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Welcome Election Officers!

On behalf  of  the Office of  the Registrar of  Voters, I would like to thank you for volunteering to serve 
the voters of  Santa Clara County, as an Election Officer.  The successful administration of  an election 
depends on people, like you, who graciously volunteer their time to guarantee the continuation of  free 
and fair elections.  Many Election Officers return year after year because they share the fundamental 
belief  that all voters should have an equal opportunity to cast their ballots, and they take pride in being 
able to facilitate democracy.  Whether it is kindly greeting a first time voter, or providing an “I Voted” 
sticker to the child that came to the precinct with their parent to witness democracy in action, working 
as an Election Officer will bring you closer to your neighbors and strengthen your sense of  community.

A Presidential Primary Election can be one of  the most challenging and rewarding experiences for 
all of  us involved in the process.  The combination of  extensive public awareness and excitement, 
along with a lengthy and varied set of  ballot choices, can produce a very busy Election Day, with 
large numbers of  voters exercising their right to vote.  All voters should encounter a respectful, 
safe and knowledgeable voting environment, operating in an open and transparent manner.  It 
is important to follow the instructions in this manual to accomplish this task.  The manual will 
provide you with the most up-to-date processes and procedures that have been developed to 
ensure that all polling places operate in a consistent, nonpartisan and professional manner.  

Be assured that we understand the challenges you will face, and know we will be by 
your side to provide support and guidance throughout the process.  I encourage you to 
contact our Election Officer Support Hotline at 1-408-299-POLL (7655) at any time with 
any questions or concerns you might have.  Together, we can overcome all challenges.

The role you play in the democratic process is an essential and vital one for our County 
and it's voters.  I hope you enjoy working as an Election Officer, and I hope to see 
you working again in future Elections.  We could not conduct Elections without you!

Thank you,

             Registrar of  Voters, Santa Clara County

Introduction

Shannon Bushey,

Registrar of Voters

Shannon Bushey
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Election Officer Oath
I (state your name) do solemnly swear or affirm that I will 

support and defend the Constitution of  the United States and 
the Constitution of  the State of  California against all enemies, 
foreign or domestic; that I take this obligation freely, without 
any mental reservation or purpose of  evasion; and that I will 
well and faithfully discharge the duties upon which I am about 
to enter.

Election Officer Oaths and Expectations

We send all Election Officers a Notice of Appointment 

Letter, (N.O.A.) in the mail with some basic, yet important 

information -  please review it to find out:

•	 The date, time and location of  your training class.

•	 The location of  your Election Day assignment. 

•	 The name and contact information for your Precinct 

Inspector.

•	 The names and contact information for the Clerks 

serving with you.

•	 The name and contact information for the Registrar 

of  Voters Office Election Specialist in charge of  your 

placement and assignment.

If  you have not received your N.O.A., please call 1-408-299-

POLL (7655) and let us know.

Notice of Appointment Letter

Commitment to Diversity Oath
I will respect and be responsive to the uniqueness of  each voter. I will work 

effectively with people who are different from myself  and create a polling place 
where all people feel welcome, respected and valued. I will assist the Registrar of  
Voters Office in providing quality services to every voter or person with whom I 
come in contact.
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SUMMARY OF DUTIES

Pre-Election Opening The Polls Election Day
Voting Hours 7AM - 8PM

Closing The Polls

• Attends Field 
Inspector  training.
• Contacts Precinct 
Inspectors before 
Election Day.
• Ensures all assigned 
precincts have performed 
the Monday E-1 Setup.

• Visits assigned polling 
places, ensuring all 
polling places are set 
up and ready to process 
voters by 7:00 AM. 

• Monitors assigned 
polling places.
• Completes F.I./P.I. 
Checklist.
• Retrieves supplies in 
the event of  shortages.

• Reports to precincts in 
most need of  assistance, 
helps with closing 
process. 

• Attends Election 
Officer training.
• Visits polling place and 
arranges access.
• Performs supplies 
pickup.
• Contacts clerks to 
coordinate Monday E-1 
Setup, leads Monday E-1 
Setup.
• Assigns meal breaks 
and team members.

• Administers Election 
Officer oath and payroll 
form. Ensures all clerks 
are wearing name 
badges.
• Leads opening 
procedures, working with 
clerks to complete all 
opening setup duties.
• Announces "Polls are 
Open", at 7:00 AM.  

• Assigns officer 
positions to clerks, 
ensuring fair rotation of  
duties.
• Performs one of  the 
four Election Officer 
duties. 
• Determines PV voters.
• Primary contact 
with ROV main office 
through Precinct Cell 
Phone.

• Oversees closing 
procedures and assigns 
officer closing duties.
• Ensures proper 
placement of  all Election 
supplies.
• Prepares supplies for  
assigned Courier Team 
or delivers to Return 
Center.

• Attends Election 
Officer Training. 
• Ensures P.I.'s have 
contacted them to 
coordinate Monday E-1 
Setup time.
• Helps perform Monday 
E-1 Setup.

• After reading oath, 
signing payroll form and 
finding appropriate name 
badge, clerks perform 
one of  two opening 
duties; assembling voting 
machine or organizing 
polling place/processing 
table.

• Performs one of  the 
four Election Officer 
duties.
• Works with Precinct 
Inspector to assist or 
process all voters.

• Performs one of  the 
closing duties (counting 
ballots or closing down 
machine). After, helps 
finish closing process.

Field Inspector
Oversees 8-12 Precincts

Precinct Inspector
Oversees 1 precinct

Clerks/Students
3-5 per precinct

It is important that all Election Officers have a good understanding of  who they will be working with on Election 
Day. Here is a brief  description of  our volunteers and the roles they serve with us.

Clerks: The majority of  volunteers are clerks, 
typically 3-5 per precinct. They work with the Precinct 
Inspector to assist and process voters.  Per State Law, 
Clerks may be U.S. Citizens or Legal Permanent 
residents. 

Precinct Inspectors: Precinct Inspectors serve 
as the polling place supervisor for one precinct. They 
have a variety of  duties including the coordination of  
the Monday, Election Eve (E-1) Setup, the Saturday 
supplies pickup, determining provisional voters, 
returning supplies and overseeing the general conduct 
of  the polling place.

Field Inspectors: Field Inspectors supervise 8-10 
precincts. Going from precinct to precinct on Election 
Day, they can assist as needed and are there to ensure 
general election protocol is followed. 

Stand-By Inspectors/Clerks: Same as regular 
Inspectors and Clerks, except they have not yet been 
assigned  to a polling place. They are to report to their 
stand-by location listed on their N.O.A. letter and wait 
for an assignment. 

Students: Same as clerks but E-1 Setup is optional 
and students cannot count ballots.

Your Election Team
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Dress and Demeanor
•	 Remember to always treat everyone with respect and dignity. 

•	 Dress appropriately and maintain personal hygiene.

•	 Wear layered clothing as temperature conditions vary during the day.

•	 Bring food, drinks and any medications needed for the day.

•	 Commentary or discussions of a political nature are not permitted in the Polling Place.

•	 Rude behavior towards anyone is unacceptable. 

•	 Please DO NOT use any personal cell phones or other electronic devices in the Polling Place.

•	 Follow the instructions given to you in class and in this manual.

•	 Never try to move or assemble anything that is too big or heavy.

•	 When moving election supplies, work in teams of  two.

•	 Do not do anything you think may be too stressful on your body.

•	 No weapon of  any kind is permitted in a polling place per State Law.

Polling Place Safety

Three Communication Tools
1.	 WAIT - for someone to finish speaking.  Then think about what they said before giving a 

respectful and informed response.

2.	 RECOGNIZE - other people's feelings, anticipate their needs, and be sensitive, accomodating 

and courteous in assisting them.

3.	 LISTEN - before speaking to understand exactly what the voter is feeling, seeing, needing 

and trying to communicate.  Put your assumptions aside.  

If  a voter, Election Officer, or anyone else at the Polling Place gets injured, immediately 

determine if  they require professional medical assistance or care. If  necessary, call 911 using 

any available phone including the precinct cell phone.

After attending to the injured person, call 1-408-299-POLL (7655), and inform the ROV of  all 

the details relating to the injury.   In addition to calling, please describe the event in the yellow 

Procedural Exception Log located inside the Roster Index Binder. Do this regardless if  no 

physical harm was reported.

In Case of Injury
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The Santa Clara County Board of Supervisors and State Law guarantee that every citizen who
is registered to vote has the right to vote.

•	 No citizen shall be denied this right on account of race, color, national origin, religion, gender, 

sexual orientation, age or disability.

•	 No citizen shall be denied this right because he or she is a member of a language minority 

group.

•	 No person shall intimidate, threaten or coerce any person who is exercising their right to vote.

Voter Rights

Santa Clara County 
Sexual Harassment Policy

•	 Such conduct has the purpose or effect of  interfering with any individual's duties, performance 

or creating an intimidating, hostile, or offensive environment.

As an Election Officer working in a polling place on Election Day, you are an official representative 
of  the Santa Clara County Registrar of  Voter's Office, and therefore subject to County Sexual Harass-
ment policy.  Santa Clara County values each employee and strives to provide a nurturing environ-
ment where there is respect and mutual support.  No form of discrimination, sexual harassment 
or harassment because of sex, age, race, color, national origin, creed, disability, political beliefs, 
organizational affiliation, or sexual orientation can be tolerated.  

The County will maintain a discrimination-free environment.  It is important for all to know that no 
form of  sexual harassment will be tolerated and those who commit acts of  sexual harassment will be 
subject to appropriate action including dismissal from service.  The following describes the type of  
conduct which constitutes sexual harassment and is prohibited:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of  a 
sexual nature constitute sexual harassment when:

Retaliation against a person who complains of  sexual harassment is prohibited.

If  you encounter or witness sexual harassment as a part of  your Election Officer service, please contact 
Karin Accorinti, Election Division Coordinator, immediately at 1-408-282-3092.  
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Poll Watchers & Election Observers

Elections are intended to be a completely open and transparent process. As a result, volunteers 
from a variety of organizations (campaign workers, community organizations, individuals, etc.) 
may observe the procedures of any polling place. 

Poll Watchers are more often than not working with one of  the political parties or candidates. They 
go to precincts to observe the general procedures and conduct of  Election Officers, examine the Pre-
cinct Street Indexes, observe the Roster Index and ask questions of  Election Officers if  necessary.

Election Observers are typically with nongovernmental agencies or community based organizations. 
Their primary goal is to observe the election process on the basis of  state and federal law.  Election 
observers typically monitor more than just Election Day. They will usually observe pre-election, post-
election as well as Election Day activities.

See the chart below for a list of  what Pollwatchers and Election Observers may or may not do:

Don't feel like you are under a magnifying glass. Call us at 1-408-
299-POLL (7655) if you have any questions or concerns regarding 
the conduct of a Poll Watcher or Election Observer.

MAY...

Observe general procedures on Election Day.

Observe the processing of  voters by Election 
Officers.

Observe the conduct of  the Election Officers.

Ask questions of  the Election Officers if  
necessary.

Look at the Precinct Street Indexes inside the 
Polling Place in view of  Election Officers.

Look at the Roster Index as long as they are not 
delaying the processing of  voters. 

MAY NOT...

Disturb voters or interfere with Election 		
processes in any way.

Sit at, or go behind Voter Processing Table.

Permanently remove posted Precinct Street 	
Indexes from the wall.

Handle any of  the ballots.

Act as, or sit in replacement of, an Election 	
Officer.

Use the Precinct cell phone.

Remove the Roster Index from the polling place.

Election Officers may answer any questions about subjects 	
covered in the Election Officer training materials.  Questions 
that require an opinion or anything outside of  the Election Of-
ficer training materials should be referred to the Election Officer 
hotline.
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Electioneering

Electioneering is an audio or visual display of material expressing support or 
opposition to a candidate or measure on the ballot, within 100 feet of a polling place. 
Field Inspectors will have measuring tools to determine the 100 foot barrier. 

The following items may not be displayed within 100 feet of a polling place:

1.	 Display of  a candidate’s name, likeness, or logo.
2.	 Display of  a ballot measure’s number, title, subject, or logo.
3.	 Buttons, hats, pencils, pens, shirts, signs, or stickers containing 
	 electioneering information.
4.	 Dissemination of  audible electioneering information.       

The following acts also violate Electioneering laws:

1.	 Circulating an initiative, referendum, recall, or nomination petition or 
any other petition.

2.	 Soliciting a vote or speaking to a voter on the subject of  marking his or 
her ballot.

3.	 Placing a sign related to a voter's qualifications or speaking to a voter about his 
or her qualifications.

4.	 Photographing, video recording, or otherwise recording a voter 
entering or exiting a polling place (excludes members of  the press who have 
voter's permission).

Dealing with Press & Media

Vote Joe!

Members of  the press may do the following as long as 
doing so does not interfere with the processing of  voters:
•	 Visit and observe the polling place.
•	 Converse with Election Officers.
•	 Film inside a polling place, provided that anyone on 

camera has given consent. 
•	 Conduct exit polls at least 25 feet away from the 

polling place.
•	 Observe the Roster Index and Precinct Street Indexes.

Members of  the press may not:
•	 Act as Election Officers.
•	 Sit behind the Voter Processing Table.
•	 Handle ballots.
•	 Film a voter's completed ballot or any document with 

personal voter information.
•	 Film anyone without permission.

Vote Jane!

Exit polling must occur at least 25 feet from the polling place exit.  
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Pre-Election Duties

9
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters



10 
	 www.sccvote.org

     Santa Clara County, Registrar of Voters 		      June 7, 2016 Presidential Primary Election

Preparing for Election Day    

on Election Day, we recommend Election Officers vote early. There 

are a couple of  ways to do this:

•	 Vote by Mail: The most popular method of  voting in the County. 

Sign up for Vote by Mail by completing a Vote by Mail Request 

Form at www.sccvote.org or by calling the Voter Registration 

Division at 1-408-299-VOTE (8683). The last day to sign up for 

Vote by Mail is May 31, 2016.

•	 To be both a productive and active member of  your polling place, a 

good understanding of  our procedures and policies is essential.  

•	 Please take the time to read this manual and review the workbook 

received in training class before Election Day. Also, be sure to bring 

this manual with you for the E-1 Setup and on Election Day.

•	 Make sure you know how to get to your assigned polling place by 6:00 am.

•	 Pack food, water, extra clothes to stay warm, and any other items you might need the night before 

Election Day.

•	 Make arrangements for your children.  Election Officers cannot bring children to the polling place.

•	 Get plenty of  sleep before Election Day.  This will help prepare you for a long day assisting the voters.  

VOTE EARLY

REVIEW TRAINING MATERIALS

PLAN AHEAD

If you can no longer work on Election Day, please call 1-408-299-POLL (7655) 
immediately to let us know.  Given proper and timely notice, we can try to replace you and 

avoid problems for the voters and other Election Officers working with you as a team.  Failure to 

notify us may result in being fined.

Election Day: Voters may go directly to the Registrar of Voters office at 1555 Berger Drive, San Jose, 

CA, Monday to Friday during the hours of  8:00 am to 5:00 pm - to vote.  Early Voting will also occur on 

Saturday and Sunday, May 28 and 29, 2016 as well as Saturday and Sunday, June 4 and 5, 2016, at the 

ROV from 9:00am - 3:00pm and at the following five locations from 12:00pm - 5:00pm:  

          Education Park Branch, San Jose Library           Joyce Ellington Branch, San Jose Library

          Los Altos Library                        Santa Clara City Library                              Gilroy Library

Call 1-408-299-VOTE (8683) or visit our website at: www.sccvote.org for more information.

All Election Officers

Since there is no designated time to vote 

•	 Early Voting: Beginning Monday, May 9, 2016, through
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Precinct Inspectors Pre-Election Checklist

At least a week before Election Day, Precinct Inspectors must:

Contact and Visit Your Polling Place

___1. 	 Using the information provided in the Notice of  Appointment letter, contact your polling place.  	
	 If  unable to make contact with your polling place, contact your Election Specialist (found on the 	
	 Notice of  Appointment Letter), or call 1-408-299-POLL (7655). 
___2. 	 Schedule an ideal time for the Monday, E-1 (Election Eve) setup (facility owner, custodian, etc.)
___3. 	 Locate the preselected room(s) to be used on Election Day.
___4. 	 Obtain keys to all rooms or if  unable to get keys, get name and contact information for the 		
	 person who will provide access on Monday and Election morning, along with emergency 		
	 contact information.  
___5. 	 Locate the pre-delivered Election supplies.  If  items are not at polling place or cannot be found, 	
	 call the Warehouse Hotline at 1-408-282-3063 for more information. 
___6. 	 Determine the location of  the restrooms, parking and other areas of  interest to your clerks.
___7. 	 Evaluate the best areas for outdoor voting signs.  See pages 39 - 40 for details.
___8. 	 Inside the voting room, determine the best layout for the voting equipment (Voting Machine, 	
	 Voting booths, processing table, extra tables, chairs, etc.).  See pages 18 - 20 for sample layouts.
___9. 	 Determine if  there is any need to rearrange existing tables and chairs.
___10. Evaluate lighting conditions.
___11. Locate power outlets.

Contact All Election Officers

___1. 	 Contact all Election Officers listed on your Notice of  Appointment letter, including Student 		
	 Election Officers.
___2. 	 Make sure they have attended the Election Officer training class and are still committed to 		
	 working on Election Day. 
___3. 	 Coordinate a time when all clerks can meet up and perform the Monday E-1 (Election eve) setup.
___4. 	 Inform all Election Officers of  any special directions (door/gate, parking lot, etc.) regarding the 	
	 facility.   
___5. 	 If  unable to contact any of  your Election Officers, contact your Election Specialist (found on the 	
	 Notice of  Appointment Letter), or call 1-408-299-POLL (7655). 
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Precinct Inspectors Pre-Election Checklists

Election Supplies Pickup Checklist

___1. 	 The Election Supplies Pickup date and time is Saturday, June 4, 2016, between 9:00 AM - 	
	 12:00 PM, unless you have been contacted for an alternative date and time.
___2. 	 If  you are unable to make this date and time, call your Election Specialist immediately.
___3.  	Precinct Inspectors will receive the following items:

Blue Ballot Bag 	
				    Contains:
				    Two red trays

Orange Ballot Bag		  Contains:			 
				    Green tray containing Closing Packet (next four items)
				    Results Cartridge Bag containing white plastic seals and index card
				    Envelopes 1,2,3 & 4
				    Red Precinct Inspector's Bag
				    Rubber Bands
				    Header Card (tucked under instruction sheet on top - do not remove)

White Ballot 
Delivery Boxes
				    Contains: 
				    All Optical Scan Paper Ballots
				    Unused Ballot Box Seals

Black Precinct 
Supply Case
				    Contains:
				    Roster Index Binder, Poster/Forms Kit, Accessories Kit, 
				    Voter Assistance Tools Kit, Precinct Procedures Binder, 				  
				    Inspector's Briefcase, Precinct Cell Phone Case.  
				  
				    Each of  the above items contain a variety of  smaller items within them.
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Precinct Inspectors Pre-Election Checklists

Election Supplies Inventory Checklist

___1.  	After taking Election Supplies home, open the Black Precinct Supply Case and find the 		
	 Precinct Inspector's Supply Checklist (see page 92) on top inside.    
___2. 	 Complete the multi-page inventory checklist to make sure you have all the supplies needed for 	
	 Election Day, and also to familiarize yourself  with the locations of  all materials.
___3. 	 If you are missing anything from your supplies, please call the Warehouse Supplies Hotline 	
	 immediately at 1-408-282-3063.

Updating Rosters and Cell Phone Checklist

___1. After completing the inventory, 
check for and update the Roster with the 
Inspector's Vote by Mail List..  If  provided, 
find the names on the list and update your 
Roster Index by marking them as a Vote by 
Mail voter using a blue or black pen.  See 
image at right.

Using a blue or black pen and ruler, mark all voters from the Inspector's 
Vote by Mail List as Vote by Mail in the Roster Index.

___2. If provided with a supplemental roster, sort individual sheets by alphabetical letters and insert 
into regular Roster Index alphabetically.  This will save you time on Election Day and better organize 
your Roster Index. 

___3. Insert Alpha Divider Sheets found inside 
the Roster Index Binder.  Go through the names 
in the Roster Index and insert each letter tab in its 
appropriate place.  This will make locating voters 
in the Roster Index much easier on Election Day.

(3) Alpha 
Divider Sheets

(4) Alpha Tabs

(5) Precinct 	
Cell Phone

___5. Plug the Precinct Cell Phone into the wall charger provided and turn on 
and keep charged.  Your Precinct Cell Phone is the primary way for our office 
to contact you and your polling place regarding critical Election information and 
issues.  Test your cell phone prior to Election Day and at your polling place.  If  you 
have any problems with your phone, call the Warehouse at 1-408-282-3063.  
Never turn off  your Precinct Cell Phone. 

___4. Using the alphabetized sticker tabs found 
in the front of the Roster Index, place each letter
tab at the side of the Precinct Street Index pages so each letter 
is visible.  Do this for each of  your three copies of  the Precinct 
Street Index.
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Precinct Cell Phone  All Election Officers

Turning the phone ON or OFF
Press and hold the END (Power) button 
for 3 seconds until screen turns on/off.

Making Calls
Make sure the phone is turned on and 
enter the phone number including the 
area code.  Press SEND.

Receiving Calls
When the phone rings or vibrates, 
open the phone to answer.
If  phone is already open, 
press SEND to answer call.

Ending Calls
Press END.

Volume Adjustment
Located on the left hand side of  the 
phone below the red button.

Call quality depends on the signal strength in your area.  The signal strength is indicated on the top left of  
the screen as the number of  bars next to the antenna icon.  If  the signal quality is poor, move to an open 
area.  If  you are inside a building, the reception may be better near a window.

The Precinct Inspector should keep the cell phone with them at all times during Election Day, with the ex-
ception of  leaving the Polling Place for meal breaks.  When the Precinct Inspector leaves the Polling Place, 
they should give the cell phone to one of  their most experienced Clerks.  The Precinct Cell Phone should 
never be turned off.  

NO VOICEMAIL 
The Cell Phone Voicemail system is not setup and activated for use.  It is important to answer the cell 
phone as soon as possible when it rings in the Polling Place.  Incoming calls may be critical to insuring 
someone can exercise their right to vote, or may contain important updates that affect your Polling Place 
location.
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Monday 
Election Eve (E-1) 

Setup
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Monday E-1 Setup Checklist

Use this checklist as you go through the Monday E-1 section of  this manual. 			 
Check off  duties as you perform them. 

Monday E-1 Setup: Checklist    All Election Officers

___1.	 Meet fellow Election Officers/Precinct Inspector.
___2. 	 Find pre-selected storage location containing Voting Machine and other pre-delivered  	
       	 election supplies. (See page 17 for details)
___3. 	 Bring stored election supplies into voting room. (See page 17 for details)
___4. 	 Review "Making the most of  your polling place" table on page 18 and the "Sample 	 	
	 polling place layout" on page 20 for suggestions on polling place arrangement.
___5. 	 Set up Voting Booths by using chart on page 20. (Do not setup Voting Machine and Voting 	
	 Machine Table until Election Day morning)
___6. 	 Set up two long tables, (if  possible) side by side, for the Voter Processing Table. Arrange 	
	 with 4 chairs.
___7. 	 The following forms are attached by paper clip to each voting booth:

__ a.	“Voter Instructions For Optical Scan Voting System”, multilingual, yellow 		
	pamphlets.

__ b.	“California Elections Code Voter Provisions”, multilingual, blue pamphlets.
__ c.	“Tampering Warning Poster”, multilingual, white page.

___8. 	 Ensure white plastic seals on Voting Machine Bag and Blue Printer Bag have not been 	
	 tampered with. 
___9. 	 Choose Team 1 and Team 2 members for E-Day and ask them to review duties.
___10. Assign a one hour lunch break and a half  hour dinner break to all Election Officers.  		
	 (See page 23 for sample) 

Upon completion of  the Monday E-1 Setup:
___11.  The Precinct Inspector should take home the following items: 
		   ___a.  Precinct Supply Case (black bag w/wheels) containing: Roster and Street Indexes, 		
			   Precinct Procedures Binder, Precinct Inspector’s Briefcase and Secrecy Sleeves.
		   ___b. All paper ballots in White Ballot Delivery Boxes AND Ballot Bags, if brought.
		   ___c. Precinct Cell Phone, always keep on.
		   ___d. Polling Place keys, if  provided.

___12.  	 Before leaving, please contact our automated phone line to report that your 
polling 	 place is setup.  To access the automated system, call 1-408-299-VOTE (8683) and 
enter the code "8806" as soon as the welcome greeting begins.  You will be asked to enter your 
four digit precinct number (ie. 1001).  Finally you will be asked to confirm that you have setup 
the polling place by pressing "1".  Also before leaving, please call your Field Inspector to inform 
them you have finished the polling place setup.  As always, if  you have any difficulties and/or 
need assistance, call 1-408-299-POLL (7655).


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Monday E-1 Setup

The Monday E-1 Setup is a great opportunity to meet the people with whom you will be working with 
on Election Day - while at the same time becoming familiar with your polling place. Remember, the 
Monday E-1 Setup time is not coordinated by the ROV office. It is independently set up by the Precinct 
Inspector contacting the Polling Place and the clerks. If  you have not heard from your Precinct Inspector, 
one week before the election, call your Election Specialist or 1-408-299-POLL (7655). We will contact 
your Precinct Inspector and ask him or her to contact you.

Inspector's Reminder for the Monday E-1 Setup:
•	 Bring the Black Precinct Supply Case.
•	 Do not bring the ballots or Orange and Blue Ballot Bags.
•	 The Monday E-1 Setup is optional for Student Election Officers only.

All Election Officers

Items from Storage to the Voting Room

1. Find the storage room: After arriving at the polling place location and meeting 
your fellow Election Officers, find the stored pre-delivered items. 
Bring the following items to the voting room: 

___1. 	 Sealed Voting Machine Bag on hand 	

		  truck (do not break seals on Monday).

___2. 	 Sealed Printer Bag (do not break the 	

		  tamper proof seal on Monday).

___3. 	 Voting Machine Table.

___4.	 Cardboard Voter Information Display.

___5.	 Large items such as, tables, chairs, 		

		  accessible curb/door ramp, etc. 		

		  (If  delivered).

___6. 	 Large white “A” frame.

___7. 	 White Supply Box. 

___8. 	 Four (4) to six (6) collapsible voting 	

		  booths including one ADA compliant 	

		  voting booth.

___9. 	 Curbside Stand

2. Find the voting room: 

•	 After gathering the items from storage, take them into the actual room where the voting 

will occur.

•	 Here, you will begin to set up the Polling Place for Election Day. 

•	 Use the chart on the following page as a list of  considerations to take into account when 

setting up. 

•	 Remember to work in teams of  two when lifting items. 

New Curbside Stand, placed outside 
polling place, provides Precinct Cell Phone 
number to potential Curbside Voters
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Making the most of your Polling Place

Managing "Voter Flow"

"Voter flow" refers to the route voters take when they

enter the polling place, approach the Voter Processing 

Table, fill out and cast their ballot, and finally leave.

•	 Will voters entering or leaving the voting area pass 

closely by others casting ballots?

•	 Is it possible to have voters enter through one door 

and exit through another?

•	 Ensure that exits and entrances will not be blocked 

if  a large line forms.

•	 Keep voter path clear by moving any obstacles 

away from or outside the path of  travel. 

Power Outlets •	 All polling places require the use of  power outlets.  

Locate the outlets and set the precinct up as needed. 

•	 Ensure voter safety by securing loose power cords or 

other items that may obstruct voters.

•	 If  needed, locate 3 prong adaptor in the 

Miscellaneous Precinct Supplies Bag (found in the 

Precinct Supply Case).

Windows/Lighting •	 Manage excess exterior lighting to reduce glare in 

the polling place.

•	 Ensure there is adequate light for reading materials.

Voter Privacy •	 As much as possible, provide enough space between 

all Voting Booths and the Voting Machine so that 

if  asked, an Election Officer can stand in between 

and provide the voter with assistance, always facing 

the voter, not their ballot.

Noise •	 When possible, keep the Voting Booths and Voting 

Machine away from noisy areas, while being 

sensitive to voter privacy concerns.

 

All Election OfficersMonday E-1 Setup
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SETTING UP THE VOTING BOOTHS 

Voting Booths and Voting Machine Table: The ROV delivers  4 - 6 Voting Booths and one Voting Machine 
Table to each polling place.  (Remember: Voting Machine and Voting Machine Table are setup on Election morning.)

Voter Processing Table: You will also use 1 - 2 rectangular shaped tables for the Voter Processing Table. 
These will either be provided by the facility or supplied by the ROV with the other pre-delivered items.

•	 Keep voting booths at least 15 feet from Voter Processing Table (if possible).
•	 Directions are printed directly on voting booth box, use privacy guards. 
•	 Place ADA compliant booth at one of  the ends of  the voting booth row (see page 20).
•	 Keep the wires of  the voting booth lights out of  the path of  travel for voters. 
•	 The printed materials needed for the inside of  the Voting Booths are clipped to the privacy guards.
•	 You may leave the Voting Machine and Voting Machine Table in the storage room or voting room, but 

DO NOT SETUP UNTIL ELECTION MORNING.

The International 
Symbol of  Access will 
be printed on the box 
that contains the ADA 
compliant voting booth.
Set the ADA voting booth  
at one of  the ends of  the 
voting booth rows.

All Election OfficersMonday E-1 Setup

Standard Voting Booths
4-6 per Precinct

Setup 15 feet from 
Voter processing table

ADA Voting Booth
1 per Precinct

Look for ADA symbol
Setup legs properly
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Sample Polling Place 
Layout with Voter Flow
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All Election Officers
		
Voter Information Display	  
(Display inside polling place between voting booth and voter processing table)
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All Election OfficersDouble Boarded 
Polling Places

Here are a few tips to keep in mind if  you are assigned to a Double Board:

Be Precinct Aware

•	 Precinct Inspectors from both boards should contact one another.  
•	 If  the other Precinct Inspector's name and contact information is not provided on or with the Notice 

of  Appointment letter, contact your Election Specialist or call 1-408-299-POLL (7655) to obtain this 
information.

•	 If  possible, Precinct Inspectors should schedule the E-1 Setup for the same time.
•	 During the E-1 setup, use the caution tape and safety cones that are provided by the ROV to clearly 

separate the precincts.  
•	 The Voter Information Display Boards can also be used to help create a clear divide between the two 

precincts.  
•	 If  there are two separate entrances to the voting room that lead to the different voting precincts, direct 

voters to the appropriate entrance by using the two A-frame signs.
•	 If  there is only one entrance, use signs to direct voters to the correct voting precinct, once they enter 

the voting room.

Be Voter Aware

•	 If  a voter is not in the Roster Index, be sure they are at the correct Voting Precinct.
•	 If  the voter does not know their precinct number, call 1-408-299-VOTE (8683), or use the provided 

Precinct Map.
•	 When handing voters their ballots, the Ballot/Voter Card Officer should remind the voters to return 

their ballot back to the same table where the ballot was issued.
•	 Make sure to check the precinct number on returned ballots if  a voter spoils their ballot.
•	 If  a voter approaches your table with a spoiled ballot and requests a new one, make sure to check the 

Precinct number on the ballot to verify that the voter is in the correct Precinct.  

A Double Boarded Polling Place occurs when two different voting precincts share the same room at the 
same location.  When this happens, the two Precinct Inspectors and all of  the members of  both precincts 
must be very careful in how they setup the voting room, and in directing voters to the correct precinct on 
Election Day.  
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All Election OfficersScheduling Election Day 
Assignments

Team 1 and Team 2 Assignments

Before leaving the polling place on Election eve, the Precinct Inspector should assign all Election 
Officers to one of  the two teams that will be setting up and closing the polls on Election Day.  This 
will save time on Election morning, and allow all Election Officers to review the specific duties of  
their assigned  team before arriving at the polling place the next day.

Lunch, Dinner and Break Assignments Schedule

The Precinct Inspector should also assign a one hour lunch break and a one half hour dinner 
break for all Election Officers during Monday, E-1 Setup.

•	 All meal breaks should occur after 9am and before 5pm.  

•	 Schedule the times of  meal breaks so that there is alway coverage at the polling place.  

•	 When the Precinct Inspector is on break, most of  the members of  the precinct board should 
be at the polling place.  

•	 The Precinct cell phone should remain in the polling place at all times, even when the Precinct 
Inspector is on break.  

Below is a sample of a break schedule:

In addition to meal breaks, Precinct Inspectors should assign 15 minute breaks to Election 		
Officers as needed if  possible given voter turnout.  

Role Name 9am 10am 11am 12am 1pm 2pm 3pm 3:30pm 4pm 4:30pm 5pm
PI Lunch Dinner
Clerk 1 Lunch Dinner
Clerk 2 Lunch Dinner
Clerk 3 Lunch Dinner
Clerk 4 Lunch Dinner
Clerk 5 Lunch Dinner
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All Election Officers

Opening the Polls

Election Morning

(6:00 - 7:00 AM)

24	 www.sccvote.org
    Santa Clara County, Registrar of Voters                         June 7, 2016 Presidential Primary Election	
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Election Day - Arrival time: 6:00am

Items for the Precinct Inspector to Bring on Election morning

All Election Officers should arrive at their assigned precinct at 6:00 AM. 
•	 Election Officers who do not show up at 6:00 AM may only be replaced with permission from the ROV 

command center. If  an Election Officer does not show up by 6:30 AM, contact 1-408-299-POLL (7655) 

and let us know. Note the Election Officer's absence in the yellow Procedural Exception Log in the 

Roster Index.

•	 If  a replaced Election Officer shows up later, calmly inform them of  the situation and call 1-408-299-

POLL (7655) again; we will determine if  the late arriving Clerk should stay.

____1. Orange Ballot Bag ____2. Blue Ballot Bag

____3. Precinct Supply Case ____4. White Ballot Delivery Boxes ____5. Phone



26 
	 www.sccvote.org

     Santa Clara County, Registrar of Voters 		      June 7, 2016 Presidential Primary Election

Opening of the Polls Checklist

All Election Officers
___1. 	 Arrive on time at 6AM. (Unless assigned to half-day shift in the afternoon.)
___2. 	 Precinct Inspector has brought all Election items received from the Supplies pickup. (see pg. 25)
___3.	 Enter Polling Place room.
___4. 	 All Election Officers take the oath, sign the Election Officer Declarations Form and the bright 	
	 green Payroll Form.  Put on name badges, including appropriate bilingual badges.  All of  these 	
	 items are found in the Roster Index binder.  (see pg. 28)
___5.	 Separate Election Officers into Team 1 and Team 2.  		

Team 1
___6. 	 Follow all instructions on the green Voting Machine Opening Audit form found in the Roster 	
	 Index Binder. (see pg. 29)
___7. 	 Return Voting Machine Opening Audit form back to the Roster Index when completed and signed.
___8.	 Assist Team #2 with the remainder of  their duties if  necessary.

Team 2
___9. 	 Set up Voter Processing Table by placing all items at their appropriate station (Roster Index Officer, 
          	 Precinct Street Index Officer, Ballot/Voter Card Officer, Voter Assistance Officer). (see pg. 31-38)
___10. Place Closing Packet (from Orange Ballot Bag) behind Voter Processing Table for use at 		
	 the end of  the night.
___11. Remove one red tray from Blue Ballot Bag, set behind Voter Processing Table for use at the end 	
	 of  the night.
___12. Using the blue tape from the Accessories Kit, display the American Flag so that it is visible 		
	 to voters from the outside of  the Polling Place with stars in the upper left hand corner and 		
	 stripes running top to bottom.
___13. Place "VOTE" signs in a number of  visible locations as needed to help voters find the polling 	
	 place.  Make sure to place signs along all paths that lead to the polling place.
___14. Place "Curbside Stand" (see pg. 17 & 40) outside the Polling Place at the closest curb location to 	
	 the polling place entrance.  
___15. Place white "A" frame sign at or near the primary entrance to the Polling Place.
___16. Precinct Street Indexes not in use, (11:00 AM - 3:00 PM and 3:00 PM - 6:00 PM) should be 		
	 posted at or near the front entrance of  the polling place, but within sight of  the Election 		
	 Officers.  		
___17. Selected precincts receive a braille room sign in the Black Precinct Supply Case. If  you find a 	
	 small manila envelope labeled "braille sign" in your supplies, follow the directions and post the 	
	 sign close to the entrance of  the Polling Place for visually impaired voters. (see pg 40)
___18. Unfold and place the Voter Information Display Board inside the Polling Place.  Make sure this 	
	 sign is in a highly visible area to voters. (see pg. 21)

(Continued next page)

Opening of the Polls: Checklist

____5. Phone
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Opening of the Polls Official Checklist (continued)

All Election Officers
___19. Review each Election Officer duty on the provided Procedure Cards, found in the 			 
	 Precinct Procedures Binder.
___20. Confirm the cell phone is on and fully charged.
___21. Confirm the Card Activator is plugged in and turned on.
___22. Confirm the Voting Booth lights are attached and switched on, if  needed.  
___23. Verify all Election Officers are wearing name badges, including appropriate bilingual badges.

At 7:00 AM:
___24. The Precinct Inspector announces: "It is 7:00 AM, and the Polls are now open!"
___25. In view of  everyone present, show that the Orange and Blue Ballot Bags are empty.  Then seal 	
	 each bag with one white plastic seal.
___26. Begin to process voters.
___27. One Election Officer should contact the Field Inspector using the Precinct Cell Phone and let 	
	 them know that they have completed the opening process.  

Opening of the Polls: Checklist (Continued)
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Now that you have completed the sign-in process, break into 	
Team 1 and Team 2 and complete the Opening of  the Polls.  

Read and Sign the Election Officer Declaration Form. 
	 Precinct Inspector leads Clerks in re-reading of  oath found 	
	 at top of  Declarations Form.  All Election Officers Sign.
	 Return to Roster Index Binder.

 1.

 2.

 3.

Sign the bright green Payroll Form.  
	 All Election Officers sign upon arrival 		
	 including replacement Election Officers.
	 Return to Roster Index Binder.

Write name on Name Badge and wear. 
	 All Election Officers must wear name badges.  Biligual 		
	 Name 	Badges are available for Bilingual Election Officers.

The Election morning sign-in process is as easy as 1, 2, 3!  

(All 3 items are found inside the Roster Index Binder)

Election Day - Sign-in All Election Officers
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Election Day - Opening the Polls: 
Team 1, Voting Machine Setup

Team 1 is tasked with setting up, turning on and opening the polls 
of  the Electronic Voting Machine, using the:

Voting Machine Opening Audit Form (Green)

To complete the Voting Machine setup, remove the green Voting Machine Opening Audit form from the 
Roster Index Binder. This document is two sided and folded in half, so make sure you use the side that says 
"Opening" at the top. Follow the directions on this form to set up the Voting Machine.

Upon completing the Opening Audit form, return it back to the Roster Index Binder, as it also contains 
the Closing Audit form that you will need at the end of  the night to close down the Voting Machine. 
Team 1 may now assist Team 2 if  necessary.
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Voting Machine Seals: Blue and Red: If  you ever see "VOID" appear on any seal you have 
not removed, call 1-408-299-POLL (7655)

Red Seals: Never remove
(Long rectangular & square)

Blue Seals: Remove only when instructed
(Only long rectangular)

This is an example of  a bad seal, notice the 
word "VOID" appears throughout. Call 1-408-
299-POLL (7655) immediately if  you see this.

Team 1 Voting Machine Setup

Make sure to setup the Voting 
Machine on the Voting 
Machine Table.   Front of  
table has a small cutout for 
better access (see photo at left).


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Registration Close Date:  March 23, 2015
Roster (Precinct - Street) Index

2015 Special Elections Election Date: April 7, 2015

XREF# ADDRESS VBM NAME PHONE PARTY XREF# ADDRESS VBM NAME PHONE PARTY
31 1730 VBM Albert, Charles (408)555-5678 DEM

1 1700 Tran, Bao (408)555-1234 DEM 32 1731 VBM Porter, David (408)555-5677 REP
2 1701 VBM Georgetti, Michael (408)555-4321 REP 33 1732 VBM Iriartborde, Robert (408)555-5766 NP
3 1702 VBM Sharpe, Gary (408)555-3412 NP 34 1733 Keefe, Joshua (408)555-5756 DEM
4 1703 Tang, Phoebe (408)555-2341 DEM 35 1734 Cuneen, Kathleen (408)555-8765 REP
5 1704 VBM Weber, Jay (408)555-3222 REP 36 1735 VBM Rodriguez, Miriam (408)555-7765 LIB
6 1705 Bozicek, Mario (408)555-1244 LIB 37 1737 VBM Hepp, Debra (408)555-6575 NP
7 1706 Driever, Lorelle (408)555-1221 NP 38 1737 Karagulian, Lisa (408)555-1666 AIP
8 1707 VBM Dayne, Robert (408)555-1112 AIP 39 1776 Santiago, Alvaro (408)555-5769 DEM
9 1708 Pierce, Denice (408)555-2221 PF
10 1709 VBM Walker, Kirk (408)555-3223 NP 40 1433 VBM Tran, Tina (408)555-7890 NP
11 1710 Kindrachuk, Orest (408)555-1423 NP 41 1433 VBM Tran, Michelle (408)555-8901 NP
12 1711 Hammoud, Selim (408)555-4421 NP 42 1434 VBM Hill, Mary (408)555-9012 DEM
13 1712 VBM Pulsifer, Anne (408)555-1222 REP 43 1434 Hill, Fred (408)555-0123 REP
14 1713 Girardot, Mark (408)555-1244 NP 44 1436 VBM Womack, Aaron (408)555-7809 NP
15 1714 VBM Menzel, Denice (408)555-4132 DEM 45 1437 Downs, Lila (408)555-0189 DEM
16 1715 Grubb, Joseph (408)555-4444 DEM 46 1438 Lippincott, Edward (408)555-1209 REP
17 1716 LaSalle, Raymond (408)555-4412 DEM 47 1438 Palombi, Gilda (408)555-3210 LIB
18 1716 Lin, Kyoko (408)555-4412 DEM 48 1440 Zoland, Jennifer (408)555-8009 NP
19 1719 Chemirovsky, Vita (408)555-2134 REP 49 1441 Iraci, Janice (408)555-7007 AIP
20 1719 Nguyen, Cindy (408)555-2343 REP 50 1442 VBM Oliver, David (408)555-6061 PF
21 1721 Quan, Terry (408)555-3633 LIB 51 1443 Balili, Jessica (408)555-8761 NP
22 1721 Jung, Lisa (408)555-3333 NP 52 1445 VBM Grabowsky, William (408)555-5671 NP
23 1722 VBM Phillips, Thomas (408)555-1441 DEM 53 1446 VBM Upshaw, Frank (408)555-5716 NP
24 1723 Isard, William (408)555-4224 REP 54 1447 VBM Phillips, Charles (408)555-5156 NP
25 1724 Rodrigues, Luis (408)555-3213 NP 55 1448 Farnett, Kathleen (408)555-1236 DEM
26 1725 Sierra, Sandra (408)555-4413 DEM 56 1449 VBM Schemrief, Kathryn (408)555-1229 DEM
27 1727 VBM Silan, Briana (408)555-3241 REP 57 1450 Flowers, William (408)555-2349 REP
28 1727 VBM Coughlin, Patrick (408)555-3144 LIB 58 1451 VBM Mullenax, Jacques (408)555-9221 NP
29 1728 VBM Papoutsis, Stephen (408)555-1111 NP 59 1452 Sandhu, Rameet (408)555-4172 DEM
30 1729 VBM Blackstone, Deborah (408)555-2111 AIP 60 1453 Situ, Ramon (408)555-4612 DEM

           N 1st St, San Jose

              N 2nd St, San Jose

TRAINING

Election Day - Opening the Polls: 
Team 2, Precinct Board Setup
Setting up the Voter Processing Table  

From the Precinct Supply Case remove the following 6 items:

__1. Voter Assistance Tool Kit
__2. Precinct Procedures 

Binder

__3. Roster Index __4. Poster/Forms Kit __5. Accessories Kit __6. Inspector's Briefcase

From the Roster Index remove the following 4 items:
__1. Quick Guide to Voters __2. Voter Turnout Tally Sheet __3. Precinct Street Indexes (Qty. 3) __4. Precinct Locator Map

__1. Provisional Ballot Envelopes __5. Secrecy Sleeves
__3. Vote by Mail 

Applications

From the Poster Forms Kit remove the following 7 items:
__2. Ballot Practice Pad __4. Voter Provisions

__7. VOTE Signs__6. Paper Voting Instructions

Remove and place all of  the following items needed on the Voter Processing Table. 
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__1. Rulers and Pens __2. I Voted Stickers __3. Blue Tape

__1. Voter Registration Forms __2. Voter Action Request Forms

Setting up the Voter Processing Table 
 

From the Accessories Kit remove the following 3 items:

From the Inspector's Briefcase remove the following 2 items:

Bring the following 3 items to the Voting Table:
__1. White Ballot Delivery Boxes __2. Orange Ballot Bags __3. Blue Ballot Bags

__3. Voter Assistance Cards

Team 2 Precinct Board Setup

Remove and place all of  the following items needed on the Voter Processing Table. 
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Setting up the Voter Processing Table  

From the White Supply Box remove 
the following 10 items:

__2. American Flag __3. Provisional Ballots __4. Voter Bill of Rights

__1. Flashlight

__5. Voting Booth Lights __6. Sample Ballot __8. Voting Machine Instructions

__9. Elections in California

__7. Permanent VBM Application

__10. Voter Information Pamphlet

Team 1 will bring you 
the following 2 items:

__1. Card Activator __2. Box of Voter Cards

Team 2 Precinct Board Setup

Remove and place all of  the following items needed on the Voter Processing Table. 
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Once you find all the materials, it is time to 
setup the four stations for Voting:

Station 4: Voter Assistance Officer

Station 3: Ballot/Voter Card Officer

Station 2: Precinct Street Index Officer

Station 1: Roster Index Officer

Language Accomodation

Any of  the items listed on the next four pages with an asterick *, will be provided in all 5 supported 
languages.  

Be sure to have these forms in ALL 5 OF THE PROVIDED LANGUAGES visible to the voters.

The ROV provides ballots and printed materials in English, Spanish, Vietnamese, Chinese and 	
Tagalog.

For more information on additional assistance provided in Hindi, Japanese, Korean and Khmer, see 
page 43.

Team 2 Precinct Board Setup

On the following 4 pages you will find a picture and diagram to setup each of  these stations.  
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Team 2 Precinct Board Setup

___1. Roster Index Binder				    ___4. Precinct Procedures Binder	

___2. Quick Guide to Processing Voters		  ___5. Precinct Inspector's Briefcase	
												          
___3. Pink Provisional Envelopes *			  ___6. Ruler and Pens
					   
	
								      

* All Languages

1
2

3

4

6

Roster Index Officer Checklist:

Station 1: Roster
Index Officer

5
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Team 2 Precinct Board Setup

___1. Precinct Street Index				    ___4.	Sample Ballots and			 
	 (labeled 7am - 11am) 					     Pamphlets County and State *	
					   
___2. Ruler and Pens					     ___5.	Vote by Mail Applications *		
														            
___3. Voter Turnout Tally Sheet	

* All Languages

1

2
3

4

Street Index Officer Checklist:

Station 2: Precinct
Street Index Officer

4 5



37
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters

Team 2 Precinct Board Setup

___1. Card Activator					     ___3. Paper Ballots from White Ballot 	
	 (plugged in and turned on)				    Delivery Boxes *	
									         (all languages and all parties 		
									          on table - ballot #1 on top)		
									       
___2. Box of Voter Cards				    ___4. Secrecy Sleeves				  
						    
						    

* All Languages								      

Ballot/Voter Card Officer Checklist:

1

2

3

4

Station 3: Ballot/
Voter Card Officer
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Team 2 Precinct Board Setup

___1.	Voter Assistance Tools	(Qty. 3)		  		  	 				  
		
___2. Locator Map				    ___10. Ballot Practice Pads *			 
					   
___3. Voter Bill of Rights *			   ___11. Paper Voting Instructions *			 
							     
___4. Voter Assistance Cards			  ___12. Voting Machine Instructions
					   
___5. "I Voted" Stickers			   ___13. Elections in California Form		
			 
___6. Blue Tape 					     ___14. Voter Provisions		

___7. Pens						      ___15. Orange Ballot Bags (sealed)

___8. VARF Forms *				    ___16. Blue Ballot Bags (sealed)
		  							       			 
___9. Voter Registration Forms *

Voter Assistance Officer Checklist:

Station 4: Voter 
Assistance Officer

1
1

12

3

5
8

4

6

79
10

11

1213

14
15 16

* All Languages
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Setting up outside 
the Polling Place

Voting
Room 

4

4

44
4

4

1

2

2

2

2

2

1. ADA Parking Spot is clearly marked in example above or can be created with cones below.

3

2. Path of  travel to and through the voting room does not contain steps, 	
and is free and clear of  debris and clutter.

3. Entrances are at least 36" in width and handles are easily opened with 	
closed fist and not excessively heavy. (If  no, prop open.)

4. All approaches and doorways to the polling place should contain 		
polling place or voting signage with an arrow indicating 	the correct path 
of  travel.  Consider putting up signage at the nearest cross streets if  poll-
ing place is difficult to find.  

5. The new Curbside Stand contains information regarding curbside vot-
ing, and should be placed outside the polling place close to the curb.

If  you have questions regarding the outdoor setup of  the polling place, please con-
tact 1-408-299-POLL (7655) and our office staff  will assist you.

3

Team 2 Precinct Board Setup

5
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Outdoor Voting Signs Team 2 Precinct Board Setup

Large Polling Place Vote Here sign (1).  
Put at main entrance to Polling Place.  

Small "A Frame" 
plastic Voting signs 

ADA alternate entrance 
or path of  travel sign.

Small paper Vote signs (20) for use 
around the Polling Place. 

All Election Supplies include basic signs designed to identify or direct Voters to the polling place location.  
Other signs may be related to ADA parking or path of  travel.  You may be given a sign written in Braille to 
post at the entrance of  the Voting Room to identify the room to a visually impaired Voter.  

When setting up signs outside the polling place, try to imagine yourself  visiting the polling place for the 
first time.  Place signs in locations that will most help the Voters find the  polling place.  If  the polling place 
is at a hard to find location off  the beaten path, consider placing signs at nearby streets or landmarks to 
direct Voters to your location.  Also place signs along path of  travel from different approaches to polling 
place.

Here are some of the signs we use on Election Day:

ADA parking space sign Braille location sign Curbside 
Stand
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Voting

Polls Open

(7:00 AM)
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Election Officer Duties

3. Ballot/Voter Card Officer: The third person 
at the processing table, the Ballot Voter Card 
Officer, is tasked with maintaining the paper 
ballots as well as activating Voter Cards for 
electronic voting. Duties include:
•	 Listening to Roster Index Officer to determine 

the correct language and party ballot needed 
for each voter.

•	 Issuing a paper ballot along with a Secrecy 
Sleeve to each voter unless voting provisional 
or electronic.

•	 Operating Card Activator (for electronic 
voting, see pages 56-61).

•	 Issuing new ballots to voters that have spoiled 
their original ballot, see page 55.

•	 Instructing voters to tear off  ballot stub before 
placing voted ballot in ballot bag.

4. Voter Assistance Officer: The last person at 
the processing table, the Voter Assistance Officer, 
provides general assistance throughout Election 
Day. Duties include:
•	 Assisting voters on how to mark paper ballots 

or using the Electronic Voting Machine.
•	 Maintaining "voter flow," making sure long 

lines do not form.
•	 Making sure Vote by Mail drop-off  voters are 

not waiting in line (these voters may skip to the 
end of  the processing table and drop ballots in 
Blue Ballot Bag).

•	 Checking all Vote by Mail/Mail Ballot Precinct 
Envelopes for signature(s), date and residence.

•	 Checking Provisional Envelopes to make sure 
voter and Election Officers have completed 
appropriate information.

•	 Checking all paper ballots before they are cast 
to make sure voters have removed stubs.

•	 Performing duties from security checklist, page 
65.

1. Roster Index Officer: The first person at the 
processing table, the Roster Index Officer, maintains 
control of  the Roster Index and should be the most 
experienced Election Officer. Duties include:
•	 Greeting voters, asking their names and finding 

them in the Roster Index.
•	 Helping to determine (with Precinct Inspector) 

how to process each voter using the yellow 
Quick Guide to Processing Voters on page 50.

•	 Filling out and providing Provisional Ballot 
Envelopes to voters as required.

•	 Making sure every voter provided a ballot from 
the Voting Precinct signs the Roster Index.

•	 Making sure Election Officers do not use 
adhesives, markers, high - lighters or any 
unnecessary markings on the Roster Index.

•	 Contacting 1 (408) 299-POLL (7655) with any 
questions or confusion about voting procedures.   

2. Precinct Street Index Officer: The second 
person at the processing table, the Precinct Street 
Index Officer, maintains control over the Precinct 
Street Indexes. Duties include:
•	 Locating voters in Precinct Street Indexes (voters 

listed by address, not name. Listen for address from 
voter or get address from Roster Index Officer).

•	 Crossing out voter's address and name with blue 
or black ink and ruler.

•	 Replacing Precinct Street Indexes at appropriate 
times. 

•	 From 7AM - 11AM use Index marked 7AM 
- 11AM. At 11AM post this one and begin to 
use the Index marked 11AM - 3PM. Repeat this 
process with the three different Indexes until 
6PM, at which point all 3 Indexes will be posted. 
Assist the other Election Officers as needed. 

•	 Marking the Voter Turnout Tally Sheet each 
time a voter signs the Roster Index. 
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Printed Ballot Languages 
Santa Clara County provides ballots and sample ballots in the following languages:

	 1. English/Spanish (default ballot) 		 2. English/Vietnamese

	 3. English/Chinese				    4. English/Tagalog

Preferred Language Voters

Language Assistance

•	 Voters may change their preferred language on a Voter's Action Request Form, or VARF (See page 

97), found in the Precinct Inspector's Breifcase.   

•	 We provide each precinct with VARF's in all 5 supported languages, as well as other supporting 

New Languages
According to the 2010 U.S. Census data, in accordance with State Law, Santa Clara County will 

provide additional bilingual language assistance in the following languages: 

	 1. Hindi					     2. Japanese

	 3. Korean					     4. Khmer

For the June 7, 2016 Presidential Primary Election, and for the languages listed above, Santa Clara 

County will providing the following support: 

•	 Bilingual Election Officers in targeted polling places.

•	 Bilingual ballot facsimiles

•	 Bilingual Telephone Assistance for Voters

Please see the back of  this manual for a listing of  Bilingual language support contact numbers.

•	 Bilingual Election 

Officers wear name 

badges indicating 

which language they 

speak.

•	 Always be considerate 

of  the extra time it may 

take voters who do not 

speak English as a first 

language.

documents including 

Registration Forms and 

Voter Assistance Cards, 

the form at right. 
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Top Two Candidates Open Primary Act
In 2010, California voters passed the Top Two Candidates Open Primary Act.

Although this Act does not affect the U.S. President and County Central Committee races, it brought major 
changes to our Election process:

Open Primary
•	 State and Federal elections are now "Open", meaning voters can vote for candidates from any 

political party.

Top Two Candidates
•	 The top two candidates who receive the most votes during the Primary Election, move on to the 

General Election ballot, regardless of  party.  

The following races are affected by the Top Two Candidates Open Primary Act:

Governor				    Treasurer					     State Senator
Lt. Governor				    Attorney General				    State Assemmbly
Secretary of  State			   Insurance Commissioner			   U.S. Senator
Controller				    Board of  Equalization			   U.S. Representative

REMINDER: The Top Two Candidates Open Primary Act does not affect the U.S. President and 
County Central Committee races.  

Be ready to answer any voter's questions or concerns regarding the Top Two Candidates Open Primary Act, as some 
voters may wonder why they see candidates from another party on their ballot.  Call (408) 299-POLL (7655) for 
further questions.  

Presidential Primary Voting

During a Presidential Primary, voters are given a political party ballot containing the Presidential 
candidates and County Central Committee candidates from their chosen party.  

For this Election, there are six qualified parties:

•	 American Independent 	 (AI)
•	 Democratic		  (DEM)
•	 Green			   (GRN)
•	 Libertarian		  (LIB)
•	 Peace and Freedom	 (PF)
•	 Republican		  (REP)

No Party Preference voters, are given a Nonpartisan (NP) ballot, unless they request a "Crossover 
Ballot" (see page 49).
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Reading and Understanding the Roster Index

A. NUM: Each voter listed will have a 
corresponding number next to his or her name. 
For ROV use only.

B. NAME: Voters' names, listed alphabetically. 
Be sure to mark an "X" in the box next to each 
voter's name as he or she signs the Roster Index.  
Voter's names with a line drawn through them 
are Vote By Mail voters.

I. AFFNUM: For ROV use only.

C. PV: For Provisional voting. Mark an "X" in 
this column if  the voter is voting Provisionally.

D. LANG: Language column. Issue ballots 
in correct language to voters according to this 
column. T Tagalog, S Spanish, V Vietnamese, C 
Chinese, E English. 

F. PARTY: The political party the voter has 
chosen to join when they registered to vote.

H. SIGNATURE: Have each voter sign his or 
her full name in this column.

J. TOTAL SIGNATURES: At the end of  the 
night when Team 2 is counting the signatures in 
the Roster Index, record the total from each page 
in this box. Then tally all of  the boxes together 
using the Signature count form at the back of  the 
Roster Index.

A B C D E F G H I

E. CROSSOVER: No Party Preference voters 
choosing to vote American Independent, 
Democratic or Libertarian, should be checked 
off  in this column.  

G. RESIDENCE OF VOTER: Have each voter 
write his or her street address in this column.  
Also, you will find gray printed information 
about the status of  the voter in this column. 
(See next page)  

J
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Voter Status 

In the Roster Index, you will find important voter status information printed inside the Reisdence of  
Voter column.  



Voter status messages help us to correctly process voters.  If  one of  the following messages is marked 
next to a voter's name, please review the appropriate information below to process that voter. 

 	 Vote By Mail
	 Vote By Mail voters are also noted by a line through their names. Voter has received 		
	 full ballot set at home. To vote standard in polling place, voter must  				  
	 surrender full ballot set.  If not, process Provisionally.  (See page 54 for more details). 	

	 Early Voter
	 Voter has already voted at the ROV office or an Early Voting Center.  If voter insists 			 
	 on voting again, process Provisionally. 
		
	 ID Required
	 All first time federal voters will be required to show an ID to vote a standard ballot. Valid 	
	 ID's are listed on the back of  the Provisional Ballot Envelope.  If  voter does not have a valid 	
	 ID, process Provisionally.
	
	 (Remember: DO NOT ask for I.D. from voters on Election Day.  If they offer an I.D. 		
	 return 	it to them saying: "Thank you, but an I.D. is not necessary. " )

	 State Pending
	 A State Pending voter has not yet had their California Voter Registration cleared by the 		
	 California Secretary of  State's Office.  State Pending voters always vote Provisionally.  

A

E

B

C

D

A

B

C

D
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	 Inactive Voter/Fail Safe Voting	
	 An "inactive voter" is one who has not cast a ballot in two consecutive federal elections, or 	 	
	 failed to return repeated mailed post cards from election officials seeking to verify the voters' 	
	 address. This indicates the voter may have moved.  Any registered voter who moves to 		
	 a differ	ent precinct within the same county must be allowed to vote, even though he/she has 	
	 not previously notified the Registrar of  Voters office of  the move. This provision is 			 
	 referred to as "Fail- Safe Voting". 
	
	 Inactive Voter still living in voting precinct
	 Ask if  the voter still lives in the precinct.  If  yes, process as a standard voter

	 Inactive Voter that has moved within the same County
	 If  the voter moved within the same County within 15 days of  Election Day, they should be 		
	 directed to vote at their previous polling place.  
	
	 If  the voter moved within the same County more than 15 days before Election Day and did 	
	 not reregister, find and direct them to their new polling place, where they should fill out a 	
	 VARF (Voter Action Request Form), and vote Provisional.

 	 Other Voting Scenarios

	 Voter that has moved outside of Santa Clara County.
	 If  the voter moved to another County outside of  Santa Clara County, they cannot vote in 		
	 Santa Clara County.  They must vote in their new County.  Give them a registration form.

	 Voter that has moved to Santa Clara County from another County.
	 If  the voter moved to Santa Clara County from another County and did not reregister, they 		
	 cannot vote in Santa Clara County.  Give them a registration form.  

	 Voter's name is not found in the Roster Index
	 Always make sure to check the Supplemental Roster pages first.  If  you do not find it there, 		
	 help the voter find their polling place by using the Precinct Cell Phone to call the Voter 		
	 Registraton Division at 1 (408) 299-VOTE (8683)

	 If  a voter insists on voting out of  their own precinct, 
	 allow them to vote with a Provisional Ballot.

Voter Status

E
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Issuing Paper Ballots
For the June 7, 2016 Primary Election, multiple Ballot cards will be printed on pads for English/Spanish, 
English/Vietnamese, English/Chinese and English/Tagalog Ballots.  There are eight choices for Party 
ballot type for this Election:  American Independent, Democratic, Green, Libertarian, Peace and 
Freedom, Republican, Nonpartisan and Nonpartisan Democratic.  One pad of  ballots for each language 
and Party should be displayed on the voting table.  Voters should be given the correct language and party 
ballot according to the information contained in the Roster Index.  

Always issue ballot cards to Voters starting with ballot card number 000001, found on the top right corner 
of  the pad.  Continue issuing ballot cards by removing the next ballot card number (000002) from the pad.  
Do not tear off  any extra ballots until the voter has signed the Roster Index and is ready to receive them. 

Ballot Number (begin with #000001)

Quantity Number (only used for closing)

Also on the top right hand corner of  the Ballot card, you will see that we have 
added a new line reading: "Quantity:" followed by a number.  The "Quantity" 
number has been added to make your closing count of  the unused Ballot cards 
easier and quicker.  We will talk about this more in the Closing procedures.  

Processing  Standard Paper Voters

ROSTER INDEX OFFICER
•	 Voter signs and writes address 

next to name in Roster Index.
•	 Mark "X" in box by voter's name.
•	 Read voter address to Pct. Street 

Index Officer., and language and 
party to Ballot Card Officer.

VOTER ENTERS,
Gives name to Roster Index 

Officer, NAME FOUND  

PCT. STREET INDEX OFFICER
•	 Find voter's address in Precinct 

Street Index, cross address off 
using blue or black pen & ruler.

•	 Mark Voter Tally Sheet

BALLOT/VOTER CARD 
OFFICER

•	 Locate correct language and 
party ballot set.

•	 Issue lowest ballot number from 
top of ballot set (unless voter 
requests electronic) with secrecy 
sleeve if not voting provisional. 

VOTER ASSISTANCE OFFICER
•	 May demonstrate how to mark 

paper ballots using practice pads 
or sample ballots.

•	 After voter is done marking 
ballot(s), voter brings ballot set 
to Voter Assistance Officer, who 
casts ballots into Orange Ballot 
Bag. Issues "I Voted" sticker.









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Crossover Voting

Crossover voters are No Party Preference (NP) voters who make a request to cast a vote on a party 

specific ballot. Each political party chooses to allow or not allow crossover voting.  

For this election, the following parties have chosen to allow crossover voting:

•	 American Independent
•	 Democratic
•	 Libertarian

						    

This chart will 

be issued to all 

polling places in 

the County.  The 

Ballot/Voter 

Card Officer 

should use it when 

issuing paper and 

electronic ballots 

to the voters.

Processing a Crossover Voter  (See "Reading the Roster Index" on page 45)

___1. 	 A No Party Preference voter will need to request a crossover ballot from the 
	 Roster Index Officer. (Do not offer them a crossover ballot if  they do not ask).  
___2. 	 Verify that the voter is a No Party Preference (NP) registered voter.
___3. 	 After the voter signs their name and writes their address in the appropriate row of  			 
	 the Roster Index, the Roster Index Officer must check the box next to the party the voter		
	 wishes to crossover to in the "CROSSOVER" column.  
___4. 	 The Roster Index Officer should discreetly inform the Ballot/Vote Card Officer which 		
	 crossover ballot to issue the voter.
___5. 	 A crossover Democratic voter will receive a specially marked crossover ballot marked 		
	 "Nonpartisan Democratic".
___6. 	 A crossover American Independent or Libertarian voter will receive a standard 			 
	 American Independent Party or Libertarian ballot.
___7. 	 Ballot/Voter Card Officer issues appropriate ballot.

Party Preference Chart
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Quick Guide to Processing Voters

Making sure that all voters get the right information and materials needed to correctly cast their vote 
is one of  the most difficult yet critical parts of  working as an Election Officer.  The Quick Guide to 
Processing Voters is a great tool added to the Roster Index Officer station that will help all Election 
Officers correctly identify and process most voters who arrive with a vatiety of  requests and issues.  
You will be referencing this voter guide as a part of  your training class and on Election Day.  This 
laminated chart will be found in the Roster Index and will be placed on the voting table at the Roster 
Index Officer station as a part of  the Team 2 Precinct Board setup. 

Reminder:  Although the Quick Guide to Processing Voters is a great tool to help you on Election Day, it is 
not designed to answer all questions.  If  you have any questions regarding how to process any voter, please 

remember to call 1 (408) 299.POLL (7655) and our office staff  will help you.  
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Provisional Voting

Provisional voting is used by the ROV office to verify a voter's identity and/or status.  Provisional voters 
must first complete the pink Provisional envelope (with at least their name, address and signature) - 
then place completed ballots inside. The ROV office will review every Provisional Vote to determine the 
voter's status after the election.

Here are the primary reasons voters vote Provisionally:
1.	 Listed in Roster Index as "Vote by Mail," but has no ballots to surrender.
2.	 Name not found in Roster Index or Supplemental Index.
3.	 Mail Ballot Precinct voter with no ballots.
4.	 Voter presents a State Pending Voter letter (All State Pending Voters are provisional).
5.	 Voter listed as an "Inactive Voter" and they tell you they have moved outside of  precinct more than 

15 days before Election Day. 

Provisional Voting Procedures Checklist
Determining a Provisional voter is primarily the responsibility of  
the Precinct Inspector and the Roster Index Officer. 

After the Precinct Inspector has determined the voter to be Provisional:
___1. 	 Instruct the voter to sign their name and write their address in the Roster Index. Be sure to mark 	
	 an "X" in the PV column next to voter's name.

•	 If  the voter is listed in the Roster Index, have them sign their name and write their 			 
address in the row next to their name.

•	 If  the voter is not listed, have them print their name as well as sign it, then write address 		
on the Blank Signature page in the back of  the Roster Index.

•	 Regardless, all Provisional voters must sign the Roster Index somewhere.
___2. 	 Then take a blank Provisional envelope and in the top section, Voted Ballot Information, write 	
	 down the Precinct number, whether the voter is paper or electronic, and the Party Voted 		
	 (For Provisional electronic voting, see page 59. However make sure they still complete the envelope). 
___3. 	 Check off  the reason why you made that voter Provisional in the section "Reason for Provisional 	
	 Ballot," directly on the envelope. If  the reason is not listed, tell us the reason in the bottom section, 	
	 "Other/Comments."
___4. 	 Issue Provisional envelope and receipt to the voter. Instruct them to complete the section, "Voter's 	
	 Declaration," (The more information they provide the easier it is to verify their ballot). Instruct the voter 	
	 to return to the Voter Processing Table to receive ballots upon completing the envelope.
___5. 	 After voter completes envelope, the Ballot/Voter Card Officer should issue the correct language 	
	 and party ballot to the voter 	and instruct them to place the ballot inside envelope upon completion. 	
	 Instruct voter to seal the envelope and bring to Voter Assistance Officer waiting behind the Blue 	
	 Ballot Bag. Do not issue a Secrecy Sleeve.
___6. 	 Once returned, Voter Assistance Officer should ask to see each Provisional envelope to ensure that 	
	 all sections have been completed.  Tear off  the stub, or "Provisional Voter Receipt," from the back 	
	 of  the Provisional envelope.
___7. 	 Issue "I Voted" sticker.
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Completing A Provisional Ballot Envelope

A. Voted Ballot Information:  To be completed by an Election Officer.  In this section record the 	
precinct # and whether the voter is voting paper or electronic.  If  electronic, record the Electronic-
Card Activator I.D. #.  Also, write the name of  the Party Voted.

B. Reason for Provisional Ballot:  To be completed by an Election Officer.  Determine the reason the 
voter must vote Provisionally, and "X" the box that applies.  If  you do not find the reason, tell us why 
you made the voter Provisional in the "Other/Comments" section below. 

C. Voter's Declaration:  To be completed by the voter.  Voter must provide printed name, signature 
and address.  However, the more information provided, the better likelihood that vote is validated.  

D. Provisional Voter's Receipt:  The one 
letter and six digit envelope ID # on the 
back flap provides a language preference 
and reference number for the voter.  Tear off  
the flap and give it to the voter.  Instruct the 
voter that they can contact our office 28 days 
after Election Day to find out if  their Provi-
sional Ballot was counted.

E. Voter Registration or VARF Pocket:
If  a Provisional voter fills out a Voter Reg-
istration Form or a Voter Action Request 
form (VARF), you should place them in the 
pocket on the back of  the Provisional enve-
lope.  

A


B C

D

E



53
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters

Vote by Mail & Mail Ballot Drop-off

Vote by Mail/Mail Ballot Drop-Off: In Santa Clara County there are two kinds of  voters that 
vote through mail. The most common are Vote by Mail (VBM) voters. These voters have opted to vote 
through the mail.

The other are Mail Ballot Precinct (MB) voters. These are voters who live in a precinct with under 250 
registered voters, and therefore have no polling place.  They must vote through the mail.

Each type of  voter, VBM and MB, receive a sample ballot and a ballot by mail. The only difference 
is the color of  the envelope. Vote by Mail receive blue envelopes and Mail Ballot receive green. Both 
of  these voters may drop off  their ballots, sealed in their envelope, at any polling place in the County.  
VBM and MB envelopes are now postage paid and will be accepted as long as they are postmarked 
by 8:00 p.m. on Election Day and received in our office within three days after the Election.  If  the 
voter has not, or thinks they have not signed their envelope, give them an Unsigned Ballot Statement 
found in the Precinct Inspector Briefcase.  (See page 62 for full details.)

Dropping off for another voter: A voter may drop-off  another voter's 
mail ballot.  If  a voter states they are dropping off  a ballot that is not their own, 
or if  someone comes in with multiple green or blue envelopes:

___1. 	 Check that the voter (not carrier) has signed their name and written their address and date 	
	 on the back of  the envelope, as in the image above.
___2. 	 Then make sure the authorization box on the right of  the envelope is completed by both the 	
	 voter and carrier, see image below.  
___3. 	 If  the authorization box cannot be completed, write "No authorized signature" on the back 	
	 of  the envelope and cast into the Blue Ballot Bag.

Vote by Mail - Blue

Mail Ballot - Green

___3. 	 Election Officer or voter drops sealed envelope into Blue Ballot Bag. 
___4. 	 Hand Voter "I Voted" sticker if  they would like. 

Drop-Off: If  a voter just wants to drop off, have them go directly to the 
Blue Ballot Bag. Make sure "Drop-Off" voters don't wait in line, 
they can go directly to the Voter Assistance Officer. 
They do not sign the Roster Index.

Ask the voter for the envelope:
___1. 	 Voter Assistance Officer inspects the back of  	
	 the envelope to ensure the voter has signed, 	
	 printed their address and written the date, 		
	 see image at right. If  not completed, hand the 	
	 envelope back to the voter and instruct them to 	
	 complete the information.	
___2. 	 Ensure the envelope is sealed. 	
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In-Precinct Voting Scenarios for VBM/MB Voters

Vote by Mail (Blue envelope) Mail Ballot Precinct (Green envelope)
Voter would like to vote at their own precinct.
•	 Voter must Surrender all ballots.
•	 Election Officer writes "surrendered" on all 

ballots, places ballots into blue envelope, then 
writes "surrendered" on blue envelope. Places 
blue envelope in envelope #4.

•	 Process voter normally, page 48.

Voter would like to vote at a polling place.
•	 Regardless if  this voter surrenders their ballots, 

a Mail Ballot Precinct Voter must either vote 
through the mail, Provisionally at any polling 
or regularly at the ROV.

•	 There is no polling place that contains a Roster 
Index with these voters' names.

Voter would like to vote at their own precinct 
without surrendering.
•	 Process voter Provisionally, page 51 & 52.

Voter made a mistake or misplaced their ballots.
•	 Surrenders all ballots and envelope, if  possible.
•	 Votes Provisionally.

Voter would like to vote out of precinct.
•	 Since voter is out of  precinct, their name will 

not be found in Roster Index. First offer to help 
the voter find their polling place. 

•	 If  voter insists on voting in precinct, process 
Provisionally. (Note. Even if  a Vote by Mail 
surrenders their ballots, they must still vote 
Provisionally if  their name is not listed in the 
Roster Index).

Voter would like to vote an electronic ballot.
•	 Surrenders all ballots and envelope, if  possible. 
•	 Votes Provisionally on the Electronic Voting 

Machine. 

Voter Requests an Unsigned Ballot Statement, (see page 62), believes they forgot to sign their 
VBM or MB Envelope, or needs a postage paid envelope for their Statement or Ballot.

Blank Unsigned Ballot Statements in all supported languages are located in the Precinct Inspector's 
Briefcase.  Postage paid blue and green envelopes are available if  needed for Unsigned Ballot Statement 

(small blue envelope), VBM ballots (large blue envelope) and MB ballots (large green envelopes).  

If  Vote by Mail or Mail Ballot Precinct voters want to vote at a polling place, you must process 
them accordingly. Review the chart below to familiarize yourself  with these procedures.

VBM/MB In-Precinct Voting Scenarios



55
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters

Spoiled Ballots Procedures

Spoiled Ballots Checklist

___1. 	 If  the voter was originally issued 
	 A, B and C ballot cards, and made a mistake 	
	 on only one of  the ballot cards, ask the voter 	
	 to return to you the one ballot card with the 	
	 mistake.   
___2. 	 Ask them to keep the other two ballot cards.  	
	 Never replace the entire set unless the voter has 	
	 made a mistake on all ballot cards.
___3. 	Write "Spoiled" across the returned card, make 	
	 a note of  whether it was the A, B or C ballot 	
	 card, and place into Envelope 4.
___4. 	 Tear off  a new complete A, B and C ballot set 	
	 and give the voter the same ballot card that was 	
	 spoiled.
___5. 	 Take the other two ballot cards and write 		
	 "Spoiled" across them and place them into 	
	 Envelope 4.
___6.	 The voter may now fill out the new ballot card 	
	 again.

Reminder: When you replace a voter's spoiled card, 
you should always have a full set of  ballot cards that are 
"Spoiled" and placed into Envelope 4.

Surrendered ballots 
are always supplied 
through the mail to 
voters

Spoiled
Versus

Surrendered 
Ballots

Spoiled ballots are 
always supplied 

by the Polling 
Place to voters

If  a voter made a mistake on a ballot card, or requests another ballot card for any reason, we can "Spoil" 
the old ballot card, and issue them a new card.  A voter can spoil up to three voter cards. If  a voter should 
spoil a ballot twice and ask for a third ballot, you should inform them that this is the last ballot card you 
can issue to them, and also ask them if  they should need any assistance. Ballots for this Election will 
contain multiple (possibly A, B and C) ballot cards.  The cards will be part of  one full ballot set.  
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Electronic Voting

General Rules for Electronic Voting:

•	 All Electronic Voters must sign the Roster Index

•	 If  a voter is not listed in the Roster Index, have them fill out the Blank Signature Page in the 		

back of  the Roster Index.  Voters not found in the Roster Index will be voting Provisional.

•	 Before signing, be sure to mark the small box next to each voter's name with an "X".

•	 For Provisional voters, mark the "PV" Column with an "X" next to the voter's name as well.

Activating Party Ballots for Electronic Voting

When a voter chooses to vote an Electronic ballot, it is important that we activate their ballot with 
the correct party name.  For this Election, there are eight choices for ballots located on the front of  
the Card Activator.  They are: American Independent, Democratic, Green, Libertarian, Peace and 

Freedom, Nonpartisan, and Nonpartisan Democratic.  

Each particular electronic voter must be processed in their own way. Please review the next few pages 

to familiarize yourself  with the procedures for processing each type of  voter.

Federal law requires all polling places come equipped 

with at least one accessible Voting Machine. Any voter 

may choose to cast an electronic ballot, however please 

remember, we only provide one Voting Machine per 

precinct -  so assume voters would like paper ballots. 

If  they ask to vote electronically, process them 

accordingly. 

There are three methods of Electronic Voting:

1.	 Standard electronic voting. Someone who is simply voting a standard electronic ballot.

2.	 Provisional electronic voting. Be sure to complete a pink Provisional envelope before issuing a 

Voter Card to these voters. 

3.  Audio electronic voting. These are voters who 	

     require the use of  the Audio Voting Unit to make                	

     selections. 

Audio 
Voting 
Unit
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Please   Insert   Voter   Card

Standard Electronic Voting Instructions
___1. 	 Insert a Voter Card into the Card Activator, arrow down, until it clicks and locks.

___2. 	 Card Activator will read: "Enter Ballot Code"  Press the number next to the voter's 

	 party type as indicated by the Roster Index (See graphic below).  

___3.	 After party selection is made, screen will display the Party selected.  If  correct, press the 		

	 "YES" button. 

___4. 	 Screen will then read: "Activate this card?"   Press the "YES" button again. 	 	 	

___5.	 Card Activator will finalize settings to Voter Card and eject.

___6. 	 Hand Voter Card to voter.

___7. 	 Voter will insert Voter Card into yellow card slot of  voting machine, located directly below the 	

	 screen to the left.  The electronic ballot will appear automatically.

___8. 	 Ask the voter to return the Voter Card to the Voter Assistance 

	 Officer upon completion of  electronic ballot.

___9. 	 Give the voter an "I Voted" sticker.

Card Activator

Electronic Voting

Libertarian (LIB)

Green (GRN)

American Independent (AI)

Republican (REP)

Democratic (DEM) Peace and Freedom (PF)

Nonpartisan (NP)

Nonpartisan Democratic 
(NPD)
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Provisional Electronic Voting Instructions

___1. 	 The Roster Index Officer records the Precinct Number 							     

	 and Party Voted on the Provisional Envelope.

___2. 	 The Roster Index Officer records the Reason for 

	 Provisional Ballot on left hand side of  the form 		

___3. 	 The Roster Index Officer hands Provisional envelope to voter and instructs them to fill out 		
	 section marked, Voter's Declaration. Instruct voter to return to Ballot/Voter Card Officer to 	
	 receive Voter Card after marking envelope.

___4. 	 Ballot/Voter Card Officer should insert a Voter Card into the Card Activator, arrow down, until 	

	 it clicks and locks.

___5. 	 Card Activator will read: "Enter Ballot Code"  Press the number next to the voter's party type 	

	 as indicated by the Roster Index (See Card Activator graphic on page 58). 

___6. 	 After party selection is made, screen will display the name of  the Party selected.  If  correct, 		

	 press the "YES" button. 

___7. 	 Screen will then read: "Activate this card?"    

___8. 	 Press button marked "0", PROVISIONAL.

___9. 	 New screen message will read: "Provisional Voter?" Press "YES".

___10. New screen message will read: "Copy I.D. and Press Enter..."  The I.D. given will begin 		

	 with one letter and then a series of  numbers.  Example: A01001-004.

___11. Record this number onto the pink Provisional envelope at the top next to "Electronic-Card 	 	

	 Activator ID #".  Mark the box as well indicating an electronic voter on the PV envelope.

___12. Press "ENTER".  Card ejects.

___13. Hand Voter Card back to voter and instruct them to insert card into the machine in the yellow 	

	 slot just below the screen.  Voting menu will appear automatically.

___14. When voter is done, have them remove and keep the Provisional receipt and return Voter Card 	

	 and Provisional envelope to Voter Assistance Officer. 

___15. Voter Assistance Officer should remind voter that they can use the information on the receipt 	

	 to contact our office 28 days after Election Day to determine whether their Provisional Ballot 	

	 counted. 

___15. Voter Assistance Officer will place Provisional envelope into Blue Ballot Bag, and hand out 		

	 an "I Voted" sticker.

Electronic Voting
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Audio Voting/Large Text

Processing an Audio Voter
___1. 	 Insert a Voter Card into the Card Activator.

___2. 	 Card Activator will read: "Enter Ballot Code"  Enter the voter's party type.

___3.	 After party selection is made, screen will display the Party selected.  If  correct, press the 		

	 "YES" button. 	  	

___4.	 After party selection is made, screen will read, "Activate this card?"

___5. 	 Press "Menu" followed by "4" for Audio.

___6. 	 Once Voter Card ejects, hand to the voter.

___7. 	 Inspect the Audio Unit and headphones to ensure unit is plugged in properly to Voting Machine.

___8. 	 Confirm volume is set to medium, and green light is lit at the bottom of  the unit.

___9. 	 Offer Audio voter a chair.

___10. Place Audio Unit and headphones in voter's right hand facing in the correct direction.

___11. Voter inserts Voter Card into the Voting Machine and begins voting.

___12.	Voter returns Voter Card when finished voting.

Processing a Provisional Audio Voter

___1. 	 If you have a Provisional voter who requests an Audio ballot, please call 

	 1-408-299-POLL (7655) immediately for assistance.

Anyone may ask to vote using the Audio feature of  the Voting Machine.   Audio Voting can take 
several minutes to complete, please be patient when waiting for the voter to finish. 

If you need assistance to help process an Audio Voter, please call 1-408-299-POLL 
(7655) immediately, and we will provide support and guidance.  

Enabling Large Text on Touchscreen

		
A voter may also use the 
magnifying sheet found in the 
Voter Assistance Kit.

___1. 	 Insert Voter Card into the voting machine.		

___2. 	 Select language.					   

___3. 	 On the bottom center of  the screen press: 				  

	 ABCgABC.		

___4. 	 Use the scroll bars on the right and bottom of  the 		

	 screen to navigate through the voting process.

___5. 	 To revert back to the standard font size, 				  

	 navigate to the bottom of  the screen and press:			 

	 ABCgABC once again or finish voting. 
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Correcting a Voter Card Activation: 

•	 If  a mistake is made when activating a Voter Card, simply press the "Eject" button on the Card 

Activator, the Voter Card will automatically eject.

•	 Insert the Voter Card back into the Card Activator to re-start the activation process. Using a 

new Voter Card is not necessary. 

Electronic Voting Troubleshooting

Verifying Voter Card Status 
You may go back and check the status of  a Voter Card after it has been activated. 

Doing so will allow you to:

•	 Check the time the card was activated.

•	 Determine the Party Ballot Code activation.

•	 Determine if  it was activated as a standard or Provisional ballot.

•	 Retrieve the Electronic Card Activator ID # (for Provisional only).

Simply follow these steps:

___1. 	 Insert card into Card Activator, arrow down.

___2. 	 The screen message will read, "Enter Ballot Code?" DO NOT enter code.

___3. 	 Press the button marked "Status" on the Card Activator. 

	 One of  two messages will then appear:

	

"Voted 10:23   SN: 12345 BC-1"   	 (Time, Voting Machine Serial Number and Party Ballot Code)

		  OR...

"Activated 10:15 SN: 8472 BC-1"    	 (Time, Voting Machine Serial Number and Party Ballot Code)

"Voted" implies the card has been used to cast a vote. If  a voter claims the card did not work, 

yet it shows "Voted" as the status, that voter may not vote again regularly. Their only option is 

Provisional.  Voter must also sign the Roster Index again because they have received two ballots.  

"Activated" implies the card was activated properly but has not been used to cast a vote. You may 

activate this voter a new card, or re-activate the old card. 
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Unsigned Ballot Statement

The Unsigned Ballot Statement is a new form, sent by mail, in a postage paid, return blue envelope, to 
any voter who did not sign their Vote by Mail or Mail Ballot, before returning it to the Registrar of  Voters 
Offices.  Those voters are asked to fill out, sign and return the Statement to our office, within 8 days after 
Election Day (June 15, 2016).  The completed Statement, with a valid signature, will be matched with the 
unsigned VBM or MB, and allow the ballot to be counted.

The Unsigned Ballot Statement may also be requested by anyone who thinks they or someone they know 
may have turned in a VBM ot MB without a signature.  On Election Day, you may encounter voters who 
request a Statement, or perhaps bring a Statement with them to your voting precinct.  

Unsigned Ballot Statement Guidelines

___1.	 If  a voter shows up with an Unsigned Ballot 	
	 Statement, with or without a blue postage paid 	
	 envelope, take the form and place it into 		
	 the Blue Ballot Bag.

___2. 	 The voting precinct has a supply of  five 		
	 Unsigned Ballot Statements for each of  the 	
	 supported languages (English/Spanish, 		
	 English/Chinese, English/Vietnamese 		
	 and English/Tagalog).  They are located in 	
	 the Precinct Inspector's Briefcase. 

___3. 	 Always provide an Unsigned Ballot Statement 	
	 to any individual who requests one.

___4. 	 Five postage paid blue envelopes will also be 	
	 located in the Precinct Inspector's Briefcase 	
	 for use in the case that anyone requesting a 	
	 Statement cannot complete the form and turn it 	
	 in at the voting precinct. 
 
___5. 	 Remind anyone taking the Statement with them 	
	 that they have until June 15 to get the form 	
	 back to our office.

___6. 	 Contact your Field Inspector for additional 	
	 Unsigned Ballot Statements and postage paid 	
	 envelopes if  needed.

Unsigned Ballot Statement
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Disability Sensitivity at the Polls

Please refer to the Disability Sensitivity at the Polls 
form developed by the California Secretary of  State, lo-
cated in your training class workbook (and also located 
in the Precinct Procedures Binder) for further informa-
tion regarding engaging people with disabilities.

Providing Assistance to Special Needs Voters
Providing assistance to voters with special needs is a 
necessary requirement to being an Election Officer. If  
a voter is unable to vote unassisted, either because of  a 
disability or language barrier, Federal law allows voters 
to be accompanied by another person into the voting 
booth, including an Election Officer.  

If  a voter is assisted in casting a ballot, please record the 
information in the Assisted Voter List, located in the back 
of  the Roster Index binder.  

Here are a few guidelines for communicating 
politely and providing appropriate assistance:
•	 Keep your communication simple.

•	 Speak directly to a voter with a disability rather than                                                                                                      	
to the person who may have accompanied the voter.

•	 If  a voter has trouble standing for extended periods of  time, offer them a chair.

•	 Before touching or moving a wheelchair, walker, cane or any other assistance device, ask first if  you 
may do so, and how you should proceed.

•	 Greet a person who is visually impaired by identifying yourself  as an Election Officer and staying where 
you are.  Provide a giding device such as a ruler or card for signing forms.  When offering walking assis-
tance, allow the voter to take hold of  your elbow and tell them when you are approaching steps, inclines 
of  obstacles.  Move slowly and be sure to avoid objects in the room such as tables, chairs or wires.

•	 Service animals are allowed to enter any polling place with their owner.  

•	 Speak calmly, slowly and directly to a voter with a hearing impairment.  Your facial expressions, ges-
tures, and body movements can aid the voter's understanding.  Do not shout or speak in the person's 
ear.  If  you are uncertain about whether a voter with a hearing impairment understands what you say, 
you may communicate through writing.  

•	 Give your undivided attention to a person who has difficulty speaking.  Be patient and wait for the other 
person to finish speaking.

•	 Be considerate of  the extra time it may take voters who do not speak English as their first language.  

•	 Voters with mental disabilities may require extra patience and diligence to process.  

•	 Ask a yes or no question restating what you understood to clarify a voter's statement.
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Voter Unable to Leave Car?
Performing a "Curbside Vote"

Voters who are unable to physically enter the polling place can be processed by "Curbside Voting." If  
this occurs, the Precinct Inspector and one clerk take the Roster Index, a full ballot set, a Secrecy Sleeve 
and one pen outside to the voter. Process the voter according to the Roster Index.

___1. 	 Once the voter has signed the Roster Index, hand voter their ballot set and Secrecy Sleeve, 		
	 or Provisional Envelope.
 
___2. 	 Wait for the voter to finish, then instruct the voter to place all ballots inside Secrecy Sleeve or 	
	 Provisional Envelope upon completion.

___3. 	 Take ballots from voter, and hand them the "I Voted" sticker if  they would like.

___4. 	 Take ballots into polling place and cast in Orange Ballot Bag. 
	

Curbside Voters can locate the Precinct Cell Phone number on the Curbside Stand in front of  the Precinct.

Here are a few of the tools provided for Voter assistance:

Pen and Paper

Audio Unit

Pen Grip

Magnifying Sheet

Braille Information

Chairs

Sip/Puff  Voting

TTY Assistance

Providing Assistance to Special Needs Voters
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Polling Place Security

Polling Place Security Checklist

Every hour the Voter Assistance Officer must:

___1. 	 Check the condition of  RED and BLUE tamper-proof  seals. If  the word “VOID” 

appears call 1-408-299-POLL (7655) and your Field Inspector immediately.

___2. 	 Verify that the Ballot Bag seals are in place and unbroken.

___3. 	 Keep Ballot Delivery Boxes secured.

___4. 	 Check the blue tamper-proof  seal on the Polls Open/Closed door.

___5. 	 Check that the cartridge door on the Voting Machine is sealed with a blue tamper-

proof  seal.

___6. 	 Check that the Voting Machine printer connections are secure.

___7. 	 Check that the blue tamper proof  seal on the Voting Machine printer has not been 

voided.

___8. 	 Keep Voter Cards secure.

___9. 	 Check Voting Booths and Voting Machine for materials voters may have left behind.

___10.	Do not allow any cell phones or electronic devices to be used in the Polling Place other 

than the precinct cell phone issued with your supplies.

___11. Allow disabled voters to use their own electronic devices as necessary.

___12. Ensure that no one interferes with and/or disrupts the voting process.
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Midday 
Ballot Pickup

(2:00 PM - 4:00 PM)

66	 www.sccvote.org
    Santa Clara County, Registrar of Voters                         June 7, 2016 Presidential Primary Election	
	



67
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters

Midday Ballot Pickup

				        

The Registrar of  Voters Office will be testing a Midday Ballot Pickup pilot program designed to pickup 
voted ballots from approximately 200 voting precincts on Election Day, and return them to our offices for 
processing.  The Midday Ballot Pickup will be conducted by 100 two person courier teams, with each team 
visiting two voting precincts.  The ballot pickup will occur between the hours of  2:00 pm and 4:00 pm.  
Courier teams will contact the Precinct Inspector by phone to let you know they are on the way to your 
polling place.  Contact information for your Midday Ballot Pickup courier team is contained inside your 
phone pouch.  Once inside the Polling Place, Courier teams will work with the Precinct Inspectors at each 
location to seal, document, remove and replace the Orange and Blue Ballot Bags from the voting precinct, 
with no interruption of  the voting process. 

Midday Ballot Pickups will take place in the following locations: 

Los Altos 	   	  Los Altos Hills  	         Los Gatos 	      Monte Sereno 	        Mountain View 
Palo Alto 		   Sunnyvale                               ...and a few precincts near our main office in San Jose 

Midday Ballot Pickup Checklist

___1.	 Courier team will arrive at the polling place with ROV-issued ID badges, a set of  

	 replacement Orange and Blue Ballot Bags, and all of  the paperwork needed for the procedure.  

___2. 	 Courier team will ask to speak with the Precinct Inspector, and wait until the Precinct Inspector is 	

	 available to proceed.  

___3. 	 Courier team will hand the replacement Orange and Blue Ballot Bags to the Precinct Inspector 	

	 and remove the "Midday Pickup Chain of  Ballot Custody Log" (see next page) from their 	 	

	 materials to document the process.  

___4. 	 Precinct Inspector should retrieve four white seals from the Results Cartridge Bag.

___4. 	 Precinct Inspector should verify that no voters are approaching to return their ballots before 		

	 proceeding to #5 below.

___5. 	 Open and show the empty Orange and Blue Ballot Bags to anyone in the voting precinct.

___6. 	 Zip up the sides of  the Orange and Blue Ballot Bags, leaving the ballot slot zippers open to 		

	 accept ballots. 

___7. 	 Seal both replacement Ballot Bags as you did when you opened the polling place.  Do not seal

	 the ballot slot.

___8. 	 At a time when no voters are approaching or inserting ballots into the original Orange Ballot 	

	 Bag, replace the original Orange Ballot Bag with the replacement Orange Ballot Bag.

___9. 	 Close the ballot slot zipper on the original Orange Ballot Bag. 

___10. Place the original Orange Ballot Bag in a location that is still visible to everyone in the polling place.  

											           (Continued next page)
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Midday Ballot Pickup

Midday Ballot Pickup Checklist (continued)

___11.	Repeat this process (#8 - #10) for the replacement of  the original Blue Ballot Bag.

___12.	Give the other two white seals to the Courier team members.

___13. Courier team will seal the two original Ballot Bags so that they cannot be opened, without  		

	 removing the existing seals. 

Midday Ballot Pickup 
Chain of  Custody Receipt

___14. Courier team will record the white seal 	

	 numbers on the Custody Log, and sign 	

	 the form to acknowledge they are taking 	

	 custody of  the original Orange and Blue 	

	 Ballot Bags.

___15. Precinct Inspector should verify the seal 	

	 numbers recorded on the Custody Log 	

	 match the seals on the original Ballot	

	 Bags.

___16 	If  Precinct Inspector is aware that one or 	

	 both Ballot Bags contain no Ballots, they 	

	 should mark the "Bag contains no 	 	

	 ballots" box on the Custody Log.  

___17. Sign the line on the Custody Log 		

	 acknowledging release of  the original 	

	 Ballot Bags, and record the time.  

___18. Remove the pink (bottom) copy of  the 	

	 Custody Log and place it in the front 	

	 pocket of  the Roster Index Binder. 

___19. Return the other (white and yellow)

		 copies of  the Custody Log to the Courier team.

___20. Make sure the Courier team has both original Ballot Bags and the paperwork when they depart 	

	 the polling place.

REMEMBER:  The Midday Ballot Pickup should only occur when it does not disturb or interfere with 
voters, voting, or an of  the other Precinct Inspector duties related to assisting the public.  The Courier team 

has been instructed to wait until the Precinct Inspector is able to initiate the Ballot Pickup procedures.  
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Closing the Polls

(8:00 PM or After the 
Last Voter Votes)
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Closing the Polls: Checklist
Closing the Polls Official Checklist (8:00 PM or after last Voter votes)
Team 1
___1.   	Follow Closing Audit Form, found in Roster Index, to close polls and shutdown Voting Machine.
___2.  	 Fill out and have all Election Officers sign the Certificate of  Performance.  Post bottom copy outside the 	
	 polling 	place and return the top copy to the Roster Index binder.  Attach printed copies of  the Results 		
	 Reports only if  you had ten or more votes on any Voting Machine.    
___3.   	Transfer Qualified, Provisional and total Electronic Votes from Closing Audit Form to the Official 		
	 Ballot Statement. 
___4.    Place Results Cartridge Bag (containing Results Cartridge) inside front pouch of  the Orange Ballot Bag 		
	 with Results Cartridge visible. (Coordinate this with Team 2)
___5.   	After completing Closing Audit Form, pack up Voting Machine and place into blue Voting Machine 		
	 Bag. Put Card Activator and Audio Voting Unit into their individual black bags, then place into blue 		
	 Voting Machine Bag as well.  This is a STORAGE item.
___6.   	Breakdown and pack Voting Booths and Voting Machine Table. These are STORAGE items.
___7.   	Pack and seal Voting Machine Printers into blue Printer Bag. Place by door as a RETURN item.
___8.   	Pack miscellaneous election supplies (flag, small signs, forms, etc) into White Supply Box, 				  
	 Precinct Inspector's Briefcase (Voter reg. forms, VARF), and Precinct Supply Case.
Team 2
___9.   	Check off  the box at the top of  the Official Ballot Statement if  a Midday Ballot Pickup occured.
___10.	 Count unused ballots using Unused Optical Scan Ballots Closing Worksheet, found in the Roster 		
	 Index.  Once completed, transfer total to Box 2 of  the Official Ballot Statement.  Seal unused ballots 		
	 in their boxes with white copy of  worksheet using the Ballot Box Seal.  Return yellow copy to Roster Index.
___11.  Count Spoiled/Damaged ballots in envelope 4, and record total in Box 3 of  the Official Ballot Statement.
___12. 	Open Orange Ballot Bag, count paper ballot "A" cards, record to Box 4 of  the Official Ballot Statement. Place 	
	 all live paper ballots back into Orange Ballot Bag w/Header Card on top, rubber band together. Seal ballot 		
	 bag with a white plastic seal (make sure Results Cartridge is visible in front pouch before sealing).
___13. 	Open Blue Ballot Bag, separate Vote by Mail (blue), Mail Ballot Precinct (green), Provisional 			 
	 envelopes (pink) and Unsigned Ballot Statements (with or without envelopes - smaller blue)
___14. 	Count total paper Provisional (not electronic) envelopes, record in Box 5 of  the Official Ballot 			 
	 Statement. Place all Provisionals in Envelope 2.
___15. 	Count blue and green envelopes from Blue Ballot Bag. Count all Unsinged Ballot Statements.  Record 	
	 totals on the paper in the front of  the Blue Ballot Bag. Place all VBM, MB and Unsigned Ballot Statements 	
	 into red trays. Place trays into the Blue Ballot Bag and seal with a white seal.
___16. 	Count all signatures in Roster Index, including Supplemental Roster Index and Blank Roster Pages. Record 		
	 total in Box 6 of  the Official Ballot Statement.
___17. 	Copy the Electronic Ballot totals from the Voting Machine Closinig Audit Form onto Box 7 of  the Official 		
	 Ballot Statement.
All Election Officers
___18. 	Initial the Official Ballot Statement
___19. 	Fill out and sign the Roster Certificate, found at the bottom of  the Election Officer Declarations Form.
___20. 	Organize and pack correct items into the 4 envelopes. Seal. Place envelopes 1 & 2 in the red 				  
	 Precinct Inspector's Bag. Place envelopes 3 & 4 in the black Precinct Supply Case.
___21. 	Set aside all 7 RETURN items. Give all RETURN items to your Courier Team, or load RETURN 		
	 items into your vehicle and select a clerk to follow you to the Return Center.   Never turn off  the cell phone.
___22. 	Return all STORAGE items to the storage area.
___23. 	Call your Field Inspector and let them know you are done and leaving.
___24. 	Make sure room is returned to original condition and is cleaned up. Turn off all lights, and lock up 	 	
	 all rooms possible (polling place room, storage room, bathrooms, etc.).
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Closing at 8:00 PM: All precincts must be closed at 8:00 PM.  Accurate time can be 
determined from the Precinct cell phone only.  

Allow any voter(s) in line before or at 8:00 PM to vote. If  necessary, have the Voter 
Assistance Officer go to the back of  the voter line to inform late arriving voters that voting hours 
have ended. 

Once all voters are gone, you will need to break into two teams to go through the closing process. 
Follow the duties as laid out in this manual and check off  each duty as you complete them on the 
"Closing of  the Polls Checklist."  Please stay in contact with your Field Inspector and 1-408-299-
POLL (7655) if  you have any issues. 

Items for Return vs. Items for Storage:  Throughout closing, at the end of  each task, 
you will see one of  two things written: "Set aside for Return," which means the item MUST 
COME BACK to the Registrar of Voters office on Election Night. These items are given to a 
Courier Team on Election Night for transport to our office, or will be driven to the Return Center.

Or you will see "Set aside for Storage," which means the item DOES NOT come back Election 
Night. These items are to be put back into the storage room, where you found items during the 
Monday E-1 Setup.

If  an item designated as "Set aside for Return" is left at the polling place, we may have to 
perform a "Search and Rescue," which would involve the ROV calling the Precinct Inspector and 
asking them to go back to the polling place to retrieve the missing item(s). Our goal is to avoid all 
"Search and Rescues." 

Make Two Different Piles: Throughout the closing process, place items in their respective 
group, "Return" items and "Storage" items. Do not leave "Storage Items" in the polling place 
room. Place these items in the original location used for storage during the Monday E-1 Setup.

Closing the Polls: Introduction

If  all voting booths are occupied, voters may complete 
ballots at tables off  to the side, if  they wish.

When dealing with late-arriving voters, be patient and 
speak in a calm manner. Politely inform them that the 
polls have closed. If  necessary, instruct the person to 
call 1-408-299-VOTE (8683) so that someone from 
the ROV office may speak with them. If  the person 
becomes upset and you feel threatened, get assistance.
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Closing Packet
The Closing Packet contains items needed 
for closing the polling place.:
 
•	 Clear plastic envelopes 1, 2, 3 and 4
•	 Red Precinct Inspector's Bag
•	 Results Cartridge Bag (small clear bag 
      with red trim) containing:
	 a. White plastic seals
	 b. 5 1/2 by 8 1/2 Index Card
	 c. Rubber bands

It is located in the Orange Ballot Bag, but should have been removed while opening the 
polls and stored behind the voter processing table.  Find these items as you will need them 
to close down the precinct.

Courier Teams versus Return Centers

All precincts located outside of  San Jose, and those precincts picking up their Election Sup-
plies at the Registrar of  Voters main offices at Berger Drive, will be assigned Courier Teams 
to transport the seven items to our office at the end of  Election Night.  All other precincts 
in San Jose, will be returning their seven items to a centrally located Return Center at the 
end of  Election Night.  For more information on the seven return items, see pages 87 & 88.  
For more information on Courier Teams and Return Centers, see pages 89 & 90.

How to Seal the Return Items

You will be sealing the 
return items to secure 
their contents before 
handing them off  to the 
Courier Team for trans-
port to our office.  
1. & 2. Make sure to 
line up zipper eyeholes 
together.  3. Place seal 
through  all three zipper 
eyeholes and the metal 
grommet tab.  4. Insert 
plastic end into wide 
part of  seal with serial 
number, and pull until 
secure.  

 1.  2.

 3.  4.

Introduction to Closing the Polls

Closing Packet
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Closing the Polls

Team 1
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Closing the Polls: Team 1
Team 1 is tasked with closing the polls, shutting down and putting away the voting 
machine using two forms found in the Roster Index:

1. Voting Machine Closing Audit Form (Green)

2. Certificate of Performance (Top and Bottom Copy)

To complete the Voting Machine Closing procedures, remove the green Voting Machine Closing Audit 
Form from the Roster Index Binder where you placed it in the morning. This document is two sided 
and folded in half, so make sure you use the side that says "Closing" at the top. Follow the directions on 
this form to close the voting machine and transfer Electronic Ballot information to the Official Ballot 
Statement.  

Also remove the Certificate of Performance from the Roster Index Binder.  Follow the directions to fill 
out this form and have all Election Officers sign.  Make sure to note the white plastic seal # when closing 
the Voting Machine Bag.  Post the bottom copy outside the polling place and return the top copy to the 
Roster Index.  Attach printed copies of  the Results Reports to both copies of  the Certificate of  Performance 
only if  you had more than ten votes on any Voting Machine.  

Transfer Qualified, Provisional and total Electronic Ballots, from Step A of  the Closing 
Audit Form, onto section 7 of  the Official Ballot Statement, found in the Roster Index.

Voting Machine Closing Audit Form Certificate of Performance


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Disassemble/Pack-Up 
Voting Machine and Voting Booths

Voting Machine 

After completing the Closing Audit form, begin to disassemble the Voting Machine to get it back into 
the condition you found it on Tuesday morning. 

___1.	 Close Voting Machine screen cover doors.
___2.	 Remove Tamper Warning Poster and Field Inspector/Precinct Inspector Review Checklist from 	
	 front and back of  the Voting Machine table and place in front pocket of  Roster Index.
___3. 	 Lower Voting Machine screen.
___4. 	 If  you haven't already, remove printer and return Voting Machine power cord to underside of  	
	 Voting Machine cover.
___5. 	 Attach Voting Machine lid to top of  Voting Machine.
___6. 	 Using two Election Officers to lift, place Voting Machine in blue Voting Machine bag

After packing up the voting machine:

___7. 	 Place Card Activator in its small black bag (along with power cord and voting cards), place Card 	
	 Activator into blue Voting Machine bag.
___8. 	 Place Audio Unit in its small black bag, then place into blue Voting Machine bag.
___9. 	 Use the white plastic seal set aside from the Certificate of  Performance form to seal zippers on 	
	 Voting Machine bag.
___10. Reattach sealed Voting Machine to hand truck.
___11. Set aside Voting Machine for polling place storage location.  It does not return on Election Night.  

Voting Booths/Machine Table 

Disassemble and pack up Voting Booths/Voting Machine Table.

___12.	Remove Voting Booth lights from privacy guards and return to White Supply Box
___13.	Remove the privacy guards from the Voting Booths (Voting Machine table has no privacy guard).
___14.	Remove each of  the four legs from booths/table.
___15. Place each leg into underside of  booth/table.
___16. Place plastic privacy guard on top of  booth legs.
___17.	Place orange extension cord(s) and power strip(s) inside of  Voting Machine Table box.
___18. Slide assembled booths/table back into storage box(es).

Return Voting Machine bag, Voting Machine table and voting booths to STORAGE location.

CLOSING THE POLLS: Team 1
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Return Printers to 
Blue Printer Bag 

___1.	 Make sure the 3 provided printers are in their  		
	 individual black bags. Then place all printers into the 	
	 blue printer bag. 
___2.	 Seal with white plastic seal.

Set blue Printer Bag aside for RETURN.
Blue Printer Bag.

Clear Polling Place 

Typically Team 1 duties take less time than Team 2. 
If this occurs, Team 1 should begin to clear the polling place.

___1.	 Remove American Flag.
___2.	 Remove outdoor signs, sort and stack.
___3.	 Take down, organize any ROV provided tables or chairs. (Set aside for STORAGE)
___4.	 Return non-ROV furniture/items to original locations.   
___5.	 Return Secrecy Sleeves to POSTER/FORMS KIT (in the Black 
	 Precinct Supply Case).
___6.	 Place in the WHITE SUPPLY BOX: 
      ___ Flag		  ___ Sample Ballots	 ___ Electronic Voting Instructions                   
      ___ Signs		  ___ Unused Forms	 ___ Paper Ballot voting instructions 	
      ___ Unused Provisional Envelopes  

CLOSING THE POLLS: Team 1

Black Precinct Supply Case

Place Gray Poster/Forms Kit in 
black Precinct Supply Case (black 
bag with wheels) and Set aside for 
RETURN.

The White Supply Box and Large 
items such as tables, chairs, 
ramps, signs, DO NOT come back 
on Election night, set aside for 
STORAGE.

White Supply Box

CLOSING THE POLLS: Team 1
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Closing the Polls

Team 2
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Counting of the Unused Ballots (ROV must receive Election night)
The first duty of  Team 2 is to get a count of  the Unused Ballots. To do this, take out the Unused Optical 
Scan (Paper) Ballots Closing Worksheet, found inside the Roster Index Binder. 

Closing the Polls: Team 2

Unused Optical Scan (Paper) Ballots Closing Worksheet

___1. 	 Follow all instructions on the Unused Optical Scan (Paper) Ballots 
	 Closing Worksheet.
___2.	 Make sure to transfer the Total Unused Ballots to Box 2 on the Official Ballot Statement.
	 (See next page).

Place white Ballot Delivery Boxes containing unused ballots aside for RETURN.

Completing the Unused Optical Scan (Paper) Ballots Closing Worksheet

This form and the process of  counting the unused Ballots has been changed to make 
the closing process easier.   We will be using the "Quantity" number in the upper right 
hand corner of  the Ballot card to count the number of  unused Ballots.  This form only 
works if  you started with the lowest ballot # of  each language set and removed ballots in 
ascending order throughout the day. If  ballots are out of  order, count each unused Ballot 
manually, add all unused ballots, transfer total to Box 2 of  the Official Ballot Statement 
and make a note in the Procedural Exception Log.


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CLOSING THE POLLS: Team 2

Counting Spoiled/Damaged Ballots 
(ROV must receive Election Night)
						    
___1. 	 Take out all Spoiled Ballots from Envelope 4.
___2. 	 Count total Spoiled "A" Card Ballots. 
___3. 	 Record total Spoiled Ballots into Box 3 of  the Official Ballot 	
	 Statement.  (See below)
___4. 	 Once finished, place all Spoiled Ballots back into Envelope 4.
___5. 	 Place all three Street Indexes into Envelope 4 and seal.

Put Envelope 4 containing Spoiled Ballots Surrendered Ballots and Street 
Indexes into the Black Precinct Supply Case for RETURN.

Official Ballot Statement (OBS)

Enter the Total Unused Ballots from the 
Unused Ballots Worksheet into Box 2

Remember to check this box if  you 
had a Midday Ballot Pickup





Record total Spoiled Paper Ballots to number 3 on Official Ballot Statement
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Counting Voted Paper Ballots (ROV must receive Election night)

___1. 	 Open the Orange Ballot Bag containing all voted Optical Scan paper ballots.
___2. 	 Remove any stubs from the top of  paper ballots, do not throw away, keep with voted ballots.
___3. 	Count all "A" Ballots and record total in Box 4 of  the Official Ballot Statement. (See below.) 
___4. 	 Find Header Card from under instruction label on top of the ORANGE BALLOT BAG.
___5. 	 Stack all voted paper ballots together, place header card on top of ballots. Rubber-band all 		
	 ballots together with the Header Card on top. Place ballots/Header Card back into the green 	
	 tray inside the Orange Ballot Bag.
___6. 	 Zip up Orange Ballot Bag. Seal all three zippers with white plastic seal. (Remember, before sealing, 	
	 make sure Team 1 has placed the Results Cartridge in the front of  the Orange Ballot Bag as well).

Set Orange Ballot Bag containing voted paper ballots and Results Cartridge aside for RETURN.

Opening the Blue Ballot Bag, Counting Drop Off 
Mail Votes, Provisionals and Unsigned Ballot Statements
___1. 	 Break the white plastic seal on the Blue Ballot Bag and remove the contents.
___2. 	 Separate Vote by Mail (blue), Mail Ballot (green), Provisional (pink) and 				  
	 Unsigned Ballot Statements (small blue). 
___3. 	 Count the total number of  Provisional paper ballots and record in Box 5 of  the Official Ballot 	
	 Statement. (See image above)  (DO NOT count Provisional electronic here, that will be recorded by 	
	 Team 1 while they go through the Closing Audit form).
___4. 	 Place all completed Provisional envelopes (paper and electronic) into Envelope 2 and seal. 		
	 Record the total (paper and electronic) number of  pink envelopes on the Envelope 2 label.
___5. 	 Place Envelope 2 into the Red Precinct Inspector's Bag.	 		
											           (Continued next page)

CLOSING THE POLLS: Team 2 

Record total Voted Paper Ballots Cards as well as total Provisional Paper 
Ballots to numbers 4 and 5 on Official Ballot Statement.

Header Card

CLOSING THE POLLS: Team 2
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Count all Signatures in the Roster Index 

Using the signature count worksheet at the back of  the Roster Index, count 			 
each individual signature from the Roster Index. (Including all signatures 			 
	 in the Supplemental Roster Index or Blank Signature Pages.)
___1. 	 Count the number of  signatures on each Roster Index page and write the total 		
	 number in the box at the top right of  the page.  (See image on next page.)
___2. 	 Enter the number for each page into the Roster Index Signature Count Worksheet,	
	 (See image on next page.) then add all the numbers together to determine the 		
	 Total Signatures.
___3.	 Enter the Total Signatures into Box 6 of  the Official Ballot Statement. (See below.)
___4. 	 Record any unusual closing information on the Procedural Exception Log.

CLOSING THE POLLS: Team 2

___6. 	 Count all Vote by Mail and Mail Ballot envelopes together. Record total onto 			
	 front ballot bag label next to VBM & MB.  (See below.)		
___7.  Count all Unsigned Ballot Statements, both forms and envelopes.  Record total onto 		
	 front ballot label next to Unsigned Ballot Statements.  (See below.)
___8. 	 Find the red trays that were originally placed in the Blue Ballot Bag at the beginning 		
   	 of  the day.
___9.  Place all Vote by Mail, Mail Ballot and Unsigned Statements together in the red trays. 
___10.	Slide the tray into the Blue Ballot Bag.
___11.	Seal the Blue Ballot Bag zippers with a white plastic seal.

Set Blue Ballot Bag and Envelope 2 containing Provisional ballots aside for RETURN.

Record total Voter Signatures to number 6 of  the Official Ballot Statement.



Record totals for Vote by Mail and Mail Ballots 
along with the Unsigned Ballot Statements on the 
front bottom left part of  the Blue Ballot Box.  
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CLOSING THE POLLS: Team 2

Make sure that Electronic Ballot Results from Team 1, 
are recorded on section 7 of the Official Ballot Statement.

Copy electronic results to number 7 of  the Official Ballot Statement.

CLOSING THE POLLS: Team 2



Place total number of  
signatures on the page 
in this box.

Transfer numbers on 
Roster pages to the 
Roster Index Signature 
Count Worksheet and 
add them up to get the 
Total Signatures.


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Closing the Polls

All Election Officers
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Initial the Bottom of the 
Official Ballot Statement
Once both teams have completed their duties, come together to finish the closing process. 
Go to the Official Ballot Statement.
___1. 	 All present Election Officers initial at the bottom where it says, "Precinct Board Must Initial".
___2. 	 DO NOT remove Official Ballot Statement, KEEP INSIDE ROSTER INDEX.

Complete Roster Certificate 
The Roster Certificate can be found at the bottom of  the Declarations Form, 
which is the form all Election Officers filled out at the beginning of  the day. 
This form can be found in the Roster Index.
___1. 	 Write the names of  all voters who signed the Roster and failed to vote or were 			 
	 challenged and denied the right to vote in section #1 shown below.
___2. 	 Then write down, in words and numerically, the total number of  voters in section #2 below. 
	 (this does not include mail drop off  voters).
___3. 	 At the bottom of  the Certificate, all Election Officers sign the Roster Certificate.
___4. 	 Leave Roster Certificate in Roster Index.

Closing the Polls: All Election Officers

 
 

ELECTION OFFICER DECLARATIONS  
 

BEFORE ENTERING UPON THEIR DUTIES, the Inspector and Clerks must sign the following  
declarations: (Required by Section 12321, a. and b.)         2015 Special Elections 
 
STATE OF CALIFORNIA  
County of Santa Clara  } ss.  (use official one) 
 
I do solemnly declare that I will support the Constitution of the United States and the Constitution of 
the State of California, and that I will to the best of my ability faithfully discharge the duties of precinct 
board member for the election designated on the cover of this Roster Index. 

      
Signed on Date ______________________________ 
 
 
All Board Members Sign Below  Inspector and one Clerk Sign As Witnesses Below 

Inspector   

Clerk  Inspector 

Clerk  Clerk 

Clerk   

Clerk   
 

ROSTER CERTIFICATE (Complete at end of closing process.) 
 

WE HEREBY CERTIFY that all voters whose signatures appear hereinafter in this Roster voted this day excepting* the 
following who, after signing the Roster, failed to vote or were challenged and denied the right to vote:  

 
*NOTE: Election Officer must complete and sign this certificate below regardless of whether there are exceptions. 

 
NO.  NAME  NO.  NAME  
1   4   
2   5   
3   6   

 

WE FURTHER CERTIFY that the number of voters who voted in this precinct at this election is** 
________________________________________________________________  (____________) 
(Write out in words in full length)          (Figures)  
 
and that the above list of voters, less those who did not vote as enumerated, constitutes the Roster of this precinct for this election.  
 
WE FURTHER CERTIFY that the total number of official ballots received, voted, rejected, spoiled, and canceled found in the ballot 
container and the number accounted for is as indicated on the Official Ballot Statement.  
 
WE FURTHER CERTIFY that the Assisted Voters List and Challenge List show a complete list of all voters assisted or  
challenged. 
 
**NOTE TO ELECTION OFFICERS: (Section 14108, California Elections Code.)  The figure to be entered here is determined as 
follows, for example, 100 persons have signed the Roster during the day of election and 10 of these have been challenged.  Of the 10 
challenged, 8 have been allowed to vote and 2 were not allowed to vote; then the total number actually voting would be 98.  
 
All Board Members Sign Below  

Inspector  Clerk 
Clerk  Clerk  

 Clerk  Clerk 
 

*9999* 

1

2

3
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ORGANIZE ENVELOPES 1, 2, 3 & 4

Do not seal the envelopes until you are sure all items have been placed inside. If  you do seal the envelope 
and realize you forgot something, make a slight tear in the envelope using scissors, place the item inside, 
then seal the item securely using the provided tape. After you have placed all items in their appropriate 
envelope, seal the envelopes by removing the adhesive cover at the top, and folding over. 

Put in Envelope 1
___1. 	 Roster Index Binder
___2. 	 Certificate of  Performance (white copy)
___3. 	 Official Ballot Statement
___4. 	 Unused Ballot Worksheet (yellow copy) 
___5. 	 Supplemental Roster Index
___6. 	 Inspector's Vote by Mail List
___7. 	 Voter Turnout Tally Sheet
___8. 	 Election Officer Payroll Form (neon green)
___9. 	 Voting Machine Opening/Closing Audit Form
___10. Field Inspector/Precinct Inspector Review 		
	 Checklist
___11. Technical and Procedural Exception Logs

Put in Envelope 2
___1. 	 Provisional Ballot Envelopes (pink)

After ensuring all items are inside, seal Envelopes 1 and 2 	
and place them into the Red Precinct Inspector's Bag. 
Set aside for RETURN.

Put in Envelope 3, (if filled out):
___1. 	 Election Officer Feedback Forms
___2. 	 Election Officer Recruitment Forms
___3. 	 Vote by Mail applications
___4. 	 Voter's Action Request Forms
___5. 	 Voter Registration Cards

Put in Envelope 4
___1. 	 Precinct Street Indexes
___2. 	 Spoiled Optical Scan Ballots
___3. 	 Surrendered Vote by Mail Ballots

After ensuring all items are inside, seal Envelopes 3 and 4 
and place them into the Black Precinct Supply Case.  
Set aside for RETURN.

Envelopes 1 and 2 go into
the Red Precinct Inspector's Bag

Envelopes 3 and 4 go into
the Black Precinct Supply Case

CLOSING THE POLLS: All Election Officers
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RETURN ALL 7 ITEMS
The night is almost done. All we must do now is designate which items are to be returned on 
election night, and which items stay at the polling place. The following items must come back 
on election night. Please give these items to the Courier Team.

Item #1: Orange Ballot Bag 
With the following items inside: 

___1. 	 All voted paper ballots, rubber banded
___2. 	 Header Card placed on top of  ballots
___3. 	 Results Cartridge in see-through pouch
___4  	 Green Tray

Make sure the Orange Ballot Bag is sealed with 
one white plastic seal

CLOSING THE POLLS: All Election Officers

Make sure the Results Cartridge is 
clearly visible from the outside 
of  the bag, here.

Item #2: 
White Ballot Delivery Boxes 
With the following items inside: 

___1. 	 All unused paper ballots
___2. 	 Completed Ballot Receipt and top copy 	
	 of  Unused Optical Scan Ballots 		
	 Closing Worksheet

Make sure each white Ballot Delivery box is sealed 
with the "Unused Optical Scan Ballot Box seal, 	
found inside each individual Ballot Delivery Box.

Item #3: Blue Printer Bag
With the following items inside: 

___1. 	 All three Voting Machine 
	 Printers, each stored in their own small 	
	 black bag

Make sure the blue printer bag is sealed with a 
white plastic seal, found inside the Closing Packet.

CLOSING THE POLLS: All Election Officers
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Item #4: Red Precinct Inspector's 
Bag With the following items inside: 

___1. 	 Envelopes #1 & #2 (sealed)

Seal the Red Precinct Inspector's Bag with a 		
white plastic seal, found inside Closing Packet.

CLOSING THE POLLS: All Election Officers

Item #5: Black Precinct Supply Case 
With the following items inside: 

___1. 	 Envelopes #3, and #4 (sealed)
___2. 	 Poster/Forms Kit
___3. 	 Accessories Kit
___4. 	 Voter Assistance Tool Kit
___5. 	 Precinct Procedures Binder			 
___6. 	 Precinct Inspector’s Briefcase		
___7. 	 Polling place key(s), place in the zippered side 	
	 pocket (if you were given access keys)

Seal the zippers of  the top of  the black Precinct Supply 
Bag with a white plastic seal, found inside the Closing 
Packet.

Item #6: Blue Ballot Bag
With the following items inside:

___1. 	 Vote by Mail Ballots (blue envelopes)
___2. 	 Mail Ballot Precinct Ballots (green envelopes)
___3.	 Unsigned Ballot Statements (blue)  	
___4.	 Red Trays

Place all items into the red trays.  Then slide the red trays 
into the Blue Ballot Bag.  Make sure the Blue Ballot Bag 
is sealed with a white plastic seal, found inside the Closing 
Packet.

Item #7: Precinct Cell Phone

NEVER TURN IT OFF!
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Storage Items

The following items DO NOT come back on Election Night. 
Return these items to the polling place storage location. 
This is the location where you originally found many of  the items, such as the voting machine, 
during the Monday E-1 Setup.

___1. 	 Blue voting machine bag with Voting Machine, Card Activator, and 				  

		  Audio Voting Unit inside and attached to the provided hand truck

___2. 	 Voting Machine table inside storage box

___3. 	 Accessibility ramp (if  delivered)

___4. 	 Cardboard Voter Information Display

___5. 	 Voting Booth lights

___6. 	 Extension cord and power strip

___7. 	 Extra chairs, tables, etc. (If  delivered)

___8. 	 Voting Booths inside their individual black boxes

___9. 	 Extra emergency lights (if  delivered)

___10. White “A” Frame sign

___11. White Supply Box(es)

___12.	Curbside Stand

___13. Any large items delivered by the ROV

CLOSING THE POLLS: All Election OfficersCLOSING THE POLLS: All Election Officers
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Courier Teams
Those precincts located outside of  San Jose, and those precincts that pickup their 
supplies from the Registrar of  Voters Office, on Saturday pickup day, are assigned 
Courier Teams for this Election.  Courier Teams are composed of  two members, and 
they service two polling places.

Courier Teams First Contact

At 7:00 PM, the Courier Team assigned for your Precinct will contact you and provide a phone 
number where they can be reached.  The Courier Team will also let you know if  you will be the 
first or second pickup.  If  you are chosen first, the Courier Team will arrive at your polling place 
at 8:00 PM.  If  you are chosen second, the Courier Team will arrive after picking up supplies 
from the first polling place.  

Courier Teams are able to help with organizing and loading materials that are returning to the 
Registrar of  Voters Office, however, they are not trained in closing the polls, and cannot help 
with that process.  If  you are having problems or need help, please contact your Field Inspector 
and our office at 1-408-299-POLL (7655).

Courier Team Custody Log Check-Off Receipt

Once the materials are all ready to go, the Courier Team will fill 
out and issue a "Courier Team Custody Log Check-Off  Receipt" 
to verify all materials are packed into the Courier Team vehicle 
prior to leaving polling place.

The Courier Team will make a notation of  where all election 
materials and Voting Machines are stored on the check-off  
receipt.  They will collect the polling place key (if  any) and make 
additional notations on the check-off  receipt of  how to get access 
back into the polling place in case of  search and rescue operation.

Once the check-off  receipt is filled out, a signed copy will be 
provided to the Precinct Inspector, and the Courier Team will 
continue on to the next polling place or proceed to the Registrar 
of  Voters Office.

Before You Leave...

___1.  	Confirm that all RETURN and STORAGE items are in their 
	 appropriate locations
___2.  	Confirm that all rooms are locked and lights are off  (storage, polling place, 			 
	 restrooms, etc.).
___3.  	Non-ROV items have been placed back to their original setting and the room is 		
	 cleaned up.
___4.  	Call your Field Inspector and let them know that you have handed materials to the 	
	 Courier Team and you are leaving the polling place.
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When You Arrive At The Return Center:

____1. Pull over to the unloading area as directed by the Return Center personnel.
____2. Turn off  car engine, inform attendant of  your precinct number.
____3. Indicate where the supplies are stored: trunk, back seat, or both.
____4. Step outside of  the car to unlock/open trunk/doors if  needed.
____5. The attendants will unload and confirm whether all supplies have been returned to the 	
	 Return Center.
____6. Hand the ROV provided cell phone and Accessories Bag to the attendant;  you will 		
	 receive a receipt confirming items have been returned.
____7. After the attendants confirm they have received all items from you, they will give you 	
	 the green light to drive away.

Return Centers
Those precincts located in San Jose, with the exception of  those that pickup their 
supplies from the Registrar of  Voters Office, on Saturday pickup day, will be driving 
their return supplies to a Return Center for this Election.

Proceeding To The Return Center

Your Return Center location may have changed.  Confirm that you are returning the return 
supplies to the correct Return Center.  The Return Center name and address is printed on the 
Precinct Supply Case label.  It is also listed on the Precinct Inspector's Notice of  Appointment.

Before You Leave...

Make sure you have all of the return items outside and packed:
____1.  Orange Ballot Bag with Results Cartridge
____2.  White Ballot Delivery Boxes
____3.  Blue Printer Bag
____4.  Red Precinct Inspector's Bag
____5.  Black Precinct Supply Case
____6.  Blue Ballot Bag
____7.  Precinct Cell Phone (keep it turned on and available for use)

Make sure:
____1.  All RETURN and STORAGE items are in their appropriate locations.
____2.  The polling place room is cleaned up and everything is returned to original condition.
____3.  You have all personal items with you.
____4.  All rooms are locked and lights are off  (storage, polling place, restrooms, etc.).

Driving In Separate Vehicles

The Precinct Inspector and one appointed clerk will drive in separate vehicles to the Return 
Center.  Once the Precinct Inspector enters the Return Center drop off  lane, the clerk can go 
home without waiting in line unless the vehicle has precinct supplies.
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Important Documents
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In the top right corner you will see one of the following 
markings for each Important Document.

 P  	 Indicates a form used during PRE-ELECTION

 O 	 Indicates a form used to OPEN the polling place

 V	 Indicates a form used by VOTERS.

EO  Indicates a form used by ELECTION OFFICERS.

 C	 Indicates a form used to CLOSE the polling place.
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Precinct Inspector's Inventory Checklist

Precinct Inspector's 
Inventory Checklist

•	 Complete this multi-
page inventory checklist 
to make sure that you 
have all the supplies 
needed for Election 
Day.  

•	 The inventory will also 
help to familiarize you 
with the locations of  all 
the materials. 

•	 If  you are missing 
anything from your 
supplies, please call the 
Warehouse Supplies 
Hotline immediately at 
1-408-282-3063.

•	 Found in the top inside 
part of  the Precinct 
Supply Case when you 
pick up the supplies.

P



93
	 www.sccvote.org

	 June 7, 2016 Presidential Primary Election		  Santa Clara County, Registrar of Voters

Declarations Form & Payroll Form

Election Officer Declarations Form
•	 Precinct Inspector leads clerks in reading of  

Election Officer Oath, found at the top of  
this form.

•	 All election officers sign.
•	 At the bottom is the Roster Certificate, which 

you complete during the closing process.
•	 Found in the 
      Roster Index binder.

Payroll Form (Bright Green)
•	 To be signed and completed on Election 

morning by all present Election Officers, 
ensuring they are entitled to their full 
stipend. 

•	 Please mark Yes/No if  you attended the 
Monday E-1 setup.

•	 If  you would like to donate your stipend, 
please circle Yes and write the name of  
your chosen organization and contact 
information on the right hand side of  this 
form.

•	 Have replacement Election Officers sign 
form as they arrive to ensure they receive 
their payment as well.

•	 Found in the Roster Index binder.

O
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Opening/Closing 
Audit Form
•	 Use the two page 

Opening Audit 

Form on Election 

morning to open 

the polls on the 

voting machine.

•	 A copy of  the 

Opening Audit 

Form is found in 

this manual on 

page 29. 

•	 On the inside of  

the document is the 

two page Closing 

Audit Form, which 

you will use at the 

end of  the night 

to close down the 

Voting Machine.

•	 A copy of  the 

Closing Audit 

Form can be found 

in this manual on 

page 74.

•	 Found in the Roster 

Index binder.

Voting Machine Opening/Closing 
Audit Form (Green)

O/C
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Practice Pads & Sample Ballots

Ballot Voting Instructions 
and Practice Pads

•	 Ballot Practice Pads may be used 
by voters to practice marking 
the paper ballots; or by Election 
Officers to demonstrate how to 
mark the paper ballots.

•	 Found in the Poster/Forms Kit. 

Sample Ballots

•	 Sample Ballots contain general 
voting information on all the 
measures and candidates of  the 
election.

•	 If  voters are unfamiliar with some 
of  the candidates or measures, issue 
one to them so they may familiarize 
themselves more with the election.

•	 Found in the White Supply Box.

V
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Precinct Locator Map V

Precinct Locator Map
•	       All precincts receive Precinct Locator Maps, which show surrounding precincts.
•	       Use this to help voters find their polling place if they enter yours by mistake. 
•	       Call 1-408-299-VOTE (8683) if a voter's precinct cannot be found on the map. 

Found in the 
Roster Index binder.
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A form used by voters to make changes or modifications to their voter file. Be sure to have them visible to 
voters, in all provided languages. Issue one for the following reasons:

1.  The ROV has misspelled voter's name.
2.  Moved within the County.
3.  Voter's mailing address has 
      changed (i.e. students,     	       
      military service, etc).

4.  Request Vote by Mail.
5.  Request change in preferred language.
6.  Cancel registration.
7.  Declare voter deceased.

Found in the 
Precinct Inspector's 
Briefcase.

After a voter has 
filled this out, place 
inside the clear 
Envelope # 3.

If the voter is voting 
provisional, place 
the registration card 
with the provisional 
envelope.

Voter's Action Request Form (VARF) V
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Voter Registration 
Forms

•	 Issue to voters to register 

with Santa Clara County.

•	 Also, voters must complete 

this form to change party 

affiliation, or notify the ROV 

of  a name change. 

•	 If  the voter is voting 

provisional, place the 

registration card with the 

provisional envelope.

•	 After a voter has filled this 

out, place it into the clear 

Envelope # 3.

•	 Found in the Precinct 

Inspector's Briefcase.

Registration Forms V
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15 Day Registration Letter & 
State Pending Letter

15 Day Registration Letter
•	 ROV sends this letter to voters whose 

names we were  unable to print in the 

Roster Index. If  a voter presents this 

letter to you, carefully read the letter and 

follow the directions. 

•	 Voters with this letter may vote regularly 

only at the precinct listed on the letter. 

If  the precinct does not match, process 

Provisionally.

•	 Sent by the ROV office to voters 
who have not been confirmed by the 
Secretary of  State.

•	 Read the letter carefully and follow 
the directions.

•	 State Pending voters must vote 
Provisionally at all polling places in 
Santa Clara County.

V

State Pending Letter

Registrar of Voters Office
1555 Berger Drive, Building #2
San Jose, CA 95112

Regarding State Pending Voter:

Kyoko Lin
1306 Columbia Ave
San Jose, CA 95112

You are a State Pending voter or late registrant and are eligible to vote a provisional ballot in the upcoming election. Bring this letter 
to the voting location shown above (VOTE HERE) on Election Day and request a Provisional Ballot. This letter is notification that 
you recently registered but need to provide identification.

Because you are a State Pending voter or late registrant, you will not be sent a sample ballot or state pamphlet for this election only.  
You can view your Sample Ballot & Voter Information Pamphlet and your polling place on our website: www.sccvote.org

If you have already voted in the upcoming election either by a Vote By Mail ballot or at an early voting site, you are not eligible to vote 
again based on this new registration.  Voting twice constitutes a crime.
 POLLING PLACES OPEN AT 7:00 A.M. AND CLOSE AT 8:00 P.M.  
 YOUR NAME MAY NOT BE LISTED ON THE ROSTER INDEX, PLEASE SIGN AT THE BACK OF THE ROSTER INDEX AND VOTE A PROVISIONAL BALLOT.
 YOU MUST RE-REGISTER WHENEVER YOU MOVE, CHANGE YOUR NAME, OR POLITICAL PARTY AFFILIATION.

Usted es un votante Pendiente Estatal o se registró tarde y es elegible para votar en una boleta provisional en la próxima elección.  
Traiga esta carta al lugar de votación indicado anteriormente (VOTE AQUÍ) el Día de la Elección (3 de junio de 2014) y pida 
una Boleta Provisional (Provisional Ballot). Esta carta es una notificación de que usted recientemente se registró pero necesita 
proveer identificación.  

Debido a que usted es un votante Pendiente Estatal o se registró tarde, no se le enviará una boleta de muestra ni el folleto estatal 
solamente por esta elección. Usted puede ver su Boleta de Muestra y el Folleto de Información del Votante y su puesto de 
votación en nuestro sitio web en:  www.sccvote.org  

Si usted ya emitió su voto para la elección que se avecina, ya sea con una boleta para Votar por Correo o en un puesto de votación 
temprana, este nuevo registro no lo hace elegible para votar otra vez.  Votar dos veces es un delito.
 LOS PUESTOS DE VOTACIÓN ABREN A LAS 7:00 A.M. Y CIERRAN A LAS 8:00 P.M. 
 ES POSIBLE QUE SU NOMBRE NO ESTÉ INCLUIDO EN LA LISTA ELECTORAL (ROSTER INDEX), POR FAVOR PONGA SU FIRMA AL REVERSO DE DICHA 

LISTA Y EMITA SU VOTO CON UNA BOLETA PROVISIONAL. 
 USTED DEBE VOLVER A REGISTRARSE CADA VEZ QUE CAMBIE DE DIRECCIÓN, NOMBRE O AFILIACIÓN POLÍTICA. 

County of Santa Clara
The Office of the 
Registrar of Voters
1555 Berger Drive
P.O. Box 611360
San Jose, CA 95161
Information & Administration 
Toll Free: 1-866-430-VOTE (8683)
Election Officers 1-408-299-POLL  
TDD 1-408-288-9820
Website: sccvote.org
Secretary of State: www.ss.ca.gov

VOTER NOTIFICATION:  STATE PENDING VOTER
ELECTION DAY:  June 7, 2016, 7:00 a.m. to 8:00 p.m.

TR
AIN

IN
G
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Unsigned Ballot Statement

Unsigned Ballot Statement
•	 ROV sends the Unsigned Ballot 

Statement to all Vote by Mail and Mail 

Ballot voters who failed to sign their 

ballot envelope.  Voters are instructed 

to fill out and sign the Statement, and 

return it to our office, a polliing place 

or an early voter center before 8 days 

after Election Day (June 15, 2016).  If  

returned completed by that date, their 

ballot will be counted.

•	 If  a voter drops off  an Unsigned 

Ballot Statement in the polling place, 

with or without the postage paid blue 

envelope, we will accept the form and 

place it into the Blue Ballot Bag. 

•	 Five copies of  the form, in each 

supported language, are available in 

the Precinct Inspector's Briefcase.  Five 

blue postage paid envelopes are also 

available in the Precinct Inspector's 

Briefcase to meet the voters requests.  

V

Placed Unsigned Ballot Statements 
in the Blue Ballot Bag

Additional Statements found in the 
Precinct Inspector's Briefcase.
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Field Inspector/Precinct Inspector 
Checklist (Salmon)

Field Inspector/Precinct Inspector 
Review Checklist

•	 Must be reviewed by Field Inspectors and 
Precinct Inspectors throughout Election 
Day.

•	 Contains a series of  duties that are to be 
completed by each precinct. 

•	 Form is found inside the front cover of  the 
Voting Machine once you remove the cover.  
Remove and tape to the back of  voting 
machine.  

•	 Place in front pocket of  Roster Index at 
closing.

EO

Tamper Warning Poster
•	 Warning poster for public that tampering 

with a Voting Machine is a felony punishable 
by imprisonment.  

•	 Form is found inside the front cover of  the 
Voting Machine once you remove the cover.  
Remove and tape to the front of  voting 
machine.  

•	 Place in front pocket of  Roster Index at 
closing.
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Challenge List 

Assisted Voters List
•	 Complete this form any time 

a voter is assisted at the voting 

booth or voting machine.

EO

Challenge List
•	 This form is to be used if  you, the 

Election Officer, believe a person 

attempting to vote is ineligible. 

Review the listed reasons on the 

form.

•	 Call 1-408-299-POLL (7655) before 

challenging a voter and explain the 

situation to us.

Found at the back of  the Roster 

Index.
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Procedural Exception Log
1.  Report any missing or duplicate voter 			 
     signatures, include a brief explanation. 
2.  Note any unusual events or circumstances 		
     including names of those involved.
3.  Report any voter related issues that are not  		
     applicable to other forms. 
4.  Write any possible resolutions to the issues 		
     reported on this form.
5.  If during closing your Official Ballot 	      	 	
     Statement does not balance, write down any	   	
     possible explanations.

Technical Exception Log
•	 Document any issues 

involving the Voting 
Machine, Card Activator or 
Audio Unit.

Found in the Roster Index binder.

Exception Logs (Goldenrod) EO
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Feedback Form and Recruitment 
Form

Election Officer Feedback Form
•	 New form can be filled out online or 

use the paper copy.

•	 Use this form to give us feedback 

about how things went. What went 

wrong? What did you like? 

•	 Found inside the Roster Index front 

Pocket.

Recruitment Forms 

•	 Issue these forms to voters 

interested in becoming 

Election Officers. The person 

may fill the form out in the 

polling place and leave it with 

you.

•	 Found inside the Precinct 
Inspector's Briefcase. 

EO

(Please detach along the line and keep the lower portion for your 

The Santa Clara County Registrar of Voters

ELECTION OFFICER
invites you to participate in the democratic process as an

Mailing: 
PO Box 612350
San Jose, CA 912350

(408) 282-3115
Faxing:

(408) 299-POLL
(408) 299-7655

Signing up online:

 (408) 282-3086  Chinese
 (408) 282-3095  Spanish
 (408) 282-3089  
 (408) 282-3082 

Tagalog 

http://www.sccvote.org

If you are bilingual, please call:

Vietnamese

Volunteer Stipend 

             
$95 to $180

Election Officer Training provided

Proudly serving our community!

Roster
Index 
Officer

Ballot
Officer

Voter 
Assistance

Officer

1553 Berger Dr., Bldg. #1
    San Jose, CA 95132

  

ALT. PHONE (            )  (            )  

EMAIL

DAY PHONE

NAME

HOME ADDRESS

I am a high school student
I am over 16 years of age
I have a GPA of 2.5 or better

HIGH SCHOOL STUDENT:

         

         
       
         

 I am a U.S. legal permanent resident

Please check applicable boxes

I have internet access at home

We are Election Officers on Election Day

reference. Thank you!)

Street 
Index
Officer

I can work on Election Day: 
Tuesday from 6:00 AM to 9:30 PM

I am a U.S. citizen and 
a California registered voter, or

I can refer a friend:

mobile
evening

QUALIFICATIONS:

 
 I am bilingual
 in English and
 (     ) Chinese
 (     ) Hindi
 (     ) Japanese
 (     ) Khmer
 (     ) Korean  
 (     ) Spanish
 (     ) Tagalog
 (     ) Vietnamese
 (     ) ___________ 

      MY REFERRALS
Name:                      

Phone#:                      

Address:

                          
                     Name:                      

Phone#:                      

Address:

                          
                     

Can you refer someone?
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Certificate of Performance

•	 Use this two part form with the Closing Audit Form as part of  closing the Electronic 
Voting Machine.

•	 All Election Officers must sign the Certificate of  Performance.  
•	 Bottom pink copy of  the form is always attached to the outside of  the polling place. 
•	 Top white copy of  the form is returned to the Roster Index binder.  
•	 If  10 or more ballots have been cast on any Voting Machine in the polling place, print 

two copies of  the Results Report and attach one copy to the form outside the polling 
place, and the other to the copy in the Roster Index binder.  

•	 Found inside Roster Index binder.

C

CERTIFICATE OF PERFORMANCE
This Certificate of Performance is for Precinct ________, for the 

Primary Election, held on June 7, 2016. 

WE HEREBY CERTIFY ONE of the following: (Please check only the one that applies.)

____A
TEN (10) OR MORE BALLOTS WERE CAST ON THE VOTING MACHINE, AND THEREFORE THE 
RESULTS OF VOTES CAST ON THAT VOTING MACHINE ARE POSTED OUTSIDE THE POLLING 
PLACE.
Instructions: Run two copies of the results report.  Attach one copy to each copy of this Certificate of 
Performance. Place the top copy in the Roster Index. Post the bottom copy outside the polling place.

____B    
RESULTS OF VOTES CAST ARE NOT POSTED FOR VOTING MACHINES THAT RECORDED 
FEWER THAN TEN (10) BALLOTS, HOWEVER, RESULTS OF VOTES CAST ON ALL 
OTHER VOTING MACHINES THAT RECEIVED TEN (10) OR MORE BALLOTS ARE POSTED.
Instructions: Run two copies of the results report for the voting machine with ten (10) or more ballots.  
Attach one copy to each copy of this Certificate of Performance.  Place the top copy in the Roster Index.  
Post the bottom copy outside the polling place. 
Enter the total number of votes on the voting machine with less than ten (10) ballots here: ________

____C
RESULTS OF VOTES CAST ARE NOT POSTED FOR ANY VOTING MACHINES BECAUSE FEWER 
THAN TEN (10) BALLOTS WERE CAST IN THE PRECINCT.
Instructions: Enter the total number of votes on the voting machine here: ________
Place the top copy in the Roster Index.  Post the bottom copy outside the polling place.
    
PLEASE FILL OUT THE INFORMATION BELOW FOR ALL VOTING MACHINES

Opening (see Opening Audit Form)  Closing

All Board Members Sign Below and acknowledge Voting Machines are closed and sealed:  

Inspector Clerk
Clerk Clerk

Clerk Clerk

Voting 
Machine 
Serial #

Voting Machine 
Opening Bag Seal 
# (found on Step A 
line 4 of Opening 

Audit Form)

Opening 
Public 

Counter 
Total

Opening 
Protective 
Counter 

Total

Voting 
Machine 

Closing Bag 
Seal #

Closing 
Public 

Counter 
Total

Closing 
Protective 
Counter 

Total

 PLACE THIS COPY IN THE ROSTER INDEX BINDER 

TRAIN
IN

G
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Unused Optical Scan (Paper) Ballots 
Closing worksheet

•	 Use this form at the end of  the night to count all of  the Unused Ballots.
•	 When you are done, place the top white copy of  this form into one of  the boxes 

containing the Unused Ballots and seal Unused Ballot Delivery Boxes with the 
Unused Ballot Delivery Box Seal (found inside the box). Return the bottom yellow 
copy of  this form to the Roster Index.

•	 Found inside Roster Index binder.

C
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Official Ballot Statement
•	 Use this form during the Closing Process to record the number of  Unused Ballots, Spoiled Ballots, 

voted paper ballots cards, Provisional ballot votes, electronic votes and total signatures.
•	 Failure to complete this form may result in a reduction of pay.
•	 Found in the Roster Index binder, DO NOT remove.

C
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Signature Count Worksheet C

ROSTER INDEX SIGNATURE COUNT WORKSHEET 
 

1. Count and write the number of signatures on each page of the Roster Index. 
2. Transfer the number of signatures on each page to the box next to the page number on this sheet. 
3. Total each column. 
4. Go to the Grand Total Section. 
 

Column A  Column B  Column C  Column D  Column E  Column F 
Pg # Signatures  Pg # Signatures  Pg # Signatures  Pg # Signatures  Pg # Signatures  Pg # Signatures 

1   16   31   46   61   76  

2   17   32   47   62   77  

3   18   33   48   63   78  

4   19   34   49   64   79  

5   20   35   50   65   80  

6   21   36   51   66   81  

7   22   37   52   67   82  

8   23   38   53   68   83  

9   24   39   54   69   84  

10   25   40   55   70   85  

11   26   41   56   71   86  

12   27   42   57   72   87  

13   28   43   58   73   88  

14   29   44   59   74   89  

15   30   45   60   75   90  

TOTAL:   TOTAL:   TOTAL:   TOTAL:   TOTAL:   TOTAL:  

Additional Signature Count Worksheet on the reverse side: 

GRAND TOTAL 
SECTION: 

 
5.  Transfer the totals of 

each column to the 
box next to that 
column in the Grand 
Total box. 

 
6.  Total these numbers. 
 
7.  Write the total of all 

the columns on the 
Ballot Statement in 
the Roster Index. 

 

GRAND TOTAL 
COLUMN TOTAL 

A  
B  
C  
D  
E  
F  
G  
H  
I  
J  
K  
L  
M  

Blank/ 
Supplemental 

Pages 
 

TOTAL:  

 

1. Count and write the number of signatures on each page of the Roster Index. 
2. Transfer the number of signatures on each page to the box next to the page number on this sheet. 
3. Total each column. 
4. Go to the Grand Total Section. 
5. Transfer the totals of each column to the box next to that column in the Grand Total box on the Front side of this sheet. 
 

Column G  Column H  Column I  Column J  Column K  Column L  Column M  
Blank/ 

Supplemental 
Pages 

Pg # Signatures  Pg # Signatures  Pg # Signatures  Pg # Signatures 
 

Pg # Signatures  Pg # Signatures  Pg # Signatures  Pg # Signatures 

91   106   121   136   151   166   181   Blank 
1  

92   107   122   137   152   167   182   Blank 
2  

93   108   123   138   153   168   183   Blank 
3  

94   109   124   139   154   169   184   Blank 
4  

95   110   125   140   155   170   185   Blank 
5  

96   111   126   141   156   171   186   Blank 
6  

97   112   127   142   157   172   187   Blank 
7  

98   113   128   143   158   173   188     

99   114   129   144   159   174   189   Suplmtl 
1  

100   115   130   145   160   175   190   Suplmtl 
2  

101   116   131   146   161   176   191   Suplmtl 
3  

102   117   132   147   162   177   192   Suplmtl 
4  

103   118   133   148   163   178   193   Suplmtl 
5  

104   119   134   149   164   179   194   Suplmtl 
6  

105   120   135   150   165   180   195   Suplmtl 
7  

TOTAL:   TOTAL:   TOTAL:   TOTAL:  
 
TOTAL:   TOTAL:   TOTAL:   TOTAL:  

 

•	 Use this form during the Closing Process to count the total number of  signatures on each page of  
the Roster Index and then total all signatures.  

•	 Found in the Roster Index binder, DO NOT remove.
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Roster Certificate
•	 Found at the bottom of  the Election Officer Declarations Form, be sure to complete 

the Roster Certificate at the end of  the closing process.
•	 You will record the number of  voters that cast ballots at your precinct; then all Election 

Officers sign. 
•	 Failure to complete this form may result in a reduction of pay. 
•	 Found in the Roster Index binder, DO NOT remove.

C
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Header Card (Red)

•	 Tucked into the top pouch 
of  the Orange Ballot Bag.

•	 Do not take the Header 
Card out until the closing 
process.

•	 When instructed, place the 
Header Card directly on 
top of  the voted ballots. 
Use a rubber band to 
keep the Header Card and 
ballots together.

•	 Then place the ballots 
and Header Card into the 
Orange Ballot Bag and seal 
with a white plastic seal.

C
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Courier Team Receipt C

•	 This receipt will be handed to you by the Courier Team that picks up your 7 items that 
return to the Registar of  Voters Office on Election night.  

•	 The Courier Team will check off  all of  the boxes on this form to make sure they have 
all of  the items needed.  
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3 Prong Adaptor 18

7 Return Items 70, 72, 86

15 Day Registration Letter 99

Accesories Kit 12, 26, 31, 32, 87

Accessibility Ramp 88

AC Power Cord 18, 29, 74, 75

ADA Compliant Voting Booth 17, 19, 20

ADA Parking Spot 39, 40

Alpha Dividers/Tabs 13

Alternative Entrance 40

American Flag 26, 33, 70, 76

Assisted Voters List 102

Audio Voting 29, 70, 88

Audio Voting Unit 28, 29, 30, 31, 52, 60, 65, 74, 77

Ballot Practice Pads 31, 38, 95

Ballot Receipt 86

Ballot Stub 42, 80

Ballot/Voter Card Officer 22, 26, 34, 37, 42, 48, 

49, 51, 59

Bilingual Election Officers 26-28, 43

Bilingual Voter Support 43, Back Page

Black Precinct Supply Case 13, 16-18, 25, 26, 31, 

70, 76, 79, 85, 87, 90, 92

Blank Signature Page 50, 57, 81

Blue Ballot Bag 12, 17, 26, 27, 38, 42, 53, 59, 67, 

68, 70, 80, 81, 87, 90, 100

Blue Seals 30, 65, 74

Blue Tape 32, 38

Braille Signage 26, 40, 64

Break Schedule 4, 14, 16, 23

Ca. Elections Code Voter Provisions 16, 31, 38

Card Activator 29, 33, 37, 42, 52, 57-61, 70, 75, 

88, 103

Index
Card Activator ID #/Status 61

Certificate of Performance 70, 74, 75, 105

Chain of Custody Receipt 68

Challenge List 102

Clerks 3, 4, 11, 14, 17, 25, 28, 64, 70, 90, 93

Closing Packet 12, 26, 29, 72, 86, 87

Closing The Polls 69-90

Communication Tools 5

Courier Team Receipt 89, 111

Courier Teams 4, 67, 68, 70, 71, 72, 86, 89

Crossover Voting 44, 45, 49, 50

Curbside Stand/Voting 39, 40, 64

Declarations Form 26, 28, 70, 84, 93, 109

Disassemble Voting Booths 75

Disability Sensitivity at the Polls 63

Diversity Oath 3

Double Boarded Polling Places 22

Dress/Demeanor 5

E-1 Setup 4, 11, 15-23

Early Voter 46, 100

Early Voting 10, 46

Electioneering 8

Election Observers 7

Election Officer Contact 11

Election Officer Feedback/Recruitment 85, 104

Election Officer Oath 3, 28

Election Officer Stations 34-38

Election Specialist 3, 11, 12, 17, 22, 117

Election Supplies Inventory 13, 92

Election Supplies Pickup 12

Election Supplies Stored 11, 16

Elections in California form 33, 38

Electronic Ballots 49, 54, 57, 58, 70, 74, 82

Electronic Voting 56-61
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Electronic Voting Cards 17, 33, 37, 42, 57-61, 65

Electronic Voting Instructions 36

Electronic Voting Machine 11, 16, 18, 19, 28-30, 

42, 54, 57, 58, 60, 61, 65, 70, 74, 75, 88, 89, 94, 

101, 105

Electronic Voting Machine Bag 16, 17, 29, 70, 74, 

75, 88

Electronic Voting Machine Closing Audit Form 

29, 70, 74, 75, 80, 85, 94, 105

Electronic Voting Machine Instructions 33, 38 

Electronic Voting Machine Opening Audit Form 

26, 29, 94

Electronic Voting Machine Printers 16, 17, 29, 

65, 70, 74-76, 86

Electronic Voting Machine Privacy Curtain 29, 74

Electronic Voting Machine Seals 29

Electronic Voting Machine Setup 29

Electronic Voting Machine Table 16, 17, 19, 29, 

30, 70, 74, 75, 88

Emergency  Call: 911

Enabling Large Text on Voting Machine 60

Envelope #1 (Plastic) 12, 70, 85, 87

Envelope #2 (Plastic) 12, 70, 80, 85, 87

Envelope #3 (Plastic) 12, 70, 85, 87, 97, 98

Envelope #4 (Plastic) 12, 54, 55, 70, 79, 85, 87

Extension Cords 29, 75, 88

Fail Safe Voting 47

Field Inspectors (FI's) 4, 8, 16, 27,44, 62, 65, 70, 

71, 75, 85, 89, 101, 117

Field Inspector/Precinct Inspector Checklist 75, 

85, 101

Flashlight 33

Green Tray 12, 86

Hand Truck (Voting Machine) 17, 75, 88

Header Card 12, 70, 80, 86, 110

Important Documents 91

Inactive Voters 47, 51

Index Cards 12, 72

Inspector's Vote by Mail List 13, 85

Inventory (Supplies) 13, 92

"I Voted" Stickers 32, 38, 48, 51, 53, 58, 64

Language Assistance 6, 34, 43, 63

Magnifying Sheet 60, 64

Mail Ballot Voters 42, 51, 53, 54, 62, 70, 80, 81, 

85, 87, 100

Media 8

Midday Ballot Pickup 66-68

Name Badges 4, 26, 27, 28, 43

Name Change 98

Notice of Appointment (NOA) Letter 11, 22, 90

No Authorized Signature (VBM) 53

Official Ballot Statement (OBS) 70, 74, 78-82, 84, 

103, 107 

Opening The Polls 24-40

Orange Ballot Bag 12, 26, 38, 48, 64, 70, 72, 80, 

86, 90, 110

Outdoor Setup 11, 39, 40, 76

Paper (Optical Scan) Ballot Count 80

Paper (Optical Scan) Ballots 12, 16, 42, 70, 78, 

80, 85, 86, 106

Paper (Optical Scan) Voting Instructions 31, 38

Party Preference Chart 49

Payroll Form 4, 26, 28, 85, 93

Path of Travel 18, 19, 39, 40

Pen & Paper 64
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Pens 35, 36, 38

Permanent VBM Application 33, 36, 85

Personal Cell Phones/Electronic Devices 5

Poll Watchers 7

Polling Place Contact/Visit 11

Polling Place Keys 11, 16, 87

Polling Place Layout 20

Polling Place Lighting 11, 18

Polling Place Noise 18

Polling Place Security 65

Polling Place Safety 5

Polling Place Setup 15-23

Polls Open/Closed Cover/Switch 29, 65, 74

Poster/Forms Kit 12, 31, 76, 87, 95

Power On/Off Cover/Switch 29, 74

Power Outlets 11, 18, 29

Power Strip 29, 75, 88

Precinct Cell Phone 5, 13, 14, 16, 17, 27, 64, 65, 

70, 71, 87, 90

Precinct Inspector Pre-Election Duties 11

Precinct Inspectors (PI's) 3, 4, 11, 12, 14, 16, 17, 

22, 23, 25-28, 42, 51, 64, 67, 68, 71, 89, 90, 93

Precinct Inspectors Bag (red) 12, 72, 80, 85

Precinct Inspectors Briefcase 16, 35, 43, 54, 62, 

70, 87, 97, 98, 100, 104

Precinct Locator Map 31, 96

Precinct Procedures Binder 12, 16, 27, 31, 35, 63, 

87

Precinct Storage Location 17

Precinct Street Indexes 7, 8, 13, 26, 31, 36, 42, 

48, 85

Precinct Street Index Officer 26, 34, 36, 42

Pre-Election Duties 9

Preferred Language Voters 43, 97

Presidential Primary Voting 44

Procedural Exception Log 5, 25, 78, 81, 85, 103

Procedure Cards 27

Processing Voters 48, 50

Provisional Ballots 33, 57, 81

Provisional Envelopes 31, 33, 35, 42, 52, 70, 76, 

80, 85

Provisional Voters Receipt 51, 52, 59

Provisional Voting 45, 51, 52, 57, 59, 60

Public Counter Total 29, 74

Qualified Ballots 29, 74

Quick Guide to Processing Voters 31, 35, 42, 50

Reading the Roster Index 43

Red Seals 30, 

Red Trays 12, 26, 70, 81, 87

Registrar of Voters 2

Replacing Election Officers 25

Results Cartridge 74, 80, 86, 90

Results Cartridge Bag 12, 29, 67, 70, 72, 74

Results Cartridge Door 29, 74

Results Report 29, 74, 105

Return Items 74, 86, 87

Roster Certificate 70, 84, 93, 109

Roster Index 5, 7, 12, 13, 22, 25, 28, 29, 31, 35, 

42, 45-50, 53, 54, 57-59, 63, 64, 74, 75, 78, 85, 96, 

101, 102, 105, 108, 109, 

Roster Index Officer 34, 35, 42, 48, 49, 50, 59

Rulers 13, 32, 35, 36, 42, 48, 63

Sample Ballots 33, 36, 48, 53, 76, 95

Search and Rescue 71, 89

Secrecy Sleeves 16, 31, 37, 42, 48, 51, 64, 76
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Sexual Harassment Policy 6

Signature Count 45, 82

Signature Count Worksheet 81, 108  

Sip and Puff Voting 64

Special Needs Voters 63, 64

Spoiled Ballots 55, 79, 107

Stand-By Clerks 4

State Pending Voter Letter 46, 99

State Voter Information Guide 33, 38

Storage Items 70, 71, 87, 89, 90

Student Election Officers 11, 17

Summary of Duties 4

Supplemental Roster Index 13, 47, 51, 70, 81, 85

Surrendered Ballots 54, 85

Tamper Warning Poster 16, 73, 101

Team One 22, 23, 26, 28, 29, 33, 70, 74, 76, 80, 82

Team Two 16, 22, 23, 26, 28, 29, 31, 45, 50, 70, 

74, 76, 78

Technical Exception Log 85, 103

Top Two Open Primary Act 44

TTY Assistance 64 

Unable to Work 10

Unused Ballot Count 78, 106

Unused Ballot Delivery Box Seal 12, 70, 86, 106

Unused Paper Ballots Closing Worksheet 70, 78, 

86, 106 

Updating the Vote By Mail List 13

Unsigned Ballot Statement 54, 62, 80, 87, 100

VARF (Voter's Action Request Form) 32, 38, 43, 

47, 52, 97

Vote by Mail (VBM) 10, 13, 42, 45, 46, 51, 53, 54, 

62, 70, 80, 81, 85, 87, 100

Vote Signs 31, 40

Voted Paper Ballots 79, 80, 86, 107

Voter Assistance/Courtesy 64

Voter Assistance Card 32, 38, 43

Voter Assistance Officer 26, 34, 38, 42, 48, 51, 53, 

58, 65, 71

Voter Assistance Tool Kit 12, 31, 60, 87

Voter Bill of Rights 33, 38

Voter Flow 18, 20, 42

Voter Identification 46

Voter Information Display 17, 21, 22, 26, 88

Voter Privacy 18

Voter Processing Table 7, 16, 18, 19, 21, 26, 31-33, 51

Voter Provisions 16, 31, 38

Voter Registration Forms 32, 38, 46, 47, 52, 85, 98

Voter Rights 6

Voter Status 46

Voter Turnout Tally Sheet 31, 36, 42, 85

Voting Booth 16-19, 21, 27, 63, 65, 70, 71, 75, 88, 

102

Voting Booth Disassembly 75

Voting Booth Lights 33, 75, 88

Voting Booth Signs 19

Voting Room 16, 17, 19, 22, 39

Warehouse Supplies Hotline 11, 13, 92, Back Page

White "A" Frame Sign 17, 26, 40, 88

White Ballot Delivery Boxes 12, 24, 30-32, 65, 68, 

75, 78, 86, 90, 106

White Plastic Seals 12, 16, 27, 29, 53, 67, 70, 74-76, 

79, 80, 85-87 

White Supply Box 17, 33, 70, 75, 76, 88, 95

Zero Proof Report 29
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PRE ELECTION

Precinct Inspector Duties 			   11

Election Supplies Pickup 			   12

Election Supplies Inventory 			  13

E-1 (ELECTION EVE)

Monday E-1 Setup 				    16

Items from Storage to the Voting Room 	 17

ELECTION DAY SETUP

Items to Bring on Election Morning 	 25

Opening of  the Polls 				   26

Setting up the Voter Processing Table 	 31

Roster Index Officer Setup 			   35 

Street Index Officer Setup 			   36

Ballot/Voter Card Officer Setup 		  37

Voter Assistance Officer Setup 		  38

VOTING

Processing a Crossover Voter  		  49

Provisional Voting Procedures 		  51

Verifying VBM and MB drop off  Ballots 	 53

Spoiled Ballots 				    55

Standard Electronic Voting 			  58

Provisional Electronic Voting 		  59

Processing Audio Voters 			   60

Enabling Large Text on Voting Machine 	 60

Checklist Index

Verifying Card Status 			   61

Unsigned Ballot Statement Guidelines	 62

Curbside Voting 				    64

Polling Place Security 			   65

MIDDAY BALLOT PICKUP

Midday Ballot Pickup Procedures		  67

CLOSING

Closing the Polls 				    70

How to Seal Return Items  			   72

Disassemble Voting Machine & Table	 75

Packup Printers				    76

Clear Polling Place				    76

Completing the Unused Worksheet		 78

Completing Official Ballot Statement	 79

Counting Spoiled Damaged Ballots 	 79

Counting Voted Paper Ballots		  80

Counting Blue Ballot Bag			   80

Counting Signatures				   81

Signing final documents			   84

Organizing Envelopes 1 - 4			   85

Return All 7 Items 				    86

Storage Items 				    88

Before you Leave (Courier Teams)		  88

Before you Leave (Return Centers)		 88
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My Precinct Assignment

PRECINCT #: _______________ CONTACT      NAME: _________________

PRECINCT NAME: ____________________________________________

PHONE #: ( ___ ) ________________    OTHER #: ( ___ ) ______________ 

PRECINCT ADDRESS:_________________________________________

CROSS STREETS: ___________________ AND _____________________

MY ROV ELECTION SPECIALIST:______________________________

PHONE #: ( ___ ) ________________    OTHER #: ( ___ ) ______________ 

MY PRECINCT INSPECTOR’S NAME:__________________________

CELL #: ( ___ ) ________________      OTHER #: ( ___ ) ______________

FIELD INSPECTOR’S NAME: __________________________________

CELL #: ( ___ ) ________________      OTHER #: ( ___ ) _______________

Pick up Appointment Information  AND 
Courier Team Contact Information

LOCATION: __________________________________________________

ADDRESS: ___________________________________________________

CROSS STREETS:_____________________________________________

DATE: __________________________TIME:_______________________

NAME:__________________________CONTACT #:________________
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Notes
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Emergency.......................................................................................911

Voter Hotline...............................................................1-408-299-VOTE (8683)

Toll Free Voter Hotline...................................................1-866-430-VOTE (8683)  

Election Officer Hotline.................................................1-408-299-POLL (7655) 

Toll Free Election Officer Hotline....................................1-866-430-VOTE (8683)

Training Hotline.....................................................................1-408-282-3210

Hearing Impaired TTY..............................................................1-408-288-9820

Press and Media......................................................................1-408-282-3008

Warehouse............................................................................1-408-282-3063

Accidents and Injury Reports......................................................1-408-299-7655

Secretary of State Voter Hotline.................................................1-800-345-VOTE

Chinese...........................................................................1-408-282-3086 

Spanish...........................................................................1-408-282-3095

Tagalog...........................................................................1-408-535-3916

Vietnamese......................................................................1-408-282-3097

Hindi.............................................................................1-408-299-7655

Japanese.........................................................................1-408-299-7655

Korean...........................................................................1-408-299-7655

Khmer............................................................................1-408-299-7655

Important Phone Numbers

Bilingual Hotlines


