
DISTRIBUTION CENTER

PROCEDURES



Safety First

*** All Distribution Center personnel MUST
wear reflective vests and name badges.

Any persons 

performing tasks

requiring physical 

exertion and

movement of  

materials must

wear back support 

and gloves.



Prior to 9:00 a.m.

• Truck Driver will arrive at 
the Distribution Center 
with all of your materials 
no later than 8:00 a.m.

• Instruct the driver to park 
the truck in the area you 
have designated

• All available personnel 
unload all supplies 
including Precinct 
Inspector’s supplies if 
weather permits



Prior to 9:00 a.m.

Test the phone as soon as you receive it (call 408-282-3063)

Administer Oath to all Distribution 

Center Personnel

Set-up the Distribution 

Center with signs, cones 

and American flag

� ALL Distribution Center personnel 

LEGIBLY and COMPLETELY 
fill out the payroll sheet.



Prior to 9:00 a.m.

Assign tasks to all Distribution Center personnel

Instruct staff that the center will be open until 1 p.m. 

(Inspector letters state 12:00, which allows ROV staff 

time to make follow up phone calls)

Ensure that all Distribution Center Personnel follow 

safety procedures

At 9:00 a.m. call your assigned ROV Contact to 

confirm that the Distribution Center is Open.



After 9 a.m.

Monitor ALL areas of operation at the Distribution 
Center.

Ensure that you call your assigned ROV Contact to 
report which precincts have picked up their 
supplies as often as possible.



Precinct Inspectors 

Pick-up Process

� The Precinct Inspector or representative, with the letter of 

appointment 

� Each Precinct Supply will have a precinct number 

� Confirm that the precinct number on the Election Officer’s 

appointment letter is the same as the number on the 

Precinct Supply and on the receipt for precinct supplies. 



4 digit 

Precinct 

Number



Precinct Inspectors 

Pick-up Process

� Have each Precinct Inspector sign the PRECINCT 

SUPPLIES RECEIPT 

If the person does not have an appointment letter call 

your assigned ROV Contact.  

DO NOT release supplies without authorization. 

Give clear instructions to all Inspectors that their supplies 

must be returned on election night as outlined in the  

“Precinct Supplies to be Returned” sheet located at the 

back of the Precinct Binder in the supplies.



Precinct Inspectors 

Pick-up Process

� Place the following  supplies, in a safe manner, into the 
Precinct Inspectors Vehicle:

– Rolling Precinct Supply Case (Black)

– Sealed Optical Scan Ballot Boxes

– Ballot Bag (BRIGHT ORANGE)

– Vote by Mail Bag (Blue)

– Miscellaneous Polling Place Signs (if any)





Open Until 1:00 p.m.

Precinct Inspectors Pick-up Process

At approximately 11:30 a.m., call your 
assigned ROV Contact and report which 
precincts have NOT picked up their 
supplies. 

Precinct Operations will begin calling the 
Inspectors and will notify you about any 
changes to the pick up status. 

You may have to wait until 1:00 p.m. for 
Inspectors.



Release of Center Personnel

• Authorization to release Center personnel and to 
close the Distribution Center will be at the 
discretion of the designated members of the 
Registrar of Voters Management Team: Matt 
Moreles (Assistant Registrar of Voters) or Karin 
Accorinti.

• Note: At this time, your ROV contact may ask to 
report the precincts that have not picked up their 
supplies again.

Note:  Distribution Center will remain open until given 
authorization to close.  Do not just leave!



After the Distribution Center Closes

• Use the provided trash bags to 
clean-up the Center. Do not put 
garbage in with precinct supplies 
and equipment.

• Ensure that the Distribution 
Center Binder and Cell phone is 
placed back in the Supply Box.

• Re-pack the truck with ALL 
Distribution Center supplies and 
equipment.



Any QUESTIONS???



Thank You for

Your Support


