
VOTER POLL WORKER EXAMPLE

OWN BALLOT
The voter is 
dropping off  their 
completed mailed 
ballot sealed inside 
its return envelope. 

1) Verify that the 
envelope is signed by 
the voter, dated, and 
sealed.

ANOTHER’S 
BALLOT
A person is 
dropping off  another 
voter’s completed 
ballot sealed inside 
its return envelope

1) Verify that the 
“Person Authorized to 
Return” box is completed 
and signed by person 
dropping off  envelope.

AND

2) Verify that the 
envelope is signed by 
the voter, dated, and 
sealed.

REPLACEMENT 
ENVELOPE
The voter needs a 
Replacement 
Envelope

1) Provide a Replacement 
Envelope.

AND

2) Verify that the envelope 
is signed by the voter, 
dated, and sealed.

AND

3) Ensure that the voter 
completes the name, 
address, and date of birth 
fi elds.

JOB AID: MAIL BALLOT BAG STATION

Jane Doe

John        Doe

123 Street ln

San Diego CA 92104

08/14/2003

John Doe
John        Doe

123 Street ln

San Diego CA 92104

08/14/200311/07/2023

11/07/2023

Jane Doe

123 Street ln

San Diego CA 92104

Jane Doe

John Doe

John Doe Partner

John Doe

John Doe Partner

11/07/2023



IF THEN

The voter wants to vote in person • Direct the voter to Greeter Station
• Remember, it is always the voters choice whether to 

drop-off  their mailed ballot or vote it in person

The voter insists on casting their mailed ballot without its 
envelope into the Ballot Box

• Direct the voter to the Greeter Station to begin 
check-in process

The voter brings multiple envelopes • Verify that each envelope is signed by voter, dated, 
and sealed. 

• Verify that each “Person Authorized to Return” box is 
fi lled out and signed

A person wants to drop off  another’s mailed ballot in 
envelope but declines to fi ll out “Person Authorized to 
Return” section

• Ensure that the envelope is signed by the voter, 
dated, and sealed 

• Accept the envelope

The voter wants to drop off  their completed mailed ballot 
but does not have their return envelope

• Provide the voter with a Replacement Envelope 
• Ensure the voter writes in their name, address, and 

date of birth in the proper fi elds
• Ensure envelope is signed, dated, and sealed 

The voter brings an RAVBM ballot (Remote Accessible 
Vote by Mail)

• Verify that the RAVBM Envelope is complete, signed 
and sealed

• Provide Replacement Envelope if needed 

The voter brings a completed ballot sealed inside its 
return envelope from another county in California

• Accept the sealed envelope
• Place the envelope in the Mail Ballot Bag
• Inform voter that it will be sent to the proper county

The voter brings a ballot from another state • Inform the voter that out-of-state ballots cannot be 
accepted

The voter brings completed Mail Ballot Signature Form • Ensure that the form is completed
• Place in Mail Ballot Signature Form Envelope

An Observer or Poll Watcher arrives at the Vote Center • Direct the person to the Greeter Station to fi ll out the 
Observer Sign-In Sheet (not required to sign)

If there are more than 10 voters waiting to be helped by 
the Greeter Station

• Notify the Site Manager

You do not know how to assist a voter or visitor • Consult the Poll Worker Manual
• Consult with your Site Manager who may decide to 

call the Poll Worker Hotline.

JOB AID: MAIL BALLOT BAG STATION



JOB AID: GREETER STATION

POLL WORKERPOLL WORKER
• Greet and welcome the voters and visitors with a smile

• Hand the voter a Check-In Form on a clipboard with a pen 

• Available in the fi ve federally mandated languages

• English, Chinese, Spanish, Filipino, and Vietnamese

• Ask the voters to fi ll out all of Part 1 of the Check-In Form neatly 
and completely

• Direct the voters to an available poll worker at the Check-In Station
ENG/SPAN

zz

   ENG/CH

POLL WORKER USE ONLYN/C     SB 207CVR     PROVCURBSIDE VOTERVOTER ID ___________ 
POLL WORKER USE ONLY

SEQUENCE VERIFICATION
  ____________________________ 

      SEQUENCE #      VERIFIEDPART 1

This Check-in Form is used by the San Diego Registrar of Voters to begin the check-in process promptly and accurately for voting at the 

polls. This form allows us to capture your signature, verify your voter record, and assist poll workers in issuing the correct ballot to every 

voter.

VOTER'S NAME: 

  DATE OF BIRTH:

   (PLEASE PRINT)      (Last ) 

    (First)  

   (Middle)

    (MM/DD/YYYY)

ADDRESS: 
Physical residence address in San Diego County (P.O. Box, Rural Route, etc. not acceptable.  If applicable, designate N, S, E, W, if used.)   

CA

TELEPHONE:

    (City) 

(State) 
    (Zip Code)THIS CHECK-IN FORM REQUIRES YOUR OFFICIAL SIGNATURE. 

It is a crime punishable by imprisonment in the State Prison or in the County Jail for anyone to fraudulently vote, to fraudulently attempt to 

vote, vote more than once, attempt to vote more than once, impersonate a voter, or attempt to impersonate a voter. 

(Elections Code §§ 18560, 14108). X 
SIGNATURE

DATE

CHECK-IN FORM

PART 2
(To be completed at CHECK-IN STATION ONLY)

CHANGE OF ADDRESS

PART 2 may only be completed by a voter who is currently registered to vote in San Diego County who is requesting a change of address 

within San Diego County. This may only be completed during the time period of the 14th day before an election up until the close of the 

polls on Election Day. This form must be provided in person to a county elections official.  (Elections Code §§ 2119.5, 2152)

I want to change my physical residence address. My previous address was:

Physical residence address only (not a P.O. Box)

CA

(City)    

  (State)  

   (Zip Code)

POLL WORKER NOTES:

IF THEN
A voter is dropping off  a completed mailed ballot 
sealed inside its return envelope

• Refer to Mail Ballot Bag Job Aid

A voter wants to vote their mailed ballot without its 
envelope in person

• Request the voter fi ll out a Check-In Form
• Direct voter to an available Check-In Station

A voter line is forming at the Check-In Station • Notify your Site Manager
• Wait until the line subsides before handing out 

additional Check-In forms

A voter requests an Emergency Ballot • Notify your Site Manager
• Instruct voter to fi ll out a Check-In Form
• Direct voter to an available Check-In Station

A voter is dropping off  an Emergency Ballot • Notify your Site Manager
• Instruct voter to fi ll out a Check-In Form
• Direct voter to an available Check-In Station

An Observer, Poll Watcher, or member of the media 
enters the Vote Center

• Welcome and request that they sign in on the 
Observer sign-in sheet (not required to sign)

• Notify your Site Manager

You are not sure how to answer a voter’s question 
or uncertain how to assist a voter or visitor

• Notify your Site Manager, who will call the Poll 
Worker Hotline if necessary
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JOB AID: CHECK-IN STATION
Greet and Welcome each voter with a smile
• Ask the voter for their Check-In Form
Search for Voter in EPB:
• Select Mඉඖඝඉඔ V඗ගඍක Sඍඉකඋඐ
Find Voter
• On the Fඑඖඌ V඗ගඍක screen, begin with the Nඉඕඍ ඉඖඌ Bඑකගඐ Dඉගඍ search
• Enter the voter’s information from Check-In form; enter the fi rst four letters of their last and fi rst name, and complete 

date of birth
If the voter is not found:
• Verify that their fi rst and last name and date of birth from the Check-In form were correctly entered into the EPB.
• Verify with the voter the spelling of their name and address or if voter has hyphenated name, Jr/Sr, etc.
• If the voter is still not found, perform at least two diff erent searches; search again using another of the four available 

search options on the Find Voter screen (e.g., Last Name and House Number, Address Search, Voter ID)
If the voter is found:
• If only one voter matches the search, confi rm that the information on the Voter Identifi cation screen is the same as 

on the Check-In form
• If more than one voter matches the search, on the Search Results screen, select the correct voter
VBM Ballot Issued
• VBM Ballot Issued: On the VBM Ballot Issued screen, select if the voter is voting their mailed ballot in person

Voter Eligibility
• On the Voter Eligibility screen, read and follow, the instructions 

in the blue message box; on the Check-In form mark the correct 
bubble and write the Voter’s ID and sequence #; write Sequence 
# on the voter’s BMD Ticket

• For CVR or Provisional Voters, mark the appropriate box, write 
in the sequence #, and vote center location number

Voter Signature
• On the Voter Signature screen, complete the verifi cation process 

and ask the voter to verify Sequence # on the EPB matches the 
Sequence # on the Check-In Form, BMD Ticket, and envelope if 
applicable; check Verifi ed box on Check-In form

• Ask voter to please read and sign
Issue Ballot
• On the Iඛඛඝඍ Bඉඔඔ඗ග screen, select BMD or Non-BMD
Processing Complete
• At Processing Complete screen, provide voter:

• A BMD Ticket and a Secrecy Sleeve, or 
• For CVR or Provisional Voters, provide green CVR or 

peach Provisional envelope, BMD Ticked and a PROV / 
CVR Status Card.

• Direct voter to Voting Station

POLL WORKER USE ONLY

N/C     SB 207
CVR     PROV

CURBSIDE VOTER

VOTER ID ___________ 

POLL WORKER USE ONLY
SEQUENCE VERIFICATION

  ____________________________ 

      SEQUENCE #      VERIFIED

PART 1

CHECK-IN FORM

0341

1079969885

03410341 03410341

03410341

03410341



IF THEN
The voter’s address on Check-In Form 
does not match EPB

Ask the voter if they have moved
• If yes, Request Voter complete part 2 of the Check-In Form
• Process as SB207 Voter
• Update Residence Address in EPB

The voter is voting for the fi rst time in 
San Diego County

Process the voter as a CVR
• Request Voter fully complete Section 2 of CVR Envelope
• Mark CVR box; write Seq. and Location #s on Poll Worker side
• Hand the voter envelope, BMD Ticket, and Prov/CVR Status Card

The EPB displays “Voter is not eligible 
to vote a regular ballot” Due to:
1. VBM Ballot already returned, or
2. Ballot already issued by EPB

Process as a Provisional Voter
• Request that the voter complete Section 2 of Provisional Envelope
• Mark correct box; write Seq. and Location #s on Poll Worker side
• Hand voter envelope, BMD ticket, and Prov/CVR Status Card

The voter is not eligible to vote a 
regular ballot due to an Unconfi rmed 
Address

• Notify the Site Manager

The voter’s Precinct is not in this elec-
tion (PNE)

Inform the voter that they are not eligible to vote in this election
• If the voter still insists on voting, call the Poll Worker Hotline for instruc-

tions on how to proceed in assisting this voter.

The EPB displays “Voter is eligible to 
vote,” but it does not provide instruc-
tions in blue message box

Process as a VBM Ballot Issued Voter voting on BMD
• Check the ‘N/C’ bubble on the Check-In Form
• Write Seq. # on the Check-In Form
• Write Seq. # on BMD Ticket
• Ask voter to sign and verify Seq. # on EPB matches BMD Ticket and 

Check-In Form. If so, mark ‘Verifi ed’ box on Check-In Form
• Select ‘BMD’ at ‘Issue Ballot’ screen
• Hand voter BMD Ticket and Secrecy Sleeve
• Direct voter to Voting Station

The voter is surrendering the ballot 
they received in the mail

• Have a conversation with the voter explaining they will use the BMD to 
make their selections

• Write “Surrendered” on the mailed ballot and/or envelope with the mailed 
ballot inside, and tear in half

• Place in Brown Box

The voter demands an Emergency 
Ballot

• Notify the Site Manager

The voter requests reference ballot in 
language other than English

• Direct voter to the Facsimile/Reference Ballot binders located on the Voter 
Access table; retrieve the binder when voter completed

The voter’s information, other than 
address, is incorrect in EPB

• Notify Site Manager, who will call Poll Worker Hotline for instructions

EPB displays “De-certifi ed” • Notify Site Manager, who will call Poll Worker Hotline for instructions

Voter hands you a Wait Time Ticket • Select Eඖගඍක Wඉඑග Tඑඕඍ from EPB’s Launchpad Menu; Enter time written 
on voter’s ticket

You do not know how to answer a 
question or assist a voter or visitor

• Notify Site Manager, who will call the Poll Worker hotline if necessary



JOB AID: VOTING STATION

VOTER POLL WORKER EXAMPLE

Voting in-person, 
Ballot Marking Device 
(“BMD”)

• Insert the Poll Worker Card
• Input the Sequence # to “Activate” 

voter’s ballot
• Check the Voter Verifi ed box once 

the voter confi rms sequence num-
ber matches that on the BMD

• Remove the Poll Worker Card and 
keep it secured

• Request that the voter read 
instructions in voting booth

• Remind the voter to place their 
printed ballot into secrecy sleeve 
or Prov/CVR envelope 

Requests Accessible 
Voting Session

• Provide the voter with the ATI and 
headphones (all other accessibility 
devices will be brought by voter)

• Off er the voter a chair if available
• Select “Enable AVS Controller” 

prior to activating the ballot
• Assist the voter as requested

Voting in-person their 
mailed ballot without 
its envelope or an 
Emergency Ballot

• Ensure voter has checked in 
(voter must have a secrecy 
sleeve) and direct to an available 
cardboard or ADA voting booth 
and request they read instructions

• Request voters place the complet-
ed ballot into secrecy sleeve and 
bring it to the Checkout Station

03410341

03410341

03410341

TURN BALLOT OVER   -   VOTE BOTH SIDES OF BALLOT

OFFICIAL BALLOT
SAN DIEGO COUNTY, CALIFORNIA

 GENERAL ELECTION
NOVEMBER 8, 20

VOTER INSTRUCTIONS:   Completely darken the oval   next to the candidate of your choice.  To vote for a qualified 
write-in candidate, write his or her name on the blank line and completely darken the oval  next to the written name.  To 
vote for a measure, completely darken the oval next to the word "YES" or "NO."  Use a pen with dark ink (not red).  All 
distinguishing marks or erasures are forbidden and make the ballot void.  If you tear, deface, or wrongly mark this ballot, 
return it, and request another.

VOTE LIKE THIS :   

FEDERAL OFFICE

Party Nominated Offices
The party label accompanying the name 
of a candidate for party-nominated office 
on the general election ballot means that 
the candidate is the official nominee of the 
party shown.

JILL STEIN
  AJAMU BARAKA

GRN

HILLARY CLINTON
  TIM KAINE

DEM

GLORIA ESTELA LA RIVA
   DENNIS J. BANKS 

PF

DONALD J. TRUMP
   MICHAEL R. PENCE 

REP, AI

GARY JOHNSON
   BILL WELD

LIB

PRESIDENT AND VICE PRESIDENT
Vote for One

Voter-Nominated and
Nonpartisan Offices

All voters, regardless of the party 
preference they disclosed upon 
registration, or refusal to disclose a party 
preference, may vote for any candidate 
for a voter-nominated or nonpartisan 
office. The party preference, if any, 
designated by a candidate for a voter-
nominated office is selected by the 
candidate and is shown for the 
information of the voters only. It does not 
imply that the candidate is nominated or 
endorsed by the party or that the party 
approves of the candidate. The party 
preference, if any, of a candidate for a 
nonpartisan office does not appear on the 
ballot.

FEDERAL OFFICE

LORETTA L. SANCHEZ
Party Preference:  DEM
United States Congresswoman

KAMALA D. HARRIS
Party Preference: DEM
Attorney General of California

UNITED STATES SENATOR
Vote for One

SCOTT PETERS
Party Preference: DEM
U.S. Representative

DENISE GITSHAM
Party Preference: REP
Attorney/Small Businesswoman

UNITED STATES REPRESENTATIVE
52ND DISTRICT

Vote for One

STATE

MELINDA K. VÁSQUEZ
Party Preference: DEM
Attorney/Mortgage Auditor

BRIAN MAIENSCHEIN
Party Preference: REP
Assemblymember

MEMBER OF THE STATE ASSEMBLY
77TH DISTRICT

Vote for One

SCHOOL

MARK WYLAND
Educator
RICK SHEA         Governing Board Member, 
County Board of Education, Appointed

COUNTY BOARD OF EDUCATION
5TH DISTRICT

Vote for One

NINA DEERFIELD
Teacher/Publisher/Editor
ROSE MARIE DISHMAN
Retired Educational Executive
NANCY ANN HENSCH     Governing Board 
Member, Palomar Community College District
JOHN J. HALCON
Board Member, Palomar Community College
TIM FILLINGER
Engineer
KEITH MIKAS
Grocer

PALOMAR
COMMUNITY COLLEGE DISTRICT

GOVERNING BOARD MEMBER
Vote for no more than Three

JIMMY KARAM
Educator/Military Officer
CAROL WARE
Community Volunteer
STANLEY "STAN"  RODKIN
Retired Mechanical Engineer
TERRY NORWOOD
Education/Military Advocate
NICK ANASTASOPOULOS
Restaurant Owner
DARSHANA PATEL
Scientist
DEBRA COOPER
School Foundation Volunteer
JOHN "CHAS"  MORIARTY
Educator
KIMBERLEY BEATTY     Governing Board 
Member, Poway Unified School District

POWAY
UNIFIED SCHOOL DISTRICT

GOVERNING BOARD MEMBER
Vote for no more than Two

COUNTY

DAVE ROBERTS
County Supervisor, District 3
KRISTIN GASPAR
Encinitas Mayor/Businesswoman

MEMBER, BOARD OF SUPERVISORS
DISTRICT NO. 3

Vote for One

CITY

ROBERT HICKEY
Senior Deputy District Attorney
MARA ELLIOTT
Chief Deputy City Attorney

CITY OF SAN DIEGO
CITY ATTORNEY

Vote for One

MEASURES SUBMITTED
TO THE VOTERS

STATE

BONDS - YES BONDS - NO

PROP 51  SCHOOL BONDS.  FUNDING 
FOR K-12 SCHOOL AND COMMUNITY 
COLLEGE FACILITIES.  INITIATIVE 
STATUTE.  Authorizes $9 billion in general 
obligation bonds for new construction and 
modernization of K-12 public school facilities; 
charter schools and vocational education 
facilities; and California Community Colleges 
facilities.  Fiscal Impact:  State costs of about 
$17.6 billion to pay off both the principal ($9 
billion) and interest ($8.6 billion) on the bonds.  
Payments of about $500 million per year for 35 
years.

YES NO

PROP 52  MEDI-CAL HOSPITAL FEE 
PROGRAM.  INITIATIVE CONSTITUTIONAL 
AMENDMENT AND STATUTE.  Extends 
indefinitely an existing statute that imposes 
fees on hospitals to fund Medi-Cal health care 
services, care for uninsured patients, and 
children’s health coverage.  Fiscal Impact:  
Uncertain fiscal effect, ranging from relatively 
little impact to annual state General Fund 
savings of around $1 billion and increased 
funding for public hospitals in the low hundreds 
of millions of dollars annually.

BONDS - YES BONDS - NO

PROP 53   REVENUE BONDS.  
STATEWIDE VOTER APPROVAL.  
INITIATIVE CONSTITUTIONAL 
AMENDMENT.  Requires statewide voter 
approval before any revenue bonds can be 
issued or sold by the state for certain projects if 
the bond amount exceeds $2 billion.  Fiscal 
Impact:  State and local fiscal effects are 
unknown and would depend on which projects 
are affected by the measure and what actions 
government agencies and voters take in 
response to the measure’s voting requirement.

YES NO

PROP 54  LEGISLATURE.  LEGISLATION 
AND PROCEEDINGS.  INITIATIVE 
CONSTITUTIONAL AMENDMENT AND 
STATUTE.  Prohibits Legislature from passing 
any bill unless published on Internet for 72 
hours before vote.  Requires Legislature to 
record its proceedings and post on Internet.  
Authorizes use of recordings.  Fiscal Impact:  
One-time costs of $1 million to $2 million and 
ongoing costs of about $1 million annually to 
record legislative meetings and make videos of 
those meetings available on the Internet.

FRONT Card 578 RptPct 580-110900  "110900" ENGLISH 

OFFICIAL BALLOT
COUNTY OF SAN DIEGO, CALIFORNIA

PRESIDENTIAL GENERAL ELECTION - TUESDAY, NOVEMBER 8, 2016 
I HAVE VOTED – HAVE YOU?

This stub shall be removed by the poll worker and retained by the voter 

Count: 2176
PROOF
File: 120352
Pallet: 1 - Box: 1

1
PCT NO: 110900

SEQ: 0058
BT: 407

CP: 110900 MAIL
BT: 407 English
SEQ: 
CITY: 5TH SD CC

PROOF

Emergency Ballot
FOURTH SUPERVISORIAL DISTRICT SPECIAL PRIMARY ELECTION, August 15, 2023

COUNTY OF SAN DIEGO

Instruction to voters:

www.sdvote.com

CONTEST

Vote by legibly writing the full name of the candidate you choose in the empty selection box next to the contest name.
To vote for offices that elect by district, please add the district number or letter.
To vote for a judicial, measure or proposition question, write Yes or No.
Use only black or blue ink pen to write your choice (selection) on your ballot.
Use your Sample Ballot or eSample Ballot found in your Voter Information Pamphlet (VIP). Look up your VIP with the QR
Code provided (right) to find your candidate choices.

SELECTION

COUNTY

BOARD OF SUPERVISORS, DISTRICT NO. 4

POLL WORKER USE ONLY

SEQ:



JOB AID: VOTING STATION

IF THEN
BMD Voter requires settings 
assistance

Select from the following options at the top of the BMD screen:
• Language: choose English, Chinese, Spanish, Filipino, or Vietnamese
• Text Size: increase or decrease the font size of displayed text
• Audio: adjust reading speed and headphone volume (in AVS controller mode 

only)
• View: adjust screen contrast and background color 

Voter requests navigation 
assistance

• Direct voter to touch the “More” button at the bottom to scroll down
• Select “Next” in the lower right to proceed to next contest
• Select “Previous” in the lower left to return to previous contest
• Select a contest tab at the top to go directly to that contest

Voter requests assistance 
marking their ballot using 
BMD

• Ask voter who is being assisted to repeat the following oath: “I (voter’s name) 
do affi  rm that I request assistance marking my ballot.” Write the voter’s name 
on the Assisted Voter log (Blue Envelope tab 6)

• To select a candidate: tap the gray square to the left of candidate’s name
• To vote for or against a measure: tap the gray square to the left of “Yes” or 

“No”
• To review all current selections: tap “Review” at any time
• To modify selections: tap “back to ballot” from the “Review” screen
• To change a selection: tap the marked gray square to deselect and then tap 

new selection

Voter requests assistance 
printing their ballot

• Direct voter to tap on “Print Ballot” after reviewing all selections
• An advisory message appears if voter chooses not to vote every contest 

(voter has option to choose which contests to vote)
• The fi nal screen informs voter:

“Your offi  cial ballot has printed. Cast your paper ballot into the ballot box; this is 
not a receipt”

Wrong sequence number was 
entered

Activation needs to be canceled:
• Tap “More” in the top right-hand corner of the touchscreen
• Tap “Cancel Activation,” then tap “Yes, cancel activation”
• Initiate a new session using same sequence number

Voter printed out their ballot 
and notices a mistake and 
requests to mark a new ballot

• Write “Spoiled” across the ballot
• Tear the QR/barcode on spoiled ballot slightly
• Initiate a new session using same sequence number found at top right of BMD 

ballot
• Place spoiled ballot in the Brown Box
• Notify Site Manager that the voter may require additional assistance

You have a question on how 
to assist a voter or visitor

• Notify the Site Manager who will call the Poll Worker Hotline if necessary



JOB AID: CHECKOUT STATION

VOTER POLL WORKER EXAMPLE

Approaches the Station 
with ballot and secrecy 
sleeve

1. Ask the voter to hand you 
their secrecy sleeve; protect 
the privacy of the voter’s bal-
lot by sliding the ballot from 
the secrecy sleeve into the 
Ballot Box without looking at 
the ballot

2. Verify the secrecy sleeve is 
empty

3. Provide an “I Voted” Sticker
Thank voter for voting!

Approaches Station 
with green CVR or 
peach Provisional 
envelope

1. Verify both sides of the 
envelope are completed

2. Verify the envelope is sealed
3. Deposit the envelope into 

Ballot Box
4. Provide an “I Voted” Sticker

Thank voter for voting!

Approaches with a
Mailed Ballot in its 
Return Envelope

1. Inform the voter that Mailed 
Ballot envelopes can to be 
deposited into the Mail Ballot 
Bag and direct them to that 
Station

2. If the voter insists on 
depositing a Mailed Ballot 
Envelope into the Ballot Box, 
verify the envelope is sealed, 
signed by the voter, and 
dated; deposit envelope into 
Ballot Box

Obi-Wan      Kenobi

1234 Alderon st      San Diego                Ca           92104
4321 Corusant ln     Los Angeles             Ca           9021

Obi-Wan      Kenobi            8/15/2023

D 2 1 3 5 4 5 6             0 1 0 1 1 9 6 2
1234                            Lucas Tx

Jane Doe

11/07/2023

Jane Doe

123 Street ln

San Diego CA 92104



JOB AID: CHECKOUT STATION

IF THEN

The voter presents a ballot without a secrecy sleeve or 
an envelope

• Ask the voter to return to Vote Station and retrieve 
their secrecy sleeve or envelope before casting 
ballot into the Ballot Box

• If the voter returns with an envelope, ensure ballot 
is placed inside envelope, the envelope is fi lled out, 
signed, and sealed

You have any concern whether a person voting their 
mailed ballot without an envelope was properly checked 
in

• Confi rm that the voter fi lled out a Check-In Form and 
they were processed at the Check-In Station; notify 
the site manager with any questions or concerns

A voter presents either 
1) an mailed ballot without its return security envelope or 
secrecy sleeve, or 
2) an Emergency Ballot without a secrecy sleeve. The 
voter states they left the Vote Center after checking in 
and have returned to vote it

• Inform the voter they will need to complete the 
Check-In process and direct them toward the 
Greeter Station; notify the Site Manager

The voter requests to insert their ballot into the Ballot 
Box

• Inform the voter that you will insert their ballot into 
the Ballot Box while protecting the privacy of their 
ballot and they can watch the entire process

• If they still insist, rotate the Ballot Box and instruct 
them to slide their ballot from the Secrecy Sleeve 
into the Ballot Box

The voter asks how ballots are tracked to ensure they 
are received by the ROV

• Inform voter that every ballot in the Ballot Box is 
securely transported to the ROV and will be counted

The voter asks how the status of their Provisional/CVR 
ballot can be tracked with the ROV

• Ensure the voter has been provided a Prov/CVR 
Status Card; inform voter to call phone number listed 
on the Status Card 10 days after the election for 
information on the status of their ballot

You have questions on how to assist a voter or visitor • Notify the Site Manager who will call the Poll Worker 
Hotline if necessary

A voter or fellow poll worker requests your assistance in 
another area of the Vote Center

• Never leave the Ballot Box unattended; notify the 
Site Manager and request their assistance

An observer or member of the public states that you 
need to change a Checkout Station procedure

• Continue to perform your duties per ROV training; 
immediately inform the Site Manager



JOB AID: CLOSING

Included on this Job Aid:
• Packing Reference Chart (FRONT) - A quick reference on where items will be packed during the closing pro-

cedures each night of the election
• Signed and Sealed Reference Guide (BACK) - A quick rundown of individual closing-related items used at 

the Vote Center, includes information on if an item requires a signature OR if the item is sealed (and how it is 
sealed)

Other resources include:
• The Daily Closing Checklist (found in the Poll Worker Manual on pages 83 & 84)

• The Closing Procedures page in the Manual (pages 44)

Closing Procedures - Packing Reference Chart

Brown Box

Mail Ballot Bag

Red Bag

Items to be Packed and Sealed Where Items Get Packed and Sealed

BMD Ballots Cast
Voted Mailed Ballots (without envelopes)

Voted Emergency Ballots

Provisional Envelopes
CVR Envelopes

Check-In Form Security Envelope
Mail Ballot Signature Form Envelope

Spoiled BMD Ballots
Spoiled Mail Ballots

Spoiled Emergency Ballots
Surrendered Mail Ballots/Envelopes
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lip

pe
d 

to
ge

th
er

 d
ai

ly.

Dropped-Off  Mail Ballot (in envelopes)

White Ballot Carton



Si
gn

ed
 a

nd
 S

ea
le

d 
Re

fe
re

nc
e 

Gu
id

e 
Ite

m
 

Si
gn

ed
? 

Se
al

ed
? 

W
he

re
? 

Vote center Items 

Br
ow

n 
Bo

x 
YE

S 
- p

ol
l w

or
ke

rs
 si

gn
 th

e 
Cl

os
in

g 
Bl

ue
 S

ec
ur

ity
 S

ea
l. 

YE
S 

- C
lo

sin
g 

Bl
ue

 
Se

cu
rit

y 
Se

al
 

“S
ur

re
nd

er
ed

” 
bo

x 
ch

ec
ke

d.
 

Re
m

ai
ns

 a
t t

he
 v

ot
e 

ce
nt

er
 fo

r R
O

V 
pi

ck
up

 a
fte

r t
he

 e
le

ct
io

n
 

O
ffi

ci
al

 B
al

lo
t 

Po
uc

h 
N

O
 

N
O

 
Re

m
ai

ns
 a

t t
he

 v
ot

e 
ce

nt
er

 fo
r R

O
V 

pi
ck

 u
p 

af
te

r t
he

 e
le

ct
io

n
 

Bl
ue

 E
nv

el
op

e 
NO

 
NO

 
Re

m
ai

ns
 a

t v
ot

e 
ce

nt
er

 u
nt

il 
El

ec
tio

n 
Ni

gh
t; 

on
 E

le
ct

io
n 

Ni
gh

t i
t i

s r
et

ur
ne

d 
to

 D
AR

T
 

BM
D 

Se
al

 
Ve

rif
ic

at
io

n 
Lo

g 

YE
S 

- o
nl

y 
do

ne
 o

n 
se

t u
p 

da
y 

of
 th

e 
Vo

te
 c

en
te

r. 
N

O
 

Re
m

ai
ns

 in
 th

e 
Bl

ue
 E

nv
el

op
e 

(T
ab

 6
) 

Da
ily

 B
al

lo
t 

St
at

em
en

t 
YE

S 
- o

n 
El

ec
tio

n 
Ni

gh
t o

nl
y;

 a
ll 

po
ll 

w
or

ke
rs

 si
gn

. 
NO

 
Re

tu
rn

ed
 to

 th
e 

Bl
ue

 E
nv

el
op

e 
(T

ab
 6

); 
on

 
El

ec
tio

n 
Ni

gh
t i

t i
s p

la
ce

d 
in

 th
e 

W
hi

te
 

Ba
llo

t C
ar

to

DART Items 

Ch
ai

n 
of

 
Cu

st
od

y 
Fo

rm
 

YE
S 

- t
w

o 
de

sig
na

te
d 

po
ll 

w
or

ke
rs

. 
N

O
 

Ha
nd

ed
 d

ire
ct

ly
 to

 D
AR

T 
of

fic
ia

l. 
O

ne
 p

ol
l 

w
or

ke
r r

et
ai

ns
 th

e 
w

hi
te

 co
py

W
hi

te
 B

al
lo

t 
Ca

rt
on

(s
) 

YE
S 

- s
ea

l a
nd

 th
en

 a
ll 

po
ll 

w
or

ke
rs

 si
gn

 th
e 

Cl
os

in
g 

Bl
ue

 
Se

cu
rit

y 
Se

al
. 

YE
S 

- C
lo

sin
g 

Bl
ue

 
Se

cu
rit

y 
Se

al
 w

ith
 

“V
ot

ed
 B

al
lo

ts
” 

bo
x 

ch
ec

ke
d.

 

Ha
nd

ed
 d

ire
ct

ly
 to

 D
AR

T 
of

fic
ia

l (
ev

en
 if

 
em

pt
y)

. 

Re
d 

Ba
g 

N
O

 - 
w

hi
te

 ca
rd

 m
us

t b
e 

fil
le

d 
ou

t c
om

pl
et

el
y.

 
YE

S 
- S

ec
ur

e 
w

ith
 re

d 
ta

b 
lo

ck
. 

Ha
nd

ed
 d

ire
ct

ly
 to

 D
AR

T 
 

Ch
ec

k-
In

 F
or

m
 

Se
cu

rit
y 

En
ve

lo
pe

 

N
O

 - 
vo

te
 ce

nt
er

 n
um

be
r a

nd
 

da
te

 m
us

t b
e 

fil
le

d 
ou

t a
fte

r 
fo

rm
s a

re
 p

la
ce

d 
in

sid
e.

 
YE

S 
- E

nv
el

op
e 

ge
ts

 se
al

ed
. 

En
ve

lo
pe

 is
 p

la
ce

d 
in

 th
e 

Re
d 

Ba
g 

ev
er

y 
ni

gh
t (

ev
en

 if
 e

m
pt

y)
. 

M
ai

l B
al

lo
t 

Si
gn

at
ur

e 
Fo

rm
 E

nv
el

op
e  

N
O

 
YE

S 
- I

f t
he

re
 a

re
 M

ai
l B

al
lo

t S
ig

na
tu

re
 

Fo
rm

s, 
th

e 
en

ve
lo

pe
 g

et
s s

ea
le

d.
 

If 
th

er
e 

ar
e 

M
ai

l B
al

lo
t S

ig
na

tu
re

 F
or

m
s, 

th
e 

en
ve

lo
pe

 is
 p

la
ce

d 
in

 th
e 

Re
d 

Ba
g.

 

M
ai

l B
al

lo
t 

Ba
g 

N
O

 
YE

S 
- S

ec
ur

ed
 w

ith
 re

d 
ta

b 
lo

ck
 

on
 zi

pp
er

 b
ef

or
e 

us
e;

 re
d 

ta
b 

lo
ck

 o
n 

slo
t a

fte
r p

ol
ls 

clo
se

. 

Ha
nd

ed
 d

ire
ct

ly
 to

 D
AR

T 
of

fic
ia

l (
ev

en
 if

 
em

pt
y)

. 



JOB AID: EMERGENCY PREPAREDNESS
SITE MANAGERS
• You must fi rst determine the urgency of the situa  on:

• If there is or you perceive a threat 
to voter or poll worker safety.

• If there is a disruption to the voting 
process.

CALL 9-1-1 • Provide Vote Center facility name 
and street address

• Details of threat or disruptive 
conduct

• Call Poll Worker Hotline to
inform when safe to do so

If Site Manager is unable to resolve 
situation where voters/poll workers 
are uncomfortable but do not feel 
threatened

Call Poll Worker 
Hotline

• Poll Worker Hotline will provide 
guidelines on how to de-escalate 
the situation or will call local law 
enforcement if necessary

• Follow Poll Worker Hotline in-
structions

IN CASE OF EMERGENCY/DISASTER EVENT:
• Immediately call 9-1-1 and follow these steps:

Step 1 Evacuate in case of disaster 
or event (fi re, bomb threat, 
etc.)

• Calmly direct voters to emergency exits
• Instruct poll workers to meet at predesignated 

assembly area selected ahead of time

Step 2 Secure election materials (if it 
can be done safely)

• As poll workers evacuate, direct them to take:
• Ballot Box
• Mail Ballot Bag(s)
• Completed Check-In Forms

Step 3 Meet at designated assembly 
area

• Account for all poll workers
• Account for and secure election materials

Step 4 Call Poll Worker Hotline as 
soon as safely possible

• Report status: identify yourself, poll worker con-
ditions, needs, and receive direction/next steps.



Listen • Listen with empathy even if you do not agree with them.
• Present genuine concern and a willingness to understand 

without judging.
• Give your full attention, nod and ask questions, and avoid 

changing the subject or interrupting.
• When other people think that you have not listened to their 

concerns, they will think that you do not care and will not 
help them.

Acknowledge and Respond • Acknowledge and express an understanding of the voter’s 
concerns without passing judgment on them.

• Respond in a calm voice with normal volume.
• Respond with kindness and respect. Use “I” statements, as 

in , “I hear you saying...” and “I understand that...”

Use Positive Words • Remain respectful and courteous.
• Address the individual with civility and use phrases such as 

“please” and “thank you.” 
• Shifting conversation to the fact that they will be able to 

vote by saying, “You are going to vote today,” or “we will 
assist you with voting by bringing the Ballot Marking Device 
to you as soon as possible.”

Control Your Tone and Body Language • Be aware of your non-verbal communications; a signifi cant 
portion of the message people receive from you in face-
to-face communication is conveyed through your body 
language and your voice tone.

• Ensure your body language, tone, facial expressions, and 
gestures purposefully relay an attitude that is calm, com-
posed and empathetic.

• Maintain a safe distance and avoid pointing, excessive 
gesturing, or touching the other person.

• Maintain a neutral and attentive facial expression. Oth-
erwise, you could be perceived as being frustrated and 
uninterested in assisting.

Off er Solutions • If you are incapable of catering to someone’s fi rst choice, 
defl ect responsibility to ROV policies.

• If possible, off er multiple options that follow ROV guidelines 
to choose from as an alternative, instead of just one.

• In particular challenging situations, it may be best to 
change the setting by removing people from the are. This 
could include parties involved in the confl ict or any onlook-
ers.

• In every case, the hotline is always there to assist you.

JOB AID: De-escalation Tactics


