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Processing Voters ɀ Quick Reference Chart  

Voter Type  

Check in with 

eRoster 

Gets Voter 

Ticket  

Gets 

Provisional 

Ticket  

Precinct Ballot  

Provisional 

Ballot & 

Envelope 

(Pink)  

Provisional 

Ballot & CVR 

Envelope 

(Purple)  

Precinct Ballot  

Touch Writer 

& Envelope 

(White)  

Regular ɕ ɕ  ɕ   
 

Show ID required and 

provided ɕ ɕ  ɕ   
 

Show ID required and 

not provided ɕ  ɕ  ɕ  
 

VBM with ballot to 

surrender ɕ ɕ 
 ɕ 

 
 

 

VBM without  ballot to 

surrender ɕ ɕ  ɕ   
 

In eRoster but is at 

the wrong polling 

location 
ɕ  ɕ  ɕ  

 

In eRoster, lives at 

different address ɕ ɕ 
 

 
 

 ɕ 

In eRoster but has a 

different surname ɕ ɕ  ɕ   
 

Not in eRoster, wants 

to register on eRoster 

(CVR) 
ɕ  ɕ 

 
 ɕ 

 

Not in eRoster, does 

not register on Roster   
 

  ɕ  
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Voter Processing Workflow  ɀ Quick Reference Chart  
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Changes to Provisional vs. Regular Ballot Procedures  ɀ Quick Reference Chart  

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 Provisional 

Ballot printed on 

the Touch Writer  

Provisional Clerk prints the 

correct ballot using the Touch 

Writer.  

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

6ÏÔÅÒȭÓ ÁÄÄÒÅÓÓ ÉÓ 

different in eRoster  

Vote Provisionally  Vote a Regular 

Ballot  printed on 

the Touch Writer  

#ÁÎ ÕÐÄÁÔÅ ÖÏÔÅÒȭÓ ÁÄÄÒÅÓÓ on 

their Voter Roster Ticket  

Not able to provide ID 

when ID is required  

Vote Provisionally  Vote Provisionally  No Change 
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Important Information  

Î Election Day is Tuesday, November  3, 2020. 

Î Polls are open from 7:00 a.m. to 8:00 p.m. 

Î Poll workers should arrive  at the polling place by 6:00 a.m. 

Î Expect to leave by 9:00 p.m. 

 

Important Phone Number s 

Election Day Poll Worker Help Desk ______________________________________ 707-784-3045 

Election Day Ballot Scanner and Touch Writer Help Desk ______________ 707-784-3375 

Election Day eRoster Help Desk ___________________________________________ 707-784-3361 

Voter Information __________________________________________________________ 707-784-6675 

Media Inquiries _____________________________________________________________ 707-784-3366 

 

Emergency Phone Numbers  

If there is an emergency need for police, fire or ambulance, dial the direct number 

for each city listed below. 

Benicia_______________________________________________________________________ 707-745-3411 

Dixon ________________________________________________________________________ 707-421-7090 

Fairfield _____________________________________________________________________ 707-428-7373 

Rio Vista _____________________________________________________________________ 707-421-7090 

Suisun _______________________________________________________________________ 707-421-6622 

Vacaville _____________________________________________________________________ 707-449-5200 

Vallejo _______________________________________________________________________ 707-552-3285 

 

  
 

Please take this manual to your polling place on Election day.  It can be 
used as a guide for tasks requiring multiple steps. 
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7ÈÁÔȭÓ .Å× ÉÎ 4ÈÉÓ -ÁÎÕÁÌ 

 

This section will feature a list of changes in this manual.  Many of these changes are 

from feedback that was received from poll workers. Thank you for all your input! 

 

New or Updated Information 

Î Procedures for New Voting Equipment 

Î Master Opening Checklist 

Î Master Closing Checklist  

Î Updated Provisional EZ Guide 

Î Updated eRoster Procedures  

Î Updated Provisional Clerk Duties (Touch Writer) 

Î Information on COVID-19 specific modifications, including single-use items 

Î Information on how to handle a two-card ballot  

Î Information on Curbside Voting and additional Greeter duties 

 

New Procedures 

Î All completed forms & Ballot Scanner Report go in ROV Documents Envelope 

Î Updated Binder ɀ including Payroll Form 

Î The correct ballot for a Provisional voter at the wrong location can be printed 

using the Touch Writer 

Î Processing Same-Day Registration (a.k.a. Conditional Voter Registration) at all 

locations. 

Î Voters can use their Voter Roster Ticket to update their address and be 

provided the correct precinct ballot from the Provisional clerk, which will go 

into a white Change of Address Envelope and placed into the Auxiliary Bin of 

the Ballot Box. 

Î Each ballot box will have a Red Ballot Bin which will be pulled out and sealed 

with the ballots inside at the end of night.  

 Please be aware that every location will have a dedicated Cleaning 

Technician on the premises to sanitize voting booths and other common 

touch points after each voter. This Technician is NOT a poll worker and is 

not there to assist voters with the voting process.  
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September 21, 2020 

 

On Behalf of the Registrar of Voters Office, Tim and I would like to thank all of our dedicated and 
hardworking adopt-a-poll locations, poll workers, inspectors, rovers and students for your service as a 
poll worker in the 2020 Presidential General Election.  The work we perform at polling places is critical 
to our success in Solano County, as well as the continued success of Democracy in our great country. 
 
We have a great responsibility to instill confidence in our voters that our processes are executed 
according to state and federal law, are fair for all eligible voters, ensure votin g is confidential, and 
provide controls for security and auditing for Post -Election canvassing.   This election we face never-
before experienced issues ï the COVID pandemic continues, the interest in the election is at an all-time 
high, and we have mailed all voters a vote by mail ballot for the first time ever.  
 
Our team will be working hard to give your poll place team the materials it needs to help with safety, 
security, accuracy, transparency, and protective equipment needed to successfully execute your duties.  
This manual is a critical component to your training.  We believe that the combination of this manual, 
your online training, and your in -person classes will help ensure you are successful in executing your 
duties as a poll worker.  If thereôs anything we havenôt addressed I welcome feedback, e-mails and 
phone calls to help us improve the process.   
 
Therefore, please review this prior to your in -person training session, complete your online courses, 
develop questions to ask during class, and mark up this manual appropriately to serve as reminders on 
election day.  Most importantly, bring this book with you on Election Day.   Itôs a valuable resource 
loaded with step-by-step processes for opening a polling place, processing voters, and closing the polls 
at the end of the day.  
 
I will continue to  make myself available for questions, even though we may not be able to meet during 
in-person training.    We cannot do this job without your service, and I appreciate all of you for 
stepping up for this electi on.  I hope you have a great Election Day.  
 
 
Sincerely, 
 
 
 
John H. Gardner 
Assistant Registrar of Voters 
675 Texas St, Suite 2600 
Fairfield, CA 945433 
jhgardner@solanocounty.com 
(707) 784-3366 (o) 
(707) 731-9653 (c) 

REGISTRAR OF VOTERS 
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General Information  

Training Information  
 

All poll worker s will receive online training customized to their specific duties.  The online 

classes are available through the new Poll Worker Portal. 

 

To access the Poll Worker Portal, go to the following website: 

https://solanoca.precinctcentral.com/TED/SecuritySetupMgmt/Security/Login.aspx 

 

At the login screen, enter your username (your email address) and password 

 

 ¶ If you do not have a username or password, call 707-784-6675 and 

ask for the Poll Worker Team or email the team for your log on 

information  at PollWorker@SolanoCounty.com.  

¶ )Æ ÙÏÕ ÆÏÒÇÏÔ ÙÏÕÒ ÐÁÓÓ×ÏÒÄȟ ÃÌÉÃË ÔÈÅ Ȱ) ÆÏÒÇÏÔ ÍÙ ÐÁÓÓ×ÏÒÄȱ ÌÉÎË ÁÎÄ 

a temporary password will be emailed to you. 

 

Online Training  

Online training is mandatory .  You must complete all the required courses listed for your 

position. Due to COVID-19, in-person classes will be limited to the mandatory Inspector 

and Roving Inspectors classes and the optional eRoster clerk classes. There will also be 

optional online labs for other clerks and adopt-a-poll teams which can be registered for 

online at https://solanoca.precinctcentral.com/TED/ElectionForcePortal/Launchpad.aspx 

ÔÈÒÏÕÇÈ ÔÈÅ Ȱ-Ù #ÌÁÓÓÅÓȱ ÔÁÂȢ  

 

In -Person Classroom Training  for Inspectors  and Roving Inspectors  
All Inspectors and Roving Inspectors assigned for the November 3, 2020 election must  
complete at least one 2-hour hands-on in-person training  session that will be held at the 
Solano County Government building at 675 Texas Street. 
 
To you register for or change your in-person class: 
¶ Call 707-784-6675 and ask for the Poll Worker Team 

¶ Email PollWorker@solanocounty.com 

https://solanoca.precinctcentral.com/TED/SecuritySetupMgmt/Security/Login.aspx
mailto:PollWorker@SolanoCounty.com
https://solanoca.precinctcentral.com/TED/ElectionForcePortal/Launchpad.aspx
mailto:PollWorker@solanocounty.com
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Changes for the November Election  
Solano County is taking several steps to minimize the spread of COVID-19 for our poll workers and 

voters. Along with sending all active voters a Vote by Mail ballot and increasing the number of 

drop-off and curbside locations, will also have our normal, traditional polling places. There will be 

some changes in this election to respond to the challenge of health and safety concerns during the 

pandemic.  

One of the biggest changes will be depending more heavily on online training.  If you have 

been unable to access the online training, please contact us at 

PollWorker@SolanoCounty.com  or call us at (707) 784 -6675 and ask to speak to the Poll 

Worker Team.  

Some changes will also occur at the polling places themselves: 

¶ A few polling locations, such as those at senior living facilities, will be moved. A notice has 

been sent to these voters to let them know where their new polling place location is 

located. 

¶ For all locations, a layout will be provided indicating where to place tables, voting booths, 

and equipment, as well as guidelines for maintaining physical distancing for voters in the 

polling place.   This layout must be posted at the entrance to all polling places. 

¶ For sanitation, we are contracting with a janitorial company for both a dedicated Cleaning 

Technician to clean and sanitize touch points throughout the day as well as to sanitize the 

entire polling place after voting is completed. 

¶ During voting, all workers will be provided with sneeze guards, face shields, hand sanitizer, 

masks, gloves and disinfecting wipes. These items will be delivered to each polling place in 

Á ÓÅÃÏÎÄ Ȱ#/6)$ 3ÕÐÐÌÙ #ÁÄÄÙȢȱ 

¶ Along with requiring social distancing at polling locations and setting a maximum number 

of people allowed in at any time, all voters will be given hand sanitizer, plus the option of 

gloves or a mask upon entering and exiting the polling place. 

¶ Voters not wearing a mask will also be offered one to wear or encouraged to utilize our 

curbside voting if they do not wish to follow the social distancing or mask mandate. 

¶ Voters who choose not to wear a mask cannot be turned away from voting, please 

do your best to deescalate the situation to get voters through the voting process as 

quickly and efficiently as possible (voters may have to wait due to social distancing 

requirements). 

¶ Poll workers refusing to follow the COVID guidelines, including wearing a mask, will 

be sent home. 

¶ Observers also must follow the COVID guidelines or can have the requested 

information brought outside provided it does not interfere with others ability to 

vote 

mailto:PollWorker@SolanoCounty.com
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¶ Secrecy sleeves and pens will be single use to eliminate voters reusing items used by other 

voters. A dedicated trash bin will be provided for voters to dispose of these items (they can, 

of course, choose to keep the pen rather than dispose of it). 

¶ The Ballot Box will now have a Red Ballot Bin inside, which will be removed and sealed at 

the end of the night to be returned to the ROV office. 

¶ White Change of Address Envelopes will be deposited in the Auxiliary Bin of the Ballot Box 

throughout voting and placed in the Red Ballot Bin at the end of the night.  

¶ Greeters will provide voters a Voter Processing Card, on which voters will write their name 

and address, so that they can more easily be looked up by the eRoster clerks and avoid 

miscommunication and delays due to PPE, plexiglass-barriers, and social distancing. 

¶  Please let voters know that these cards will not be used to update their information, 

only to more easily locate them in the roster.  

¶ If a voter refuses to fill out a card, remind them that this card is also used as a record 

of who voted at the polling place to stress the importance. 

¶ Votes can also choose to utilize the curbside voting option, and their ballot can be brought 

to them in their car by two (2) poll workers, where they can vote it before returning it to 

the poll workers to have it deposited through the ballot scanner 

¶ For this election, the ballot will be a two -card ballot . Voters should put each card of the 

ballot through the ballot scanner one at a time to avoid jamming! 

 

 
Please Review Appendix B for the COVID-19 

Prevention Action Plan 
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The Election Day Experience  ɀ An Overview  

Election schedule 

All team members are expected to arrive at 6:00 a.m. on Tuesday November 3, 2020. 

 

From 6:00 a.m. ɀ 7:00 a.m., the goal is to: 

¶ Organize and set-up the polling place according to the COVID required layout. 

¶ Set-up election table with supplies. 

¶ Complete any tasks required prior to opening the polls. 

 

Polling Place Hours: 

¶ Polls must open promptly  at 7:00 a.m. 

¶ Polls must close promptly  at 8:00 p.m.  Any voter in line by 8:00 p.m. must be 

allowed to vote.  

 

From 8:00 p.m. (or when last voter leaves) - 9:00 p.m. (approximately) all workers help to: 

¶ Record ballot and signature totals. 

¶ Remove signs. 

¶ Pack equipment, supplies, and ballots. 

 

The Inspector and one (1) clerk will  stay until the Collection Team arrives to return ballots 

and supplies (all items with a green RETURN tag) to the Fairfield office.  If unable to do so, 

the Inspector must notify the Registrar of Voters Office at 707-784-6675 as well as their 

Roving Inspector. 

 

Overview of Polling Place Team Members  

A polling place team includes: 

¶ Roving Inspector ɀ Provides technical and administrative support to an assigned 
group of polling places on Election Day. 

¶ Inspectors - Manages the polling place and team of poll workers.   

¶ eRoster Clerks - Checks in voters at the polling place using the Voter Processing 
Card and determines the type of ballot the voter receives.  

¶ Ballot Clerks - Issues the paper precinct ballots to voters who can insert their ballots 
in the Ballot Scanner and have their ballot counted immediately.  Issues replacement 
ballots if voter makes a mistake. 

¶ Provisional Clerks - Sets up and operates the Touch Writer.  Issues provisional 
ballots to voters because of special circumstances. May use the Touch Writer to 
print  ballots, including for voters who are updating their address.  Assists voters 
using the Touch Writer.  Secures the voted provisional ballots to send to the 
Registrar of Voters for review.  

¶ Greeters - Directs the voters to the correct polling place, provides hand sanitizer to 
voters (and masks if needed), provides voters single-use pens and a Voter 
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Processing Form, answers generic questions for voters, helps with managing lines of 
voters, helps with curbside voting, and provides relief for other clerks for breaks 
and lunches. 

¶ Equipment Clerks - Sets up and operates the Ballot Scanner. Answers voter 
questions on equipment and ensures voters cast ballots successfullyȢ (ÁÎÄÓ ÏÕÔ Ȱ) 
Votedȱ stickers. 

 

Overview of the Voting Process  

All voters start with the Greeter, who will provide them with hand sanitizer, a pen they will 
use throughout the voting process and then either keep or dispose of, and a Voter 
Processing Card. If needed, Greeters can also provide a mask if needed or requested, before 
directing them to the eRoster clerk.   
 
Voters will then check in with the eRoster #ÌÅÒË ×ÈÏ ÄÅÔÅÒÍÉÎÅÓ ÔÈÅ ÖÏÔÅÒȭÓ ÅÌÉÇÉÂÉÌÉÔÙ 
before printing a ticket for the voter to sign.   
 

If a voter is listed in the eRoster and is eligible to vote at your precinct, the voter is given a 
Ȱ6ÏÔÅÒ Roster Ticket,ȱ ÁÓËÅÄ ÔÏ ÓÉÇÎ ÔÈÅ ticket and is then directed to the Ballot Clerk to 
receive a ballot.  
 
If a voter is listed in the eRoster and is eligible to vote at your precinct but needs to update 
their address, ÔÈÅ ÖÏÔÅÒ ÉÓ ÇÉÖÅÎ Á Ȱ6ÏÔÅÒ Roster Ticketȟȱ ÁÓËÅÄ ÔÏ ÕÐÄÁÔÅ ÔÈÅÉÒ ÁÄÄÒÅÓÓ on 
the section provided to do so and then sign the ticket. They will then be provided a white 
Change of Address Envelope and be directed to the Provisional Clerk to receive a regular 
ballot printed from the Touch Writer that is the correct precinct ballot.  
 
If a voter is not listed in the eRoster and does not wish to register to vote, or is not eligible 
ÔÏ ÖÏÔÅ Á ÐÒÅÃÉÎÃÔ ÂÁÌÌÏÔȟ ÔÈÅ ÖÏÔÅÒ ÉÓ ÇÉÖÅÎ Á Ȱ0ÒÏÖÉÓÉÏÎÁÌȱ ÔÉÃËÅÔ ÁÎÄ ÓÅÎÔ ÔÏ ÔÈÅ 0ÒÏÖÉÓÉÏÎÁÌ 
Clerk to receive a printed provisional ballot. 
 

For this election, all voters receive a pen ÆÒÏÍ ÔÈÅ 'ÒÅÅÔÅÒ ×ÉÔÈ ÔÈÅÉÒ Ȱ6ÏÔÅÒ 0ÒÏÃÅÓÓÉÎÇ 
CaÒÄȱ ÔÏ ÕÓÅ ÔÈÒÏÕÇÈÏÕÔ ÔÈÅ ÖÏÔÉÎÇ ÐÒÏÃÅÓÓ ÁÎÄ ÅÉÔÈÅÒ ËÅÅÐ ÏÒ ÄÉÓÐÏÓÅ ÏÆ ÁÔ ÔÈÅ ÅÎÄȢ The 
secrecy sleeves provided by either the Ballot or Provisional Clerks are also single use and 
should be disposed of after being used by the voter.   
 
 All voters receive verbal instructions on:  
¶ How to mark the ballot 
¶ What to do if a mistake is made while marking 
¶ What to do with the marked ballot  

 

A polling place may have different ballot types (BT) and different colored ballots. Please make 

sure you have all your ballot types readily available to the Ballot Clerk(s). The Ballot Clerk 

 

If there is a shortage of workers, any poll worker might be reassigned to 
another position. A minimum of 3 poll workers is required for a polling place 

to function. 
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matches the BT# and color on the signed ticket to the BT# and color of the ballot that they give the 

voter. 

¶ A voter casts the precinct ballot by depositing it in the Ballot Scanner and is then given an 

Ȱ)-6ÏÔÅÄȱ ÓÔÉÃËÅÒȢ  

¶ A voter who has updated their address on their eRoster ticket and received a Change of 

Address Envelope will deposit it in the auxiliary bin compartment of the ballot box.  

¶ A provisional voter places the provisional ballot into an envelope and casts the 
ballot and envelope into the Pink Provisional Ballot bag. 

Issuing Replacement  Ballots  

When a voter makes a mistake on the ballot, they return to the Ballot Clerk or Provisional 
Clerk who gave the voter the ballot for further assistance.  
 
 

 
The Clerk will:  
 
¶ Take the ballot and verify that it  is the same ballot type you are issuing . 
¶ Write SPOILED across the face of the ballot to void the ballot. 
¶ Place the spoiled ballot into the Red Bag. 
¶ If only replacing the A card for the voter, make sure to also spoil the B card from 

the stock so that the count does not have a discrepancy.  
¶ If the ballot was issued by the Ballot Clerk, a new ballot will be issued by the 

Ballot Clerk.  Tear off a new pre-printed ballot  and give the voter the 
replacement ballot.   

¶ If the ballot was issued by the Provisional Clerk, a new ballot will be issued by 
the Provisional Clerk.  Tear off a new pre-printed  provisional ballot and give the 
voter a new replacement provisional ballot. 

¶ Provisional ballots should only be printed and re-issued from the Touch Writer 
as a back-up.  This includes low inventory of pre-printed provisional ballots or if 
the voter is at the wrong voting location. 

The maximum number of replacement ballots a voter can receive is 2 (two).  Offer to help 
the voter prior to them reaching the maximum number. 

Assisting Voters with Marking Ballots    

Voters have a legal right to receive assistance at the polling place. Voters can bring 1-2 
people to provide assistance if the person(s) is not their employer, union representative, or 
an agent or officer of the employer or union (although it is difficult to know).  Voters may 
also ask a poll worker for assistance. The assistance provided may include reading the 
ballot aloud or marking the ballot as directed by the voter.   
 
If a voter asks for assistance in marking the ballot: 

 

The November 2020 Ballot will be a 2-card ballot. Because of this, make sure 
when spoiling a ballot, you spoil both an A & B card even if the voter only needs 

to have one of the cards replaced. They can keep the card they do not need 
replaced and the ballot or provisional clerk can spoil the unused second card.  
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¶ The Ballot Clerk or Provisional Clerk must issue an oath to the voter.   
¶ Ask the voter to repeat the following oath: 

Ȱ) ɉÖÏÔÅÒȭÓ ÎÁÍÅɊ ÄÏ ÁÆÆÉÒÍ ÔÈÁÔ ) ÒÅÑÕÅÓÔ ÁÓÓÉÓÔÁÎÃÅ ÍÁÒËÉÎÇ ÍÙ ÂÁÌÌÏÔȢȱ 
¶ 7ÒÉÔÅ ÔÈÅ ÖÏÔÅÒȭÓ ÎÁÍÅ ÏÎ ÔÈÅ !ÓÓÉÓÔÅÄ 6ÏÔÅÒ ,ÉÓÔ ÌÏÃÁÔÅÄ in the binder. 

 
Voters also have the option of using the Touch Writer as a ballot marking device, which  can 
accommodate voters who need the ballot presented in an audio format, made 
larger/contrasted to be easier for the voter to see, and/or who need to use the accessible 
remote to mark the ballot or plug in their own dual switch interface to mark the ballot.  

Translated Sample Ballots (Facsimile Ballots)  

All polling places will have translated ballots available in Tagalog and Spanish.  The Ballot 
Clerk and Provisional Clerk will ask the voter if they need a translated/facsimile  ballot in 
one of the languages available. These ballots are NOT to be marked but only to be used for 
language assistance when marking their actual ballot. 

Election Day Meal Break  

Poll workers are encouraged to take several short breaks (about 5 minutes) throughout the 
day; however, election code requires that a minimum of 3 poll workers are available to 
serve voters.   
 
 

All poll workers are entitled to a meal break. The Inspector coordinates meal breaks to 
ensure that all workers are available during the peak periods of voting (7-9 am, 5-8 pm).  
 
Please make sure that you are following health and safety guidelines when taking these 
breaks, including when taking off gloves and masks, and thoroughly cleaning hands before 
putting new gloves and masks back on. 
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Election Day Observers  

Anyone can observe any aspect of the election process. Often it is someone working for a 
political party or candidate. Other observers are from groups focused on accessibility and 
made be checking for to make sure ADA guidelines or health and safety measures are being 
correctly followed or that voters have access to translated ballots.  
 
Please make sure that you have followed the set-up guidelines for both social distancing 
and ADA modifications. Make sure that you have posted the translated ballots where they 
are visible to voters, have the loose translated ballots at hand to offer to every voter, and 
that clerks who are wearing the tags to indicate any language they speak if applicable. 
Observers are welcomed to observe but must adhere to the guidelines listed: 
 
 

 

   

May May Not Can Not 

Observe proceedings including 

opening and closing. 

Speak with poll workers or 

voters to interfere or delay 

voting process. 

Touch voting materials or 

equipment or sit at the official 

election table 

Look at and obtain information 

from Street Index, updates to 

which can be accessed in 3 

ways:  

1. Online 

2. Printed from the 

eRoster in the options 

menu 

3. From the Voter 

Processing Forms 

collected by the eRoster 

Clerk (please do not 

allow observers to keep 

these cards 

Speak to voters within 100 feet 

of entrance relating to casting a 

vote, displaying election 

material, wearing of candidate 

ÂÁÄÇÅÓ ÏÒ ÔÈÅ ÖÏÔÅÒȭÓ 

qualifications to vote. 

 

Occupy the area behind or 

between official election tables, 

voting booths or Ballot 

Scanner. 

Monopolize and/or remove the 

posted Street Indexes. 

Interfere with the timely closing 

of a polling place. 

 

Disregard the Social Distancing 

and Mask Mandate 

requirements 

May ask to see the translated 

ballots, who (if any clerks) are 

bi or multilingual, and where 

the facsimile ballot is posted 
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What to do if an observer violates the guidelines:  

¶ Politely approach the individual(s) and advise them of the guidelines. 

¶ If the observers continue to violate the guidelines, ask the observers to leave the 

polling place 

¶ Immediately call your Roving Inspector. 

Notify the Registrar of Voters at 707-784-3045.   

If you feel unsafe or in-danger, call 911 immediately. 

Electioneering  

What is Electioneering?  
¶ Any act of campaigning for or 

against a party, candidate, or 
measure that appears on the 
ballot 

¶ Speaking to voters about 

marking his or her ballot 

¶ Displaying any sign, sticker, 

button, or clothing that 

supports or opposes a party, 

candidate, or measure 

¶ Voters quietly discussing their 

choices in a voting booth within earshot of other voters 

Electioneering is not allowed within 100 feet of the entrance to the room in which ballots 

are cast.  

 

Exception: News media or pollsters are allowed within 25 feet of the entrance if they are 

conducting exit interview. Exit interviews are not considered electioneering because it 

occurs after the voter has voted. 

 

What to do if there is a violation of electioneering laws:  

¶ Make a polite approach and advise them of the electioneering laws. 

¶ If the situation continues, immediately call the Roving Inspector. 

¶ Notify the Registrar of Voters at 707-784-3045.   

 

Media 

Members of the media may be present in the polling place but may not take pictures of 

voters or poll workers unless permission is granted.   Media may request a comment or 

quote from poll workers. If you are not comfortable speaking with them, direct media 

inquiries to 707-784-3366. 
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Time in Voting Booths  

Per the Election Code, voters are not allowed to be in the voting booth any longer 
than is necessary to mark their ballots, which should not exceed 10 minutes 
(please note that two card ballots may take longer for voters to vote).  If there are 
no voters waiting for a booth, please allow a voter more time.  Voters are also 
allowed to bring their voter information guide into the voting booth with them to 
be used as a guide. 

 

Showing ID at the Polling Place  

¶ The requirement to show identification at the polling place is limited to a small 

group of voters. The eRoster ÔÁÂÌÅÔ ×ÉÌÌ ÓÈÏ× ȰID Requiredȱ ÆÏÒ the voters that are 

required to do so.    

¶ The eRoster Clerk will ask for and record the ID shown by the voter. For a list of 

acceptable IDs, see page 100. 

¶ Voters MAY show an ID to help the eRoster clerk look up their name or determine 

the spelling, however, it IS NOT required.  The eRoster clerk should NOT request to 

ÖÉÅ× ÔÈÅ ÖÏÔÅÒȭÓ )$ ÕÎÌÅÓÓ Ȱ)$ 2ÅÑÕÉÒÅÄȱ ÉÓ ÓÈÏ×Î ÏÎ ÔÈÅ Å2ÏÓÔÅÒ ÔÁÂÌÅÔȢ 

Emergency Procedures  
If there is an emergency need for police, fire, or ambulance contact the appropriate agency 

using the county issued cellphone.  The direct emergency number for the police and fire are 

on the page titled Important Information .  

What to do if you must evacuate the polling place :  

¶ Instruct all voters and workers to immediately leave the polling place 
¶ Direct the workers to gather nearby at a safe location, or to follow the instruction of 

a polling location staff member, or emergency personnel. 
¶ Once safely out of building, immediately notify the Registrar of Voters at 707-784-

3045 and your Roving Inspector. 
 

What to do if there is a power outage  in the building : 

¶ Notify the Registrar of Voters at 707-784-3045. 

¶ Your Ballot Scanner and Touch Writer have a battery backup to allow the equipment 

to continue to operate for a limited time. 

¶ The Touch Writer printer will use the Uninterruptible  Power Supply (UPS) in the 

event of a power outage. 

¶ The eRoster tablet is fully charged while plugged in.  The eRoster printer will use 

the UPS in the event of a power outage.  If there is a power outage continue to 

process voters using the eRoster and emergency voter tickets.  The battery on the 

tablet should last you during a minor power outage.  If the power outage lasts longer 

than the battery on the tablet, begin using the backup paper roster. 
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What to do if a voter wants to take pictures  inside  the polling place : 

Inform the person that videotaping and photography are not permitted in the polling place, 

ÈÏ×ÅÖÅÒ ȰÂÁÌÌÏÔ ÓÅÌÆÉÅÓȱ ÁÒÅ ÁÌÌÏ×ÅÄȢ  State law now allows a voter to take a photograph of 

ÔÈÅÉÒ ÂÁÌÌÏÔ ɉÁ ȰÂÁÌÌÏÔ ÓÅÌÆÉÅȱɊ ÁÎÄ ÓÈÁÒÅ ÉÔ ÏÎ ÓÏÃÉÁÌ ÍÅÄÉÁȢ Discretion will still need to be 

ÅØÅÒÃÉÓÅÄ ÁÓ ÔÏ ×ÈÅÔÈÅÒ ȰÂÁÌÌÏÔ ÓÅÌÆÉÅÓȱ ÁÒÅ ÃÁÕÓÉÎÇ Á ÄÉÓÒÕÐÔÉÏÎ ÒÅÑÕÉÒÉÎÇ Á ÒÅÓÐÏÎÓÅȢ 

What to do if a vote by mail voter wishes to use their surrendered ballots as a guide for 

voting : 

Inform the voter that Election Code states a vote by mail voter must first surrender  their ballot to 

vote at the polls.  Once the ballot is surrendered, it cannot be given back to the voter. 

What to do i f you cannot  get into your polling place before 7:00 AM : 

1. Contact your Roving Inspector  

2. Call the Registrar of Voters at (707) 784-3045 

3. Set up outside the polling place entrance 

4. Break the seal on the red bag and remove the contents. 

5. Re-seal the red bag and use it as the temporary ballot box. 

6. Give the Back Up Paper Roster to one eRoster Clerk 

7. Give a pad of precinct ballots to the Ballot Clerk 

8. Give a stock of provisional ballots and envelopes to the Provisional Clerk 

9. If Voters do not have their VBM ballot to surrender, they must be given a Provisional Ballot 

until you are able to get inside and set up the eRosters. 

10. If Voters do have their VBM ballot to surrender and can be located in the Back Up Paper 

Roster, have them sign the book and provide a regular ballot, which they will deposit into 

the Red Bag once they have cast their vote. 

 

 

Only use these procedures if you cannot access the polling place prior to 7:00 
AM in time to open.  
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Master Supply List  

 

Red Supply Bag  
 

¶ The Inspector is responsible for picking up the Red Bag(s) and bringing them to the polling 
place on Election Day.  

¶ Some Inspectors may have multiple Red Bags due to the voter count of their location. In 
these instances, the Red bags are coded with an A, B, C, etc.   

¶ The Primary Bag is coded with an A.   
 
On top of the Red Bag 

¶ Inspector Binder/Back Up Paper Roster: 

1. 1 Copy of the Street Index 

2. Ballot Statement/Certificate of Performance 

3. Oath of Office 

4. Notice of Appointment 

5. Emergency Tickets (spares) 

6. 1 Copy of Backup Emergency Roster 

7. Payroll Form 

8. Copy of the COVID-19 specific poll place layout 

9. County-issued iPhone 

 

Inside the Red Bag  

¶ Official Precinct and Provisional Ballots 

¶ Greeter Binder 

¶ Provisional Street Roster Index Binder 

¶ Clear Bag with ID Holders, badges, language ribbons, lanyards 

¶ All Security Seals 

¶ Official Returns Pouch: 
Touch Writer, Ballot Scanner and Ballot Box keys ɀ Purple Lanyard 

¶ Ballot/Document Return Bag: 
Return of Uncounted Ballots Bag  
Return of Ballot Stubs, Spoiled & Surrendered Ballots Bag 
Return of Unused Ballots Bag  

 White ROV Document Envelope 
 

Additional  Supplies on the Caddy: 
¶ Provisional Voter Log    
¶ Provisional Envelopes 
¶ Provisional Receipts   
¶ Yellow Vote by Mail envelopes   

   
 



13 

 

eRoster Tablets  
The Inspector is responsible for picking up the eRoster tablets and bringing them to the polling 
place on Election Day. 
 
COVID Supply Caddy (supplies pictured below)  
COVID supplies will be delivered to each polling place in a second caddy. 
¶ Facial Shields 
¶ Face masks 
¶ Disposable Gloves 
¶ Hand Bottle sanitizers 
¶ Anti-Bacterial wipes 
¶ Handy wipes bucket (white) 
¶ Alcohol wipes bucket (green) 
¶ 50-gallon carboard trash bins 
¶ 50-gallon Trash bags 
¶ 6 ft social distancing measuring stick 
¶ Sneeze guards 

¶ Clipboards for Curbside Voting  
¶ Bucket to store sanitized clipboards ready to be used 
¶ Bucket to collect used clipboards that need to be sanitized 
¶ Pens 

 
 

There may be more supplies than 

are pictured  at your specific site . 

Sneeze guards for the tables will be 

on the lower shelves while wipes, 

masks, gloves, signs, and other items 

will be on the upper shelf.  

The COVID supplies will be 

delivered in a caddy (separate from 

the one contain ing voting 

equip ment) and are to b e used by 

the poll workers and voters . The 

dedicated cleaning technician will 

have their  own supply of cleaning 

supplies.  
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Black Supply Bag 

Along with the Supply Caddy and COVID_19 Supply Caddy, a moving company delivers 1 (one) 
Black Supply bag to the polling place prior to the election.   
 

Inside the Black Bag 

Individually packed bags for the eRoster, Ballot, Provisional Clerk and Touch Writer Supply Bag 
 
 
 
 
 
 
 
 
\  

 

Contents: Contents: Contents: Contents 

Ȱ3ÔÁÒÔ (ÅÒÅȱ table 
sign(s) 

Ȱ"ÁÌÌÏÔ #ÌÅÒËȱ 4ÁÂle 
Sign(s) 

Ȱ0ÒÏÖÉÓÉÏÎÁÌ #ÌÅÒË Ȱtable 
sign(s) 

Bar Code Scanner 

3-Prong Adapter Table Precinct Sign(s) Table Precinct sign(s) 
φȭ 53" #ÏÎÎÅÃÔÏÒ ÆÏÒ ÂÁÒ 
code scanner 

Power Strip(s) 
Sheet Magnifier or 
magnifying glass 

Translated Ballots (Spanish, 
Tagalog) 

5 sets headphone ear 
protectors 

Extension Cords 
Translated Ballots 
(Spanish, Tagalog) 

Scotch Tape 
Cleaning wipes 

Scotch Tape 
Sample Ballot 
Books/Voter 
Information Guide 

Provisional Voter Log 

ρππȭ %ÌÅÃÔÉÏÎÅÅÒÉÎÇ 
string 

Blue Close of Polls 
Posting Forms 

 Provisional Secrecy Sleeves 
υȭ ÃÌÅÁÒÁÎÃÅ ÓÔÒÉÎÇ 

3 Clip/Hook sets  Ȱ) 6ÏÔÅÄȱ 3ÔÉÃËÅÒÓ 

2 rolls of Ballot Scanner 
and Touch Writer 
printer paper 

8 Extra Rolls of eRoster 
Printer  Paper 

 
White Change of Address 
Envelopes 

UPS Guide 

Yellow VBM Envelopes   
Headphones and 
Headphone covers 

White Change of 
Address Envelopes 

  
 

Deceased Voter Forms    

Permanent Vote by 
Mail Removal Forms 

  
 

eRoster Clerk   Provisional Clerk Ballot Clerk  Touch Writer Supplies 
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Additional Supplies Bag:  
 Blue Painter Tape 
 Extra Printer Rolls for Ballot Scanner and Touch Writer 
 Extension Cords for Touch Writer/ Ballot Scanner 
 2- Prong Connector 
 Plastic Stationary Kit: 
  Post-its    Sort Qwik 
  Dry Erase Marker  Wire Cutters (to cut seals) 
  Scotch Tape   Ȱ) 6ÏÔÅÄȱ Stickers for Equipment Clerk 
  Pencil Sharpener   Pencils 
  Door Stopper   Paper Clips 
Outside Pocket s of Black Bag  

¶ Table Privacy Shields  
¶ Voter Registration Cards & holder 
¶ Forms Bag:  

Election Complaint Form (CA Secretary of State) 
Notice of Deceased Voters 
Permanent Vote by Mail Removal Form 
Poll Worker Feedback Form 
Telephone Cards for voter complaints 

¶ Signage Bag: 
FYI Fold-Out Poster   Paper Flags 
Polling Place Arrow Sign   Polling Place Precinct Map 
Polling Place Precinct Sign   Red Polling signs 
Voter Bill of Rights Poster   Sample Ballot Posters 

 
COVID Specific Signs to Post Outside (See Appendix C for images of signs) 

¶ Maximum Capacity 
¶ Mask Mandate  
¶ Hand Sanitizer Reminders 
¶ Social Distancing Reminders 
¶ Curbside Voting Sign  
¶ Polling Place Layout 

 

For this election, due to COVID-19, pens, secrecy sleeves, and sample ballots  
will be single -use for voters. The secrecy sleeves will be disposable and packed 
on their own in a Black Bag. The same secrecy sleeves will be used for both regular 
and provisional voters. An emergency supply will also be in the Red Bag. Pens will 
ÁÌÓÏ ÂÅ ÐÁÃËÅÄ ÏÎ ÔÈÅÉÒ Ï×Î ÒÁÔÈÅÒ ÔÈÁÎ ÈÁÖÉÎÇ Á ÓÕÐÐÌÙ ÉÎ ÅÁÃÈ #ÌÅÒËÓȭ ÂÁÇȢ  
 
A supply of COVID specific materials, including hand sanitizer, masks, gloves, and 
wipes will be located in a COVID supply bag.  
 
A trash receptacle for the secrecy sleeves and pens will be provided at every 
location. The dedicated cleaning technician will notify the roving technician is the 
receptacle is full and needs to be swapped out.  
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COVID Specific Signs to Post Inside the Polling Place: 

¶ Social Distancing Reminders 

¶ Reminders to discard secrecy sleeves and pens 

¶ Hand Sanitizer Reminders 

¶ Social distancing markers 

Signs Delivered by the Moving Company  
 

Ȱ6ÏÔÅ (ÅÒÅȱ -ÅÔÁÌ !- Frame Sign (packed in cardboard box) 
Large No Electioneering sign   
Feather Ȱ6ÏÔÅ (ÅÒÅȱ Flags (designated locations) 
 
Equipment Delivered by the Moving Company  
One Caddy with following items  
 

¶ Ballot Scanner 
¶ Touch Writer 
¶ Touch Writer Voting Booth Table (privacy panels for Ballot Box and 

Touch Writer Booth inside bag) 
¶ Ballot Printer  
¶ Ballot Box 
¶ Sealed box with Blank Ballot paper (for printer) 
¶ Yellow VBM Bag (inside Ballot Box) 
¶ Blue eRoster Tickets Bag for Ballot Clerks to share (inside Ballot Box) 
¶ Pink Provisional Ballots Bag for Provisional Clerks to share (inside Ballot 

Box) 
¶ Clear acrylic organizer for Provisional Table ɀ may be located inside of 

the Yellow VBM bag 
¶ Provisional Envelopes (inside Pink Provisional Ballot Bag) 
¶ CVR Envelopes (inside Provisional Bag) 
¶ Provisional Receipts (inside Pink Provisional Ballot Bag) 
¶ Spare Rolls of paper for eRoster (inside Blue eRoster Ticket Bag) 
¶ Spare Rolls of paper for the Ballot Scanner and Touch Writer printers 
¶ Spare toner cartridge for printer  
¶ Extra power strips 
¶ Clip on lights for all voting booths (due to social distancing requirements 

voting booths will not  be able to be plugged into one another) 
¶ Voting Booths 

¶ Greeter Table (Black TV Tray) 

¶ ADA supplies (cones, parking signs, ramps, threshold mats) if needed 
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Master Checklist  

Pre-Election Day 
 

Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Pre-Election Day Tasks 
Completed? Who What  Reference 

  A Read Manual  Pg. 33 

  A Complete REQUIRED online classes. pg. 1 

 I, R Completed REQUIRED in-person training Pg. 1 

  A Choose how you are going to vote in the election Pg. 33 

  I Pick up Election Supplies before Election Day @ 675 Texas Street, Fairfield Pg. 33 

 I Locate and charge County Issued Cell Phone ς located in the red bag Pg.33 

 I 
If location allows, set up election-booths and tables the day before election 
day. Voting machines may not be set up until Election Day. 

 

  I Call other clerks at your polling location Pg. 33 

  R Pick-up Election Supplies before Election Day @ 675 Texas Street Fairfield Pg. 34 

  I, R Turn on Cell Phone and test cell phone Pg. 34 

  R Call Inspectors - remind them to show up at 6am! Pg. 34 

  R Remind Inspectors to call ROV office for replacements Pg. 34 

  R Prioritize your visits based on Inspector experience Pg. 34 

  R Map out locations of assignments Pg.34 

  I, R If you cannot reach a poll worker call 707-784-3045 Pg. 33 - 34 
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Setting up / Pre -Opening Checklist  
 

Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

Setting up / Pre-Opening Checklist - 6:00am to 7:00am 
Completed? Who What  Reference 

 A Arrive at 6:00 am Pg. 4 

 A 
Put on PPE before meeting with other poll workers and entering the polling 
place 

Pg. 13 

 A 
Set up polling place according to layout (markers may be placed on floor/walls 
to help with placement of tables, booths, and other equipment) 

Pg. 40 

 A 
Make sure all COVID specific material is set up (post signs, set up hand sanitizer, 
mask sure (if possible, weather permitting) windows and doors are open 

Pg. 158 

 I 
Locate voting equipment and supplies in caddy (Ballot Scanner, Touch Writer, 
printer, table), along with the booths and other supplies 

Pg. 39 

 I Break seal, open Red and Black supply bags, remove all supplies Pg. 39 

 I Get Bags and supplies from inside Ballot Box Pg. 39 

 A Arrange Election Tables and Voting Equipment per COVID specific layout  Pg. 40 

 A Set up sneeze guards on each table Pg. 24 

 I 
Distribute all supplies to Clerks to set up tables/positions (including PPE and 
Greeters have supply to hand out to voters) 

Pg. 41-42 

 I 
Ensure translated ballots to pass out are available and poll workers have 
language tags to add to name tags if applicable to them 

Pg. 7 

 I 
Ensure all signs and posters are put up (including all COVID specific signage, 
the FYI poster & Voters Bill of Rights, & the translated ballots) 

Pg. 43 

 I Direct Equipment Clerk to set up Ballot Scanner and Ballot Box Pg. 42 

 PC 
Direct Provisional Clerk to set up Touch Writer booth, and Touch Writer with 
printer 

Pg. 42 

 EC Set up Ballot Scanner ς remove ballot box from caddy Pg. 62 

 EC 
Set up Ballot Scanner ς Place ballot scanner on top of ballot box; reach inside 
ballot box and pull cord away from you to lock the lid and Ballot Scanner into 
place 

Pg. 63 

 EC Set up ballot scanner - Unlock and Open ballot scanner (orange key) Pg. 64 

 EC 
Set up ballot scanner ς Confirm Seal on handle of ballot scanner matches seal 
log 

Pg.63 

 EC 
Set up ballot scanner - Remove power brick and cord from storage 
compartment then close lid of scanner 

Pg. 64 

 EC 
Set up ballot scanner - Plug power cord into power brick, then plug power 
connector into back of the Ballot Scanner, flat side up (do not plug into wall yet) 

Pg. 65 

 EC Set up ballot scanner - Open Ballot Scanner case and lock lid brace into place Pg. 65 

 EC Set up ballot scanner - Unlock, unlatch and remove tablet. (blue key) Pg. 65 
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Legend: 
A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Setting up / Pre-Opening Checklist - 6:00am to 7:00am (continued) 
Completed? Who What  Reference 

 EC 
Set up ballot scanner - Review the Power On self-test report for any issues.  
Leave report on printer until all reports are printed 

Pg. 68 

 EC 
Set up ballot scanner - Seat the tablet firmly in the cradle, tilt back, and lock it in 
place. 

Pg. 66 

 EC 
Set up ballot scanner ς Confirm seal on vDrive compartment door matches seal 
log. 

Pg. 66 

 EC 
Set up ballot scanner - Plug the power cord into AC power.  A green light should 
illuminate on the power brick when AC power is present. 

Pg. 66 

 EC 
Set up ballot scanner - Press the red power button on the back of the Ballot 
Scanner to power it on 

Pg. 67 

 EC 
Set up ballot box ς Make sure Red Ballot Bin is situated in ballot box where 
ballots can easily fall into it 

Pg. 71 

 EC 
Set up ballot scanner - Print the Zero Report and leave on printer until all reports 
are printed 

Pg. 69 

 EC Set up ballot scanner ς Install privacy shields Pg. 70 

 EC Set up ballot scanner ς Verify Auxiliary Bin is empty.  Leave open for first voter Pg. 70 

 EC Set up ballot scanner ς Verify Ballot Box is empty.  Leave open for first voter Pg. 71 

 EC 
Set up ballot scanner - Verify clock is correct in bottom left hand corner of the 
screen.  Call 707-784-3375 if it is wrong. 

Pg. 71 

 EC Set up ballot scanner - Press Open the Polls and enter code 112020 Pg. 72 

 EC Set up ballot scanner - The Open Polls Report prints.  Pg. 72 

 A, EC 
Set up ballot scanner - Tear off, sign, and place ALL reports in White Document 
Returns Envelope 

Pg. 83 

 A, EC 
Set up ballot scanner - Advance the paper in the printer by pressing the gray 
feed button twice. 

Pg. 84 

 PC Setup Touch Writer - Select Location with 5'-0" radius around the front of device Pg. 117 

 PC 
Setup Touch Writer ς remove bag with Touch Writer Booth/Table from caddy 
and setup. 

Pg. 117 

 PC Setup Touch Writer Booth ς place Touch Writer on top of Touch Writer booth. Pg. 119 

 PC 
Set Up Touch Writer - Reach under booth and push latch away from you to 
secure Touch writer to booth. 

Pg. 119 
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Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Setting up / Pre-Opening Checklist - 6:00am to 7:00am (continued) 

Completed? Who What  Reference 

 PC Set Up Touch Writer ς orient Touch writer so it is easily accessible Pg. 120 

 PC Set Up Touch Writer ς Unlock and open Touch Writer case (orange key) Pg. 120 

 PC 
Set Up Touch Writer - Remove power brick and cord from storage compartment 
(close lid of Touch Writer) 

Pg. 121 

 PC 
Set Up Touch Writer - Plug power cord into power brick, then plug power 
connector into back of the Touch Writer, flat side up.  (do not plug into wall yet) 

Pg. 121 

 PC Set Up Touch Writer - Open the Touch Writer case and lock lid brace into place Pg. 121 

 PC Set Up Touch Writer - Unlock, unlatch and remove tablet. (blue key) Pg. 122 

 PC 
Set Up Touch Writer - Seat the tablet firmly in the cradle, tilt back, and lock it in 
place. 

Pg. 122 

 PC 
Set Up Touch Writer - Confirm the seal number matches what is printed on the 
security log. 

Pg. 123 

 PC 
Set Up Touch Writer - Plug the power cord into AC power.  A green light should 
illuminate on the power brick when AC power is present. 

Pg. 123 

 PC Set Up Touch Writer - Attach privacy shields onto Touch Writer booth Pg. 123 

 PC Set Up Touch Writer ς Plug UPS (it should remain on the caddy) into AC Power Pg. 124 

 PC Set Up Touch Writer ς connect printer power cable to outlet on back of UPS Pg. 124 

 PC Set Up Touch Writer ς Connect blue printer cable to back of Touch Writer Pg. 125 

 PC 
Set Up Touch Writer ς Confirm seal number on cardboard box with blank ballot 
stock inside for Ballot Printer.  Break seal and load paper into printer. 

Pg. 125 

 PC 
Set Up Touch Writer ς turn on printer and wait until it states Ready to Print on 
device screen 

Pg. 125 

 PC 
Set Up Touch Writer - Press the red power button on the back of the Touch 
Writer to power it on 

Pg. 126 

 PC 
Set Up Touch Writer - Loosen Accessible Device from cradle and insert the 
headset plug into the Accessible Device 

Pg. 126 

 PC 
Set Up Touch Writer - Insert the barcode scanner cord into the USB connection 
on the vDrive door 

Pg. 127 

 PC 
Set Up Touch Writer - Review the Power On self-test report for any issues.  Leave 
in place until Open Polls report prints.  Then tear off all reports and place in 
Official Returns Pouch. 

 
Pg. 127 
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Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

   

Setting up / Pre-Opening Checklist - 6:00am to 7:00am (continued 
Completed? Who What  Reference 

 PC Set Up Touch Writer ς verify clock is correct time Pg. 128 

 PC Set Up Touch Writer ς Print Zero Report Pg. 128 

 PC Set Up Touch Writer ς Choose Open the Polls ς 112020 Pg. 129 

 PC 
Set Up Touch Writer - Tear off, sign, and place ALL reports in White Document 
Returns Envelope 

Pg. 129 

 PC 
Set Up Touch Writer ς keys for Touch writer to Inspector until needed to close 
the polls 

Pg. 129 

 ER Open eRoster supply bag and setup table.  

 ER Cut blue seal on case confirm with inspector to verify number on security log Pg. 86 

 ER 
Open case to remove - tablet, stylus, printer, power plugs, and mobile hot spot 
(if included-only one per location). 

Pg. 86 

 ER Plug in power cord for tablet and printer into surge protector provided. Pg. 86 

 ER Remove mobile hot spot device.  Plug in, turn on, and leave on table. Pg. 87 

 ER Place green eRoster case under the table Pg. 87 

 ER Turn on printer and eRoster tablet. Pg. 88 

 ER 
The Search screen appears - Verify the polling place is listed below search 
precinct 

Pg. 89 

 ER 
Verify the Wi-Fi Connection is made - tablet should have a green cloud icon. If 
not, call 707-784-3361. You can still process voters if not connected to the 
mobile hot spot. 

Pg. 87 

 ER Verify the Check-in Count shows as zero on the main screen. Pg. 90 

 ER Test Print - Test Printer, verify a short "TEST TICKET" is printed  Pg. 90 

 ER Tap on Voter Search Pg. 91 

 ER Confirm your start here signs are attached to election tables. Pg. 90 

 ER Place your supplies on tables Pg. 90 

 BC Open the Ballot Clerk supply bag and setup election table Pg. 112 

 BC Place your supplies on tables Pg. 112 

 BC Get Blue eRoster ticket bag from inspector and verify it is empty. Pg. 112 

 PC Open the Provisional Clerk supply bag and setup election table Pg. 116 

 PC Place your supplies on tables Pg. 116 

 PC Get Pink provisional bag from inspector and verify it is empty. Pg. 116 

 PC Get Street Roster Index from inspector to have on table  Pg. 116 

 A Set-up voting booths Pg. 43 

 I Complete polling place ADA modifications, if required Pg. 44 

       A All workers sign Zero Reports Pg. 45 

 I Administer Oath to all clerks Pg. 45 

 A Sign and witness Oath Pg. 45 
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Legend: 
A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 
 

Setting up / Pre-Opening Checklist - 6:00am to 7:00am (continued) 

Completed? Who What  Reference 

 G Locate Greeter Table and place near entrance with binder Pg. 56 

 G Locate Voter Processing Cards, clipboards, and pens to hand out to voters Pg. 56 

 G 
Place supply of masks for voters in easily accessible area for you hand them to 
voters 

Pg.56 

 G Hang the polling place map near the table Pg. 56 

 G Post FYI Poster near entrance Pg. 56 

 G Assist rest of poll workers with setting up Pg. 56 

 I Confirm seal numbers and sign Security Log- ELECTION MORNING Pg. 46 

 I Locate Signage Bag in black bag and distribute signs Pg. 43 

 A Post signs, maps, notices, flags - inside and outside of polling place. 
Pg. 43-
44 

 I 
Set-up curbside voting sign ς write LƴǎǇŜŎǘƻǊΩǎ Ŏƻǳƴǘȅ ƛǎǎǳŜŘ ŎŜƭƭ ǇƘƻƴŜ 
number on sign 

Pg. 44 

 G Set up sanitized bucket with clipboards ready to be used by voters Pg. 13 

 G Set up used/un-sanitized bucket where clipboards will go after use by voters Pg. 13 

 G 
Make sure sanitizer wipe bucket is located by used clipboard bucket for use in 
sanitizing them after voters have used the clipboards 

Pg. 13 

 I Assign meal break Pg. 45 

 I Ask clerks if they have questions about duties Pg. 45 

 A Sign Payroll Form Pg. 45 

 I Inspector Sign bottom half of payroll form Pg. 150 

 ANY Any one clerk signs bottom half of payroll form Pg. 150 

 ANY Any one clerk signs as witness Pg. 150 

 I 
Call ROV on 707-784-3375 or use the Tenex App to report that you are ready 
to open 

Pg. 45 
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How to Set Up Sneeze Guard 
1. Unbox sneeze guard 

2. Unfold shield assembly 

3. Peel protective film from shield assembly and feet 

4. Slide on the two (2) shield feet 

5. Set sneeze guard on table near where voter would approach 

6. Repeat for all eRoster, Ballot, and Provisional Clerk tables 
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Opening Polls Checklist  

Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Opening Checklist - 7:00 AM And FIRST VOTERS 
Completed? Who What  Reference 

  I Publicly Announce the polls are open at 7:00 AM sharp Pg. 46 

  I, EC 
Have 1st voter inspect the Ballot Scanner - zero ballots scanned, empty Ballot 
Box and Auxiliary Bin. 

Pg.46 

  I, BC 
Have 1st voter inspect Ballot Clerk - Empty Red bag, Empty eRoster Ticket 
Bag. 

Pg.46 

  I, PC Have 1st voter inspect Provisional Clerk - Empty Pink Provisional Ballots Bag Pg. 46 

  I Give Ballot Clerk new seal for Red bag Pg. 46 

 BC Seal red bag Pg. 46 

  BC Seal blue bag Pg. 46 

  PC Seal Pink bag Pg. 46 

  I, EC Send voter to eRoster to begin Voting Process Pg. 46 

  I Document seals on security log Pg. 46 

  EC Close, lock and seal all compartments. Pg. 66 

  EC, PC Give keys to Inspector until needed to close polls Pg. 73 
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Processing Voters Checklist  
 

Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Processing Voters throughout the day 
Completed? Who What  Reference 

  G Refer to page 56 for processing Voters. Pg. 56 

  EC Refer to Page 74 for processing Voters. Pg. 74 

  ER Refer to Page 91 for processing Voters. Pg. 91 

  BC Refer to Page 1133 for processing Voters. Pg. 113 

  PC Refer to Page 1301 for processing Voters. Pg. 131 

 I Mid-Day VBM Ballot Pickup (Yellow Bag) Pg. 47 
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Closing Checklist ɀ 8:00 PM to 9:00 PM 
 

 

Legend: 

A = All Poll workers 
ANY = Any One Clerk 
I = Inspector 

R = Roving Inspector 
G = Greeter 
BC = Ballot Clerk 

EC = Equipment Clerk 
ER = ERoster Clerk 
PC = Provisional Clerk 

 

Closing Checklist - 8:00 PM to 9:00 PM 
Completed? Who What  Reference 

  I Publicly announce the polls are closed 8 pm sharp Pg. 48 

  I Ensure all voters in line are processed and notified they will get to vote Pg. 48 

  A DO NOT CONTINUE UNTIL ALL VOTERS ARE PROCESSED AND EXIT Pg. 48 

  I Oversee the counting of unused ballots - precinct. Pg. 48 

  BC, I Count unused precinct ballots and write total on Unused Ballot Bag label. Pg. 48 

  BC, I Place unused ballots inside the box that the ballots came in. Pg. 48 

  PC, I Place unused ballots inside Unused Ballot Bag. Pg. 48 

  I, BC Break seal on Red Bag.  Pg. 48 

  BC, PC  Remove and sort contents. 48,133 

  BC, I Record the number of spoiled precinct ballots on bag labeled for this purpose. Pg. 48 

  BC, I Place spoiled ballots inside Spoiled/Surrendered bag. Pg. 48 

  PC, I Record the number of spoiled provisional ballots on Spoiled/Surrendered Bag. Pg. 48 

  PC, I Place spoiled Provisional ballots inside Spoiled/Surrendered Bag. pg. 48 

  BC, I Place surrendered ballots inside Spoiled/Surrendered Bag. Pg. 48 

  BC, PC  Place ballot stubs inside Spoiled/Surrendered Bag. Pg. 48 

  I, PC Ensure provisional ballots and signatures are recorded on provisional log. Pg. 48 

  PC Place Provisional Log in pink bag ς DO NOT UNSEAL PINK BAG. Pg. 48 

  I Pack all ADA polling place modifications. Pg. 44 

  G Take Map down from wall - place back in Signage Bag. Pg. 59 

  G Return Greeter binder to Inspector. Pg. 59 

  G Return Greeter table to where supplies were in the morning. Pg. 59 

  G Assist all other workers with taking down signs, posters, voting booths, etc. Pg. 59 

  EC Ballot Scanner - Verify Auxiliary bin has no uncounted ballots. Pg. 74 

  EC 
Ballot Scanner ς process any ballots found in Auxiliary Bin that are NOT in an 
envelope before continuing. 

Pg. 74 

  EC Ballot Scanner ς Press blue poll worker button on back of Ballot Scanner. Pg. 74 

  EC Ballot Scanner ς choose Close Polls from menu options. Pg. 75 

  EC 
Ballot Scanner ς Choose Yes, Close the Polls.   
Note:  Once polls are closed, they cannot be reopened. 

Pg. 75 

  EC 
Ballot Scanner ς Enter the close polls code 112020 and select Accept.  The 

Close Polls report will print automatically. 
Pg.75 

 

Before packing up any of the booths or equipment, wait for the Cleaning 
Technician to sanitize them! 










































































































































































































































































































