


IntroductionIntroduction

Please sign inPlease sign in

RestroomsRestrooms

ExitsExits

MasksMasks







Contact workers to remind them of  6:00am start time.Contact

At polls, open Red bag to check suppliesOpen

Do inventory using packing invoice 
Do 

inventory

Contact Roving Inspector for missing itemsContact



• Arrive at 6:00AM

• Polls are open from 

7:00AM – 8:00PM

• Dress comfortably and 

professionally

• Take short breaks when 

possible

• Busiest times typically:

• 7:00-9:00 AM as voters 

vote before work

• 4:30-end as voters vote 

after work

6:00 AM

Poll Workers arrive 
no later than 6:00 
A.M.

7:00 AM – 8:00 
PM

Voters are processed 
from 7:00 A.M. until 
8:00 P.M.

8:00 PM

At 8:00 P.M., the 
Inspector declares 
the polls closed.  
Any voters in line 
must be allowed to 
vote.

9:00 PM and 9:30 
PM

Between 9:00 P.M. 
and 9:30 P.M. the 
Collection Team 
will pick up any 
items with a green 
RETURN label





The corrugated diagram itself 

should be posted at entrance of 

polling place so that voters are 

aware of the layout and the 

maximum capacity of each site



































Ensure

Ensure all 
clerks are 
ready

Ensure

Ensure 
equipment is 
set up 
properly

Post

Post copy of  
Street 
Indexes (blue 
cover) outside 
Polling Place 
before 
opening

Call

Use the 
TEDesk App 
to check in. If  
you cannot 
use the app, 
call (707) 
784-3375.



Show 
to First 
Voter

Ballot Box 
Compartments

Official Red 
Bag

Blue eRoster 
Ticket Bag

Pink 
Provisional 
Ballot Bag



Blue Voter Ticket 
and Pink Provisional 
Ballot Bags with an 

Example Seal



Empty Ballot 
Box, Red Bag, 
and Example 

Seal





Issue Before Now Reason

Voter cannot 

surrender Vote by 

Mail Ballot

Vote Provisionally
Vote a Regular 

Ballot

Check in using an 

eRoster at a polling 

place will cancel the 

Vote by Mail ballot.

Voter at Wrong 

Location
Vote Provisionally

Vote a Regular 

ballot

Provisional Clerk prints 

the correct ballot using 

the Touch Writer.

Voter Not in eRoster Vote Provisionally Vote Provisionally
Can register voter using 

eRoster

Voter’s address is 

different in eRoster
Vote Provisionally

Vote a Regular 

Ballot

Can update voter’s 

address in eRoster

Not able to provide 

ID when ID is 

required

Vote Provisionally Vote Provisionally No Change









Greet voters at the entranceGreet

Provide voters a Voter Processing Card & Pen and, if  needed, maskProvide

Direct them to the eRoster clerk, Yellow VBM Bag or provide help finding their 
correct polling location.Direct

If  voter needs help to find correct location, locate polling place on the mapAsk

Provide relief  to other clerks for breaks and lunchesProvide





Poll workers will set up the curbside voting sign 
outside in a convenient parking spot (be sure it does 
not infringe any ADA parking spots!)

Write the number of  the iPhone provided to the 
Inspector on this sign

Voters can call this number for 2 reasons:

1.To have their VBM Ballot collected from the Poll Workers and 
have their ballot deposited in the Yellow VBM Bag

2.If  needed, Poll Workers can bring the Voter a Voter Processing 
Form and use the information collected, with a second Poll 
Worker, to bring the voter their Voter Roster Ticket and Ballot in 
their car. 

• Once the voter is finished voting, the two poll workers will take 
the ballot back in its secrecy sleeve and run it through the 
Ballot Scanner for the voter

Remember that TWO poll 

workers must deliver and 

retrieve ballots!



Greet voters at the table Greet voters at the table Look up voter in eRosterLook up voter in eRoster Print voter ticketPrint voter ticket

Get Voter’s Signature on 
the tickets

Get Voter’s Signature on 
the tickets

Check to make sure the 
reason prints on the 

Provisional ticket, if  not, 
write the reason on the 

bottom of  the ticket.

Check to make sure the 
reason prints on the 

Provisional ticket, if  not, 
write the reason on the 

bottom of  the ticket.

Send voter to correct 
worker (Ballot Clerk or 

Provisional Clerk)

Send voter to correct 
worker (Ballot Clerk or 

Provisional Clerk)





Ask Ask EVERY voter if they need a translated facsimile ballot 
in either Spanish or Tagalog

Hand Hand voter the secrecy sleeve and pen – they get to keep 
these

Place Place both items in a secrecy sleeve

Tear
Tear the correct ballot (both cards!) from pad and remove 
stub. The correct ballot is the BT and color that matches 
the voter ticket.

Review
Review voter ticket

• Must say “Voter Roster” and have voter signature

18-ORANGE

Jane Doe





Type inType in
Type in the Poll 
Worker Code

Type in the Poll 
Worker Code

ScanScan
Scan the bar code 
at the bottom of  

the ticket

Scan the bar code 
at the bottom of  

the ticket

VerifyVerify
Verify the 

information is 
correct

Verify the 
information is 

correct

VerifyVerify
Verify 

“Provisional” is 
checked

Verify 
“Provisional” is 

checked



1

Review

•Review the information on the 
Voter Roster Ticket (change of 
address) or provisional 
envelope

2

Look up

•Look up the address in the 
Street Roster Index to find the 
precinct number

3

Type in

•Type in poll worker code to 
access ballot then select the 
correct precinct ballot and go 
through steps to print – if 
provisional, select the 
provisional ticket box





When voter returns:

• Have voter print and sign name on the 
Provisional Log

• Place sealed envelope in PINK bag 

• Give voter provisional receipt

• Inform voter to call “toll free number” 
after 30 days for status of  ballot

• Give voter “I Voted” sticker





























It is handed directly to the 
Collection Team

It is handed directly to the 
Collection Team

The Official Returns Pouch is 
NOT packed into a bag.

The Official Returns Pouch is 
NOT packed into a bag.







Roving InspectorRoving Inspector

ROV ContactsROV Contacts

The numbers are all in the 
Poll Worker Manual
The numbers are all in the 
Poll Worker Manual



Be sure to read 
your Poll Worker’s 
Manual before 
Election Day!

1

Bring your manual 
with you on 
Election Day!

2

Please complete 
the Feedback 
Form before you 
leave.

3






