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Registrar of Voters - County of Santa Clara

General Election

Precinct Ballot Courier Training

November 8, 2016
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This is a 30 – 45 Minutes class
• Presentation
• Hand-out documents
• Active participation by Trainees

Courier Team Binder
• Contact information for your precincts;

 Precinct Inspector names and cell phone numbers
 Field Inspector name and cell phone number
 ROV Call-in number to report in Precinct picked up

• Assigned Precinct Map of your two polling locations
• Supply Check Lists for your two precincts
• Payroll and Driver’s Responsibility Form
• Courier Team Procedures
• A copy of this PowerPoint Presentation
• ROV delivery information and Facility Flow Plan
• Name Badges

Welcome Courier Teams
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Election Officer General Rules

1. Honor the Oath of Allegiance and Equal Employment 
Opportunity Policy statements stated on the Payroll 
and Oath form. 

2. Respect one another at all times.

3. All representatives must wear NAME BADGES.

4. Dress appropriately for a cold or warm polling place.

5. Call (408) 282-3063 if you need assistance.



Courier Teams - Introduction

• Election night Courier Team Program is active for
all cities and selected areas of San Jose for the
November 8, 2016, General Election.

• This process saves time by delivering voted ballots 
directly to ROV and eliminate the process of bringing 
the supplies to a collection center.  

• The closing process at the polling location will be the 
same, just how the supplies will be returned.

• Courier Team – Teams of two volunteers to pick up 
materials from two polling places and deliver to ROV 
Office.
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Items to be returned to ROV!
1. Ballot Bag (Bright Orange bag containing voted ballots and Results 

Cartridge Bag )

2. Blue Vote by Mail Bag (up to 2)

3. Red Precinct Inspector’s bag

4. Printer Bag (Blue)

5. Precinct Cell phone

6. Precinct Supply Case (Black)

7. All Optical Scan Ballot Delivery Boxes (White)



Results Cartridge Bag
Verify that there is a at least ONE (1) cartridge in the

Results Cartridge Bag
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Closing the Poll process

At 8 PM announce aloud:

“It is 8 o’clock, the Polls are closed”

1. A clerk must stand behind the last voter to ensure no 
voters try to vote after 8 PM.

2. By law, voters in line by 8 PM can vote.

3. Start closing procedures after the last voter leaves the 
polling place.

4. Follow the closing instructions and checklists in the EO 
Manual (copy in Precinct Procedures Binder).
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Sample of “Closing checklists and forms” 
in the Election Officer’s Manual



Courier Team – process 

---------------------- Prior to Election Day ---------------------

• Get familiar with your assigned Poll locations
Review the map locations for the most efficient travel path

• Review the check list items that are required to be 
brought back
 If any items are forgotten at a polling place, you may be asked to 

return to the poll location to retrieve it.

• Review the direction back to Registrar of Voters’ 
Office.
 Familiarizing the direction back to ROV Office will aid in speedy 

process of receiving ballots.



Courier Team – process 



Courier Team – process 

---------------------- Election Day ---------------------
You will be contacted by Election Material Processing Division 

prior to Election Day to confirm your participation.

On Election Day by 7:00 pm, contact assigned polling places to 
identify yourself and notify of election night activity to the poll 
Inspector. Determine which location to go first and provide 
your cell contact number.

Ask “Are you comfortable with the Closing Process?”. If NO, 
have them contact the ROV office at 1-408-299-7655. This will 
also help with determining which location to go first.

Plan on arriving at your first polling place between 8:00 pm to 
8:30 pm.



Courier Team – process 

---------------------- Election night ---------------------
• Arrives at Poll Location #1 between 8:00 pm – 8:30 pm.

• You can or may help with closing process at the poll. This is not a requirement. 
Such as organizing and loading material to be brought back to ROV.

• Use the “Courier Team Check-off receipt” to verify all materials are packed into 
vehicle prior to leaving polling place.

• Makes notation of where all election material and DRE is stored on the check-
off receipt.

• Makes additional notation on the check-off receipt of how to get access back 
into the polling place in case of search and rescue operation.

• Provides Precinct Inspector a copy of the “Courier Team Check-off Receipt”.

• Prior to leaving the polling place, CALL the ROV at 1-408-299-8683 to report in 
your precinct. (see Call In Instruction on the next page)



Courier Team – process 

---------------------- Prior to leaving Polling Place #1 ---------------------

CALL IN INSTRUCTION: 
(please wait to hear all instructions before pressing any answer key.

Call 1-408-299-8683 (aka 299-VOTE)
When Greeting plays, dial 8800
Enter the 4 digit Precinct number
Answer “Yes” (1) or “No” (2) to Question regarding Ballot Bag
Answer “Yes” (1) or “No” (2) to Question regarding Results Cartridge
Answer “Yes” (1) or “No” (2) to Question regarding 3 printers in Printer Bag

Note: If you answer “No” to any of the three questions, please 
proceed back to the polling place to retrieve the missing item(s) 
and start the Call In Instruction process again



Courier Team – process 

---------------------- Election night ---------------------
• Arrives at poll #2.

• You can or may help with closing process at the poll. This is not a requirement. 
Such as organizing and loading material to be brought back to ROV.

• Use the “Courier Team Check-off receipt” to verify all materials are packed into 
vehicle prior to leaving polling place.

• Makes notation of where all election material and DRE is stored on the check-
off receipt.

• Makes additional notation on the check-off receipt of how to get access back 
into the polling place in case of search and rescue operation.

• Provides Precinct Inspector a copy of the “Courier Team Check-off Receipt”.

• Prior to leaving the polling place, CALL the ROV at 1-408-299-8683 to report in 
your precinct. (see Call In Instruction on the next page)



Courier Team – process 

---------------------- Prior to leaving Polling Place #2 ---------------------

CALL IN INSTRUCTION: 
(please wait to hear all instructions before pressing any answer key.

Call 1-408-299-8683 (aka 299-VOTE)
When Greeting plays, dial 8800
Enter the 4 digit Precinct number
Answer “Yes” (1) or “No” (2) to Question regarding Ballot Bag
Answer “Yes” (1) or “No” (2) to Question regarding Results Cartridge
Answer “Yes” (1) or “No” (2) to Question regarding 3 printers in Printer Bag

Note: If you answer “No” to any of the three questions, please 
proceed back to the polling place to retrieve the missing item(s) 
and start the Call In Instruction process again



Courier Team – At ROV Office 

• Follow traffic controller’s directions.

• There may be a line of cars. Please be patient with your fellow 
volunteers and students who are unloading the vehicles.

• ROV will have specified aisle checking in Courier Teams.

• Courier Team will provide the two receipts indicating which 
precinct supplies are being returned. 

• ROV unloading team will unload all materials and verify all 
materials being returned.

NOTE: The Courier Team MAY BE asked to return to their polling place 
for materials forgotten or left behind. (ROV Command Center will 
make appropriate decision of priority level to retrieve materials)
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Don’t forget to pick up your Election Officer
Manual on the way out

Next scheduled election:
June 2010, Gubernatorial Primary Election
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Don’t forget to pick up your Election Officer
Manual on the way out

Next scheduled election:
June 2010, Gubernatorial Primary Election
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REMEMBER !
1. Ballot Bag (Bright Orange bag containing voted ballots and Results 

Cartridge Bag )

2. Blue Vote by Mail Bag (up to 2)

3. Red Precinct Inspector’s bag

4. Printer Bag (Blue)

5. Precinct Cell phone

6. Precinct Supply Case (Black)

7. All Optical Scan Ballot Delivery Boxes (White)



Thank You for
Your Support


