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“IF YOU MARK A STRAIGHT TICKET: When you mark any
individual candidate in a different party, that vote will override
your straight party vote for that office.”
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(Vote for One)
JOHN DOE

Bluefield (Mercer Co.) Beckloy (Ralelgh Co.)




Opening the polls

All (5) five poll workers
must arrive at 5:30 a.m.

PLEASE NOTE:
If an appointed poll worker fails to appear
at the polling place by 5:45 a.m., call the
county clerk’s office.



Recelving Members Oath

Before beginning
work, all poll
workers are to
take the
Recelving
Members Oath.

A

OATH OF RECE!WNG—BO_JRRD MEI'EBERS .

FOR THE ELECTION, HELD _ + —— In Precinct

State of West Virginla —— oY
—
| POLL | L rach, . 8 qualified and registered voter of the
CLERKS, | county affiliated with the Party, do solemnly swear that | will faithfully
%: and honestly discharge my dutles as POLL CLERK (continue oath below)
& PARTY
HERE L . B qualified and registered voter of the
| county affiliated with the Party, do solemnly swear that | will faithfully
| and honestly discharge my dutles as POLL CLERK (continue oath below) g

| [Note: T-Membaer boards are ussd only In presidentisl election ysars In large precincts.]
anowo | " i

| ADOITIONAL A a qualified and registered voter of tha
| cLERKS FOR | county affiliated with the Party, do y swear that | will faithiully
7-MEMBER | and honestly discharge my duties as POLL CLERK (continue oath below)
BOARD,
USE THESE
LINES I a ified and registarad voter of tha

county aff with the Party, do solemnly swaar that | will faithfully

and honestly discharge my dutlss as POLL CLERK (continue oath below)

e

h lified and voter of the
ELECTION ; 9 g
coMMis- | countyaffilated withthe _____ Panty, do solamnly swear that | will falthfully
SIONERS; and honestly discharge my dutles as ELECTION COMMISSIONER [continua cath below)

1 a qualified and registered voter of the
county affiliated with the Party, do ly swaar that | will faithfully
and honestly discharge my duties as ELECTION COMMISSIONER {continue oath below)

h a qualified and registered voter of the
county affillated with the Party, do ly swear that | will faithfully
and honestly dischargs my duties as ELECTION COMMISSIONER (continue oath below)

of the g board ing to the requi of law in this alection; that | will not
knawingly permit any person to vote an unchallenged ballot who Is not a resident of the
precinct and a property registered voter qualified to vote the ballot provided; that | will not
challenge & ballot without just cause; that | will not cause any unnecessary delay in voting;
that | will not disclose to any parson how any voler has voted, nor how any ballat has been
folded, marked, printed or stampad; that | do not have any agreement, understanding ar
arrangemant that | will racelve any monay, position or other benafit for service In the elec-
tion apart from my officlal pay; that | do not have any agreement, understanding or arrange-
ment that | will perform any act for the benafit of any candidate in the election; and that |
wagered o bel on the result of this election. !




Breaking the Seal on the

Computerized Poll Book

Break and keep the seal on computerized poll
book. The seal must be returned to the county
clerk at the end of the day.




300 feet No Electioneering Sign

Utilize 100 foot string provided in precinct kit to measure the no electioneering area

Mark a 300 ) " 300 F(;);LIMIT |
fOOt EL_ECTIONEEB[NG
electioneering- A
free area
around the

precinct.




Placement of Handicap Sign

Designate the
parking space
closest to the
entrance of the
polling place with
A handicap sign.




Placement of Polling Place Signs

Hang precinct signs
on the outside door to
the entrance of the

R

- | POLLING

polling place. Place
— B mPLACES

signs with voter

L5 OPEN 6:30 A M. — CLOSE 7:30 P.M.

instructions and
sample ballots in a

highly visible area.




Supplies on Poll Clerk’s Table

v
v
v
v
v
v
v
v
v
v
v

Computerized Poll Book

Absentee and Early Voter List

Assisted Voters Form and Envelope
Affidavit and Envelope

Provisional Ballot Tracking Forms
Provisional Ballot Reason Forms
Provisional Ballot and Reason Envelopes
Personal Electronic Ballots (PEBS)
Paper Ballots

Spoiled Ballot Certificate and Envelope
Secrecy Sleeves




Setting Up the iVotronic Terminals

All iVotronic terminal and voting booths must be at least
(9) feet apart and angled to ensure voter privacy.



Placement of Voter Instruction Card

Place the voter
Instruction card Into
the 1IVotronic after
assembly.
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Placement voter instruction card

The voter’s Y

instruction card
explains over- e
voting, how to S
prepare the ballots
for deposit into the
ballot box and how
to replace a spoiled
ballot.

i



Placement of Ballot Box

and Voting Booths

Place the ballot box between the voting
booths and the exit, in full view of the
poll workers and the voters.

12



Time to VOTE

At 6:30 a.m., a poll commissioner steps outside
and announces.....

&
=

““The time is 6:30 and it is time to vote.”’

13



How to Process a Voter...

e \Voter approaches
registration table
after looking at a
sample ballot.

e Voter states name
and address to the
poll clerks. The
name is located In
the computerized
poll book.




How to Process a Voter...

e Poll clerk checks name
on the absentee and
early voting list.

e |f voter Is on the list,
he/she must vote a
provisional ballot.




How to Process a Voter

 |[f a voter has changed his/her name
and/or address, have the voter update
iInformation on the computerized poll
book .

e Make sure the voter completes all the
required information. This information
will be used to update the voter’s
registration record after the election.

16



How to Process a Voter Who Has

Moved Out of the Precinct

If the voter has moved out of the precinct:

The poll clerk must give the voter an
opportunity to determine the correct precinct
by encouraging the voter to contact the
county clerk’s office. However, If the voter
still wishes to vote, they will be required to
cast a provisional ballot.

HiG



How to Process a Voter Who Has

Never Provided ldentification

If a voter registered by mail without

Identification he/she will need to provide one
of the following forms of ID:

» A current and valid photo identification;

» Copy of a current utility bill;

» Bank statement;

» Government check; or

» Paycheck or other government document.

18



Processing the Voter-iVotronic

e The voter will sign
the computerized
poll book. The poll
clerk will verify the
sighature, detach
the poll slip and
hand it to the voter.

19



Processing the Voter-iVotronic

e The poll worker inserts the PEB into
the IVotronic.

e The 1Votronic will ask the poll worker to
select either a regular or provisional
ballot.

20



Processing the Voter-iVotronic

e After the ballot style
IS chosen, the poll
worker removes the
PEB, the instruction
screen appears and

the poll clerk exits
the voting booth.




Processing the Voter-Paper

e When the voter utilizes
a paper ballot, the poll
clerk takes the lowest
numbered ballot and
Instructs the voter how
to use it. The ballot
number Is recorded on
the poll slip and handed
to the voter.

e The voter iIs directed to
an available voting
booth.

22



How to Process a Voter:

Poll Commissioners’ Duties

e If a voter utilized the 1Votronic, the voter
gives the poll slip to the poll
commissioner, who strings the poll slip.

e If the voter casts a paper ballot, the
voter hands the ballot to one poll
commissioner and the poll slip to the
other. Both poll commissioners check to
see If the ballot stub and poll slip match.

23



How to Process a Voter:

Poll Commissioners’ Duties

e One poll commissioner removes the
stub from the ballot and gives it to the
poll commissioner holding the poll slip.
The ballot is placed in the ballot box.

e One poll commissioner strings the
ballot stub and poll slip.

24



Provisional Ballot

Reasons for a voter to vote provisional ballot:
v' Voter is on absentee voters list;
v" Voter is not in the poll book;

v' Signature of the voter does not match signature
In the computerized poll book;

v" Voter asked for assistance and does not need
assistance;

v" The poll worker is not working in his/her home
precinct;

v' The voter’s registration (under special notice)
asks for ID and the voter has no proof of
Identification.

25



How to Process a Voter Who iIs Voting

a Provisional Ballot

e |If a voter Is casting a
provisional ballot, the S
poll worker is given a
provisional ballot R
tracking form that
contains a tracking
number.

e The tracking number is
entered into the
IVotronic.

e The poll worker hands
the tracking form to
voter.

26



Provisional Ballot on 1\VVotronic

IMPORTANT INSTRUCTHONS O TRACKING THE
- mw“mmwm
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How to Process a Voter Who is Voting

a Provisional Ballot — Paper Ballot

Never sign the back of a
provisional ballot. Signing the back
of the ballot means the ballot can
be counted election night.
Provisional ballots are considered
at canvass.

28



How to Process a Voter Who is Voting a

Provisional Ballot- Paper Ballot

e Processing a provisional ballot includes
the use of three ballot envelopes

v Envelope #1 details why voter cast a
provisional ballot.

v'After voter has voted, place ballot into
envelope #2.

v'All provisional ballot envelopes are to be
placed into envelope #3 and returned to
county clerk’s office at the end of the day.

29



How to Process a Voter Who is Voting a
Provisional Ballot- Paper Ballot




How to Process

Assisted Voters

e The Federal Voting Rights Act provides that any
voter who requires assistance to vote by reason of
advanced age, blindness, disability or inability to
read or write, may be given assistance by a person
of that voter’s choice.

e The person who does assist cannot be the agent or
officer of the voter’s past or present labor union, or
a present or former employer or agent of the
employer.

e |If the voter does not have anyone of his/her
choice, two poll commissioners, of opposite political

parties, may assist.
31



How to Process

Assisted Voters

= The poll clerk is to write the name of the
assisted voter on the assisted voters form.

= The person who Is assisting the voter must
sign the form, stating he/she will not
Influence or advise the assisted voter.

= The voter Is then
assisted through
the voting process.

32




Spoiling a Ballot-iVotronic

Process voter utilizing Spoiling a Ballot Quick Reference Guide
Located in Precinct Kit

e |If a voter indicates that the
ballot needs to be spoiled

33



Spoiled Ballot — Paper Ballot

e If a voter indicates the ballot is defaced, not
sighed by two poll clerks or the voter has
voted Iincorrectly, the ballot must be spoiled.

e The poll clerk shall write “spoiled” across the
front of the ballot, place the ballot in the
spoiled ballot envelope and issue the voter
another signed ballot.

e Do not issue a new poll slip.

e Put a line through the spoiled ballot number
on the poll slip and write in new ballot
number.

34



Closing the Polls

Promptly at 7:30 p.m., a poll
commissioner Is to step outside
and announce that the polls
are closed.

35



Closing the Polls

Close Polls by Utilizing Quick Reference Guide Located in Precinct Kit

e Insert the master PEB into the first terminal and
when prompted, select “Close Polls”. The terminal
will close and upload the data to the PEB.

This procedure must be done on EVERY iVotronic.
e Touch the screen and the iVotronic will power down.




Closing the Polls

e Take one of the activator PEBs and insert into each
IVotronic terminal to recapture the voting results to

this PEB. When prompted to “Print Polling Location
Results” or “Done”, press done.

37




Closing the Polls

e Press the screen to continue.

e Select YES, to re-collect terminal.
Once done, touch screen to power

38



Closing the Polls

(If Applicable)

e Take each PEB and place It In the appropriate
envelope.

e Remove the flash card from each terminal and place
In the appropriate envelope.

39




Closing the Polls

(If Applicable)

e Unlock the paper trail compartment and
remove the paper roll. Place seal across end
of paper roll, place in the appropriately
marked envelope and seal. These smaller
envelopes are then placed in a larger
envelope and sealed.

!’e\__l".lj;ll-l ROLLS
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Duties of the Counting Board

e After 7:30 p.m., when all waiting voters
have voted and the polls are closed, the poll
commissioners and poll clerks open the
large envelope containing early and
absentee ballots.

e Count the ballots in the absentee envelope
and verify with the official absentee list.

e The absentee ballot application serves as the
poll ticket slip.

Note: If your County has a Counting Board,
this step may already be completed or
underway. &



Duties of the Counting Board

e Detach all ballot stubs from their ballots.

e String ballot stubs-Keep absentee stubs
separate from election day stubs.

e Deposit ballots into ballot box to be counted.

e State law requires accountability for all
pallots. One method used to account for
pallots is to compare the number on the
orecinct envelopes, the number of early
voted ballots and the names on the list of
early and absentee voters.

42



Early No Excuse Ballots

e Open the envelope with early voted ballots.
(Remember, there are not ballot stubs for early
voted ballots. These stubs were removed by the
representatives in the clerk’s office.)

e Open each individual envelope and deposit the
ballot into the ballot box to be counted.

e State law requires accountability for all ballots. One
method used is to compare the number on the
precinct envelope, the number of early voted ballots
and the names on the list of early and absentee
voters.

43



To Count All Ballots

e Remove one ballot at a time from the ballot box.
Handling one ballot at a time ensures it will be
counted only once.

e One poll commissioner reads the vote(s) aloud while
the other watches.

e One poll commissioner strings and keeps count of
the ballots.

e Each poll clerk enters the votes on separate tally
sheets.

e Correct mistakes in ink and initial the correction.

44



To Determine the Voters Intent

Voter may use a variety of ways to show his/Zher intent:

Circling his/her choice.
Placing an “X” beside his/her choice.
Placing line (*“_ ") beside his/her choice.

However, “over voting” invalidates the ballot.

Voting for more than the choice given (such as voting
for and against on a “for’ or “against” issue) will cause
Nno vote for that issue to be counted.

Voting for more candidates in a race than permitted
(such as voting for two candidates when you are
permitted to vote for one) is over-voting and no vote for
that race is counted.

45



After Ballots are Counted

e After ballots are counted, place them In an
envelope marked “voted ballots.”

e Complete the Statement of Ballots Used.
Count:

v" The number of unused ballots.

v The number of spoiled ballots

v" The number of provisional ballots

e The unused ballots and the ballot wrapper are
placed in the envelope marked “unused ballots”.
Seal the envelope and mark the outside with the
precinct number. E



Tally Sheet

- ON TALLY SHEET ENTER:

i

"he number of unused ballots.
"he number of spoiled ballots.
"he number of voters.

i

I
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Once Counting Is Finished

e Fill out four (4) copies of the certificate of
results using the information from the tally
sheet. The results of votes cast are to be
recorded in words and figures.

e The four copies are distributed as follows:
v One copy goes in the ballot box;
v" One is posted outside the polling place door;
v" Two copies go in envelope to the county clerk

48



Preparation of Materials for Return to

the County Clerk

Place the following in their appropriate envelopes:

v" Strung poll slips & ballot stubs

v' Provisional ballots & reason forms
v" Unused ballots

v Delivery of election supplies certification
v Statement of ballot used

v" Oath certificate

v Voter assisted form

v Paper rolls

v' Affidavits

v" Expense sheet

v PEBs

v" Tally Sheets

49



To review thus presentation go to www. W Vvotes.com
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