7

MANDATORY
FACE COVERINGS

/| REQUIRED

(OUTSIDE)

SIGN: MAXIMUM
OCCUPANCY OF
POLL PLACE DUE
TO COVID-19
(OUTSIDE)

SIGN: USE HAND
SANITIZER (OUTSIDE)

0 eRoster Clerksheck in voters and direct them to either the Ballot or Provisional

Clerk.

o Ballot Clerks have ballots for all precinassigned to that polling locaticend

will verify on the Voter Ticket which ballot to issue to each voter.

o Provisional Clerks are set up next to the Touch Writer, which can produce
precinctspecific ballots (including provisional ballots) and be used as a
Accessible Voting Device

o Each Clerk is at theawn table, which are set up according to the provided
layout and should be spaceféet apart.

Sneeze guards should be placed at the front of esable. How to Set Up Snheeze Guard




o gk wbhPRE

Unbox sneezguard

Unfold shield assemhbly

Peel protective film from shield assembly and feet

Slide on the two (2) shield feet

Set sneeze guard on table near where voter would approach
Repeat for all eRoster, Ballot, and Provisional Clerk tables

[48]



Giveclerks their individually packed supplinbto set up the election tablemanage
the setup process

Give the eRoster Clerks the following additional supplies:

(0]

o O O O

(0]

Wire cuttersto remove the seal on the tablet case (give to Equipment Clerk
when done)wire cuttes located in Stationary Kit in Red Bagn&ide Inspector
Binder and attached to top of Red Bag A.

eRoster Tablets

Voter Registration Forms

Provisional Envelopes (pink)

CVR Envelopes (lilac)

Change of Address Envelopes (white)

Give the Ballot Clerks tHellowing additional supplies:

(0]
(0]
(0]
(0]

Precinct Ballots for their assigned precingteated in the Red Bags)
Secrecy Sleeves

Blue Voter Tickets Bag to share

New seal for Red Bdgr spoiled and surrendered ballots and envelopes

Give the Provisional Clerk the following additional supplies:

(0]

O O 0O 0O O 0O o o

(0]
(0]

Provisional Envelopes (pink)

CVR Envelopes (lilac)

Change of Address Envelopes (whity R G Kl G &l & a] A @S
PinkProvisional Resipts

Voter Registration Forms

Table Privacy Shields

Clear acrylic desk organizer for each provisional table

Pink Provisional Ballots Bag to share

Touch Writer (orange and blue) keys on purple lanyardy one set, must be
shared with Equipment Clerk)

Wire cuttersto remove seal on the handles of the Touch Writer
ProvisionalGreeter Bnder

Give the Equipment Clerk the following supplies:

(0]

Ballot Scanner and Ballot Box Keys (orange, blue and violet keys) on purple
lanyard(only one set, must be sharadth Provisional Clerk)

L +*20SR¢ adAO| SNa

Wire cuttersto remove seal on the handles of tiBallot Scanner (give to
Provisional Clerk when done)

Give the Greeter the following supplies:

(0]
(0]

Binder
TV Tray
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Bucketq1 blue, 1 white)
Wipes
Clipboards
Pens
Gt20SRé {GAO] SN&
o Voter Processing Forms
Direct Equipment Clerk to set up Ballot Scanner. If there is no Equipment Clerk, the
Inspector is responsible.
Direct Provisional Clerk to set up Touch Writer. If there is no Provisional Clerk, the
Inspector is respasible.

O O O O O

It requires two (2) poll workers to set up the Touch Writer and table.

Confirm the Touch Writer headset has a clean set of protective covers
Oversee the setting up of voting booths
0 Setting Up Suitcase Style (Blue) Voting Booths
A Remove legs from booth.
A Addthe blackextendersto the ADA
booth.
A Insert legs in booth, twist to lock.
A Lock privacy sleeves in place.
A Attach the clipon lights to each booth.
Locate thenspector/Forms/Signae Binon the caddy
I The SignagBoxcontainssome of thepaper
signs, maps and notices to past Election Day
Some signs and notices may be inside the Black Ballot Box.
The Touch Writesupply kag contains the 10€oot string to measure the no
electioneering boundary.
Oversee placement of signs, maps, & notices for inside and outside the polling place:
I Items posted inside polling place:
A Paper flag; post on wall behind election table if there is not a flag
already in the room.
FYl Postefold-outglLJl2 4G 2y gl tff ySIFNI DNBSGSNRa
Observer guidelines posterpost on wall near entrance.
Sample and Translated Ballot Posteost on wall near Voting Booths.
PolingPlace MaglLJ)2 4G 2y gl €t ySIFNJI DNSSGSNDa
COVIDsecific Signs including:

— —(

> > Dy > D
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Maximum Capacity
Physical Distancing
Use Hand Sanitizer
Discard Pens and Secrecy Sleeves

I Items posted outside:
A a+20S | SNiBmecal&é digh near street so it is visible to

A

A

A

voters.

No Electioneering Signuse the 106foot pre-cut string to mark off the
proper distance from the entrance and place the sign.
Disabled AccesSgn ¢ posted at the accessible entrance to the polling

place.

Place sufficient directional arrows to direct voters to the polling place
entrance.

I Items posted outside the entrance of the polling place:
A Polling Place Sign (wripmll nameon it).

Polling Place Sign with arrow.

Voter Bill of Rights Poste¢gpost on wall
Maximum Capacity Sign

Hand Sanitizer Sign

Poll Place Layout Sign

A

> > v P> D
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Write your county issued cell phone number on curbsic
voting sign and place the sign on the curb closest to th
polling place entrance.

| Please make sure the parking spaces for C U R B S , D E
this are easily accessible for poll workers V O T l N G
but also do not infringe on ADA parking -
spaces.

Set up popup tent, chairs, and (A 7
clipboards/sanitary buckets for curbside
voting

—_—

I Complete any additionadolling place ADA
modifications, ifindicated.

By law, all polling places must be
accessible for elderly voters and
voters with disabilities. To comply
with the law, polling place modifications may be necessary. Examples of
modifications include:
1 Using a door stop to prop doors open
91 Usingthreshold mats to cover hazards
1 Using cones and/or signs to identify accessible paths of travel or
to create additional ADA parking spaces and access aisles.
1 If your site requires special modifications, in addition to curbside
voting service, you willeceive instructions.
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I Sign the Security Log to confirm the seal numbertheriTouch Writer, Ballot Scanner(s),
eRoster cases, and RBdg(s) match the numbers py@inted inthe ELECTION MORNING
section of the Security Log.

}'éﬁ SOLANQO | GENERAL ELECTION, NOVEMBER 8, 2016 - SECURITY LOG
"o COUNTY | 15560 THE GATEWAY

ELECTION MORNING: Inspector to confirm that these seals were on the equipment/bags listed below.

Seal Number |Inspector signature to confirm all
822035
822415
0250195
0250154
575808

|Equipment,-'Bag
Red Bag Ral3560
Red Bag RE 1557
eRoster

eRoster
Ballot Scanner 1004916

—_

Locate thewhite Document Return Envelope

The Ballot/Document Return Baigre located in the Inspector/Forms/Supplies clear bin on
the Equipment Caddy.

I Locate the Insepctor Binder

I Inspector and all clerks:

I Print and sign name on the Payroll form

I Verify Mailing Address on Assignment Letter in Inspector Binder/Backup Paper Roster

I Sign the Zero Report printed on the Ballot Scanner

I Give out name badges and designated language ribbons (if applicable).

I Work out a break/lunch schedule with your team.

I A your clerks if they have questions about their duties.

I Have workers raise right hand and repeat oath:

GL R2 KSNBoeée az2fSyyte RSOtINB GKIFIG L gAfft adzd
Constitution of the State of California, and that | with the best of my ability, faithfully
discharge the duties of the office shown after my signature for the precinct board and for
GKS StSOGA2Yy RSaA3aYylIGSR 2y GKS O02@0SNWE
Sign for issuing and witnessing oath. (Located inside Backup Paper Roster Binder)

Are you ready to open?

A Yesc Use the TEDesk app to set your polling place status to open. Select option 2 then
enter your polling place ID found on your assignment letter you received in thelfnail.
unable to use the app, call 7¥/B4-3375.

A Noc¢ There is a Ballot Scanner or Touch Writer problem. Calr'888375. Option 1.

No ¢ There is an eRoster problem. Call 7484-3361.
A No¢ There are staffing or procedural problems. Call-784-3045

—_

—( —(

\>\
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Opening the Polls

~

— —(

At700 AM.I yy 2dzy OSS G¢KS Ll2ffta NB y2g 2Ly
Take the first voter tahe Ballot Scanner and ask the voter to confirm that:

0 The scanner screen display stemero

o0 TheBallot Box andAuxiliaryBin are empty
Takethe first voter tothe Ballot Clerk and Provisional Clerk tadtle confirm that

o0 The Redag, Blue eRoster TickeBag, and Pink ProvisionBhg are empty
Givea seal tothe Ballot Clerk for the red bag and ensure a BallotkCad Provisional
Clerk place a seal on tied, Blue, andPink Bags.
Send voter to eRoster Clerks to begin voting process.
Write the new seal numbers for tHlue, Pink, andRed Bagsin the ELECTION DAY
section of the Security Log and sign.

ELECTION DAY: Inspector to record seals used on the bags listed below.

kquipmentfnag Seal Number |Inspector signature to confirm all
Blue Bag

Pink Bag

Red Bag
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Mid-DayVBM Pickup
I During the day, deputized transport drivers will pick up ygelfow Bag containing
dropped off Vote by Mail ballots.
| When the transport driver arrives at your polling place, he or she will:
o Take theYellow Bag containing all dropped off ballots
o Leave an empty sealed Yellow Bag to replace it
|  The Inspector MUST loudly announce to the polling placed¢hiébllectionTeam from
the Registrar of Voters office is here to pick up voted Vote by Mail bafdtssturn
GKSY (2 G0KS wSIAAUNINI 2F +20SNBR 2FFAOSd¢
¢CKS LYyalLlSOiu2NI NBY20Sa (UKS a/ KFEAYy 2F [/ dzad2R
the outside of the Yellow Bag.
| Both the Inspector and the transport driver must complete and ghigmmiddle section
(@ C2 NJ ¢ NI y a L tRhdiChdinafSCustoyytlogy énlthe bag being picked up.

—_—

/

I Place the new sealed Yellow Bag at the entrance to continue collecting dropped off VBM
ballots.
I When transport drivers return, repeat the process.

[55]


















































































































































































































































































































































































































