County of Sacramento
Voter Registration and Elections

PRECINCT OFFICERS
INSTRUCTION MANUAL

Special Municipal Election
District 5
March 4, 1997

Polls Open 7 AM Ernest R. Hawkins
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Forward

The following instructions will help you complete your duties before and on election day. Please
read them completely. If you are uncertain about any procedures or instructions; rather than
guess, please call the staff at the elections office. Use the telephone numbers on this page, and if
you are in atoll area, you may call collect.

Telephone List

If you have any questions about election supplies, procedures, or activities, please direct
your calls as follows:

1 Precinct Operations (916) 875-6100
After Hours Voice Mail
Staffing problems or changes
Polling Place problem
“Fail-Safe” procedures or problems
Questions about how procedures should be handled
Questions about problem voters
Accidents or critical situations

Complaints
2. Problems with Equipment or Supplies (916) 875-6173
Voting Devices or 875-6174

Poll Star Assemblies

Missing or damaged supplies
Sample Official Ballot Pamphlets
Official Ballots

Voting Booths

3. Questions about Absentee Voting (916) 875-6269

4. Voter Information (916) 875-6451
Eligibility to Vote
Polling Place Locations

5. TTY (for the hearing impaired) (916) 875-6381

6. Toll Free (800) 762-8019

Send any comments or suggestions to
Voter Registration and Elections

c/o Doris Miller or Jerry Neeley

3700 Branch Center Road

Sacramento, CA 95827
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Before Election Day

Inspector’s Check List - check off each item asit is completed
____ Check equipment and supplies within 48 hours after receiving them

Break the seals on the blue Ballot Box.

Inspect the supplies in both the blue Ballot Box and the Supply Box. Mark each item
on the pink checklist found in the return packet in the blue Ballot Box.

If you are missing any supplies, please call 875-6173 or 875-6174. After business
hours, leave a message at 875-6100.

Check the Official Ballots and the Sample Official Ballot Pamphlets
Be sure your Precinct Number is on the Official Ballots. The precinct number appears

at the bottom of each ballot. The Ballot Type is on the front cover of the Sample
Official Ballot Pamphlets.

Check the number of Official Ballots

Verify that the number of official ballots you receive matches the number stated on
the ballot receipt - which is on the box containing your official ballots. Tear off the
receipt and keep it for your records.

Check the Poll Star Assembliesin each Voting Device

Be sure there is a hole next to each arrow on every assembly page.

Insert a Demonstrator Ballot into each Poll Star Assembly including the demonstrator.
Punch the top and bottom holes in each column of numbers. The holes will not punch
without a ballot inserted. Check to be sure each punch is recorded correctly on the
card. If any Poll Star Assembly does not work properly, call 875-6173 or 875-6174.
Vigit the Polling Place

Verify that the polling place will be available on election day, and do an on-site

inspection for possible problems. If a problem exists, notify the election’s office so it
can be resolved with the management of the polling place before election day.

(continued on next page)



Make arrangements to pick up the key or contact the person that is to open the
polling place. Remind that person, the day before the election, to be there by
6:15 a.m. to let you in on election morning.

Contact the Precinct Board Members

On the day before the election, remind the board members to be at the polling place
by 6:15 a.m. election morning.

Become familiar with your Precinct Map

Know how to use the pink “Cross Reference” with the precinct map. Thislists all the
polling places for the election in regular precinct order. (Voting Precinct number and
Polling Place location for that precinct are on the same line.)

Check the Final Instructions

“Final Instructions’ are mailed on the Wednesday prior to election day. Make sure
these instructions contain the following:

e Instructions for handling the materials you receive.

e “Absentee Ballots Mailed List” - or a notice that the elections office did not
mail any Absentee Ballots in your precinct.

e “Qualified Write-in Candidates List” - or a statement that shows there are no
qualified write-in candidates.

e “Authorization to Vote” letters, if there are any for your precinct.

e “Roster Update’ sheet(s) if there are changes which need to be made in to your
Roster of Voters.

e Specific instructions about the polling place where you will work, if you need
them in your precinct.

e Parking notices or information about parking at your polling place, if thisis
applicable to your precinct.

Carry out these instructions. If you are missing any of the items above or if you have
guestions, call Precinct Operations at 875-6100.

Read the Precinct Officers Instruction Manual/Gold Pages
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Before The Polls Open On Election Day

Set up the Suitcase Voting Booths

1. Place the suitcase on the table. Open and remove the leg assemblies.

2.  Closelid and lock the latches. Flip the case over so the leg holes face up or on the
side as shown on previous page.

3. Put the leg sections together to form legs. Insert each leg into aleg hole. Push leg in
tightly, twisting it helps.

4.  Stand the suitcase booth upright, front legs slightly forward. Make sure the legs are
tight.

5. Openand hold lid. Attach the side panels, one at atime, to the edge of the lid using
the clips on the top side panel.

6. Light is attached to inside back of voting booth. Plug in lights at nearest outlet.
(Each booth plugs into the next booth - piggy back style.).

the Handi Voting Booth

Be sure one of the Suitcase Voting Booths is marked with a handicapped decal. This
booth is the Handicapped Voting Booth, as well as aregular voting booth when needed.

The Handicapped Voting Booth has shorter legs and “leg extenders’ to accommodate
people who require chairs or wheelchairs.

1. Placethe“leg extenders’ into the front leg holes, and turn them outward so that they
easily accommodate a wheelchair. (See examples on previous page.)

2.  Place achair next to the Handicapped Voting Booth.

Note: Locate the Handicapped Voting Booth so voters standing at other voting booths
cannot see into the Handicapped Voting Booth. All voters need privacy.

Place in each Suitcase Voting Booth:

The 11 by 17 “Instructions’ poster. (Elections Code Section 14200)
One Voting Device.

A pencil so voters, if they wish, can write in a candidate’s name on the write-in
portion of the ballot. (Elections Code Section 14105)

7
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Post the following inside the palling place

No smoking signs.

Three or more “ Instructions’ posters in addition to those in the voting booths
(Elections Code Section 14200)

“Instructions to Voters’ poster in Spanish.
How to vote on the * Poll Star Vote Recorder” poster.
Help wanted sheet (or it can be kept on table.)

Two “Index to the Register” lists near the.inside entrance to the polling place.
(Elections Code Section 14202)

If multiple polling places are located at the same site, write the letter designation of
your precinct (such as Poll "A*, Poll “B’ , etc.) on the “Index to the Register” lists.
Mark ared “ AV” on one listing, and |eave the other one blank.

Post the followin ide the polling pl

Two “ 100 Feet From Polls’ signs, 100 feet from the room where the voting takes
place.

Place “ Polling Place with Arrow” signs, from the street curb to the room where the
poll islocated, to direct voters to the polling place.

Place the “ L arge Reflective Vote” signs on the street curb, where car lights will
reflect on it, to direct votersto the polling place.

Hang the “ American Flag” outside the polling place entrance (use tape.) Display
the flag on the exterior door (or on the wall next to the door) so the 50 stars are at the
top and to the observer’s left. (See example on previous page on how to display flag.)

Place blue plastic “ Polling Place with Arrow” sign on wire frame where it is most
visible to voters. (Tapetowall if thereisno dirt or grass.)

Inspect the polling place

— Check the polling place area and its approaches for any overhanging objects or other
possible problems, particularly for people with disabilities and, in general, for everyone.

If you discover a problem, correct it if possible. If you cannot correct the problem and
the situation remains potentially dangerous, call Precinct Operations at 875-6100.
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Voting Booths
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Public Information Posted To Wall

American Flag
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Demonstration Device and Demonstrator Ballots

Precinct Officers Procedure Cards
Roster of Voters

Voter Registration Forms
Provisional Ballot Envelopes
Absentee Ballots Flow Chart
“Fail-Safe’” Voting Flow Chart
Space For Voter To Sign Roster
Precinct Officers Manual

Index To Register

Sample Official Ballot Pamphlets

Official Ballots

Blue Ballot Box
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DECLARATION OF PRECINCT OFFICERS

&, PRECINC FIC T N THIS DECLARATION
o

| do heref:? ‘olemnly declare that | will support the Constitution of the United States and the Constitution of the State of California

and that | w4y nithfully discharge the duties of the precinct board office shown after my signature and for the election designated

on the cover, +¢€.ording to the best of my ability. S\Gﬁs o
Signed on , 19 g Y\SY?’ C\ﬁ’“
Inspector Cler
(Signature) (Signature)
Clerk Clerk
(Sigriature) “ (Signature) o S‘Gﬂs
. 10
Gé%<: : Cierk WITNESSED BY: v ﬂS?E‘(,:‘ RESS
& (Signature) | P\S‘N‘
Qg.% {Signature of Inspector)
J\) L OTE: The law provides for a various number of officers on Precinct Boards. Draw a line through spaces not required for signatures.
Cc 1C F VACANC!
* = meanin~t ~Ffiniale were aDpointed by the precinct board tn fill o=~ ===
Declaration of Precinct Officers
gRHERE
PRECINCT OFFICERS PAYROLL AND OATH SHEET CINCT nUMB
PRE
PRECINCT NO. —ENTER
STATE OF CALIFORNIA 1 do solemaly declare that [ wili support the Constitution of the United States and Constitution of the State of California

and COUNTY OF SACRAMENTO and that 1 will faithfully discharge the duties of the office of Precinct Officer on the precinct board assigned.

1
OFFICE USE 0*7qS
e
o*
<t
&
INSPECTOR(PRINT NAME) INSPECT NAME) “-\
TELEPNONE NO.
CLERK(PRINT NAME) CLERK NAME) S‘Gﬂs
TELEPHONE NO. N V‘ﬁ,@“s
CLERK(PRINT NAME) - - CLERK(SIGN NAME) / 7
TELEPHONE NO. /
CERK(PRINT NAMIE) CL NAME) (
TELEPHONE NO.
CLERK(PRINT NAME) [ NAME)
TELEPHIONE N().
MILEAGE PAID T0: LEAGE ENCLOSE IN ENVELOPE NO. 5
TsM
x) €—N10 GE
PRINT PRECINCT OFFICER'S NAME “

Precinct Officer Payroll and Oath Sheet

12



Pl he following on th lon tabl

Roster of Voters (If you wish, use the index tabs for the roster pages.)
Procedure Cards

One copy of the “ Index to the Register”

Demonstrator Ballots and the Demonstrator Voting Device
Sample Official Ballot Pamphlets

Telephone pad

Pens (Voters need to sign the Roster of Voterswith a pen .)

Triangular plastic pen grips (Put grips on pens for voters with limited use of hands.)
Handi Lens Magnifier

Qualified Write-ln Candidates List (if any)

Yellow flow chart on Absentee Ballots

Peach color flow chart on “ Fail-Safe” Voting

Official Ballots (Use the ballotsin order starting with the lowest number.)

Blue Ballot Box (Put on a chair if there is not room on the election table.)
Sign in
____ Administer the Oath of Office

—lngpector - administer the Oath of Office. The Oath of Office islocated on the
inside front cover of the Roster of Voters. (Elections Code Section 12321)

« Each precinct officer shall sign the “ Declaration of Precinct Officers’ and

the_Inspector must sign as witness.
__ Sign the Precinct Officers Payroll and Oath Sheet

— Write your precinct number in the space at the top of the form. (Precinct number
is on front of Roster of Voters.)

Print the name of the Precinct Officer that is paid for mileage (Lower left corner of
the form.)

e All precinct board members are to sign the “Precinct Officers Payroll and
Oath Sheet.”

Note: Wear your name tag all day (Elections Code Section 14105)

13



Opening the Palls

___At 7:00 a.m. Declare That The Polls Are Open

(Elections Code Section 14212) (Be sure your watch or clock is accurate.)

___Display the empty Blue Ballot Box

— Display the empty blue Ballot Box to all personsin the polling place. (Elections Code
Section 14215)

— Close and seal the blue Ballot Box with the two red Pull-Tite plastic seals.

Use one seal on each side of the blue ballot box. Be sure the lid cannot be slipped open
or lifted. The blue Ballot Box must remain sealed until you have closed the polls.

Under no circumstances may the blue Ballot Box be opened until after the
polls close at 8:00 p.m. (Elections Code Section 14215)

1 Insert the thin end of the Pull-Tite
Sedl into the raised opening on the
side marked “ Enter”.

2. Pull the stem through the locking hole
of the seal and pull it astight as
possible around the item being seal ed.
This will insure that the stem cannot
be broken and reinserted into the
locking mechanism.

o ot mox S22 /

14



Whilethe Polls Are Open - Election Day

Remind Voters and Precinct Board Members of These Rules

¢ No electioneering within 100 feet of the polls. (See the section titled “ Other Questions-
Electioneering at the Polls", page 22 in the “ What To Do If” gold section of this manual.)

Note: Exit polling is not electioneering because it is done after the voter has voted.
However, anyone taking exit polls must remain 25 feet from the exit of the room where the
voting takes place.

e Every operation, including opening and closing procedures, is public and anyone may watch.
Observers, however, may not handle any election materials or interfere with the voting
process.

e Only one person a atimeis allowed in the voting booth except Assisted Voters or Voters
taking care of children. (Seethe section titled “ Meeting Voter’s Needs’ , page 20 in the “ What To
Do If” gold section of this manual,)

* Anyone may look at the Roster of Votersif the Precinct Board members are not using it and
no voters are waiting to vote. (Elections Code Section 14223(b))

The Roster of Votersisto remain on the Election Table.

e Allow each voter ten minutes in the voting booth. 1f no other voters are waiting to vote,
alow voters more time when they need it. (Elections Code Section 14224)

e A magjority of the precinct board members must be present at all times. All members must be

present when the polls close and must remain until they finish closing procedures. (Elections
Code Section 14220)

e Poll watchers may observe what goes on at the polls and may use the posted “Index to the
Register” listing. Poll watchers, however, may not sit at the elections table, may not interfere
with the voting process, and may not be in the area of the voting booths. (See the section titled
“ Other Questions - Poll Watcher’s Rights’, page 22 in the “ What To Do If” gold section of this
manual.)

15



For Each Voter at the Polls

Each Voter states thaeir name and residence address
(Elections Code Section 14216)

Roster of Voters Officer - Finds each voter’s name in the Roster of Voters

— Check to seeif “ Absentee Voter” or ared “AV” is beside the voter’s name. If there
is, read the section titled “ Absentee Ballots’ , page 3 in the “ What To Do If* gold
section of this manual.

« If the voter’s name is not on the white pages of the Roster of Voters, check the
green “ Inactive Voters’ pages in the Roster of Voters.

« If you are unable to find the voter’s name, go to the section titled “ Roster of
Voters Problems’, pagel6 in the “ What To Do If” gold section of this manual.)

> Each Voter signsthe Roster of Voters - With their name and current
residence address. (Elections Code Section 14216)

—  After each voter signs the Roster make sure the signed address matches the address
printed in the Roster of Voters. If the addresses do not match, see the section title
“ Fail-Safe’” Voting Procedures, page 10 inthe“ What To Do If" gold section of this
manual.)

Street |ndex Officer - Finds the voter’s street name on the Index to the Register.
(Follow the procedures on the yellow guide card

Demonstration Officer - Asks the voter if he/she needs a demonstration on the Voting

Device. (Follow procedures on the pink guide card.)

Ballot Officer - Issues the dligible voter an Official Ballot.
(Check the Ballot Officer Procedure Guide for more details and additional duties.)

— Inform the voter to mark the Ballot card only with the punching device provided or the
ballot will not be counted.

— Remind the voter to insert the Ballot card into the Voting Device unfolded.

« When each Voter returns from the voting booth, if the Ballot card is not folded,
have the voter fold it before accepting it. Do not unfold the Ballot card.

— Bend the stub back and forth, remove it carefully and hand it to the voter.

(continued on next page)
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—Immediately deposit the Ballot card into the blue Ballot Box, in the presence of the
voter. |f avoter insists upon putting their own Ballot card in the blue Ballot Box, let
the voter do so after making sure that the stub has been removed.

Do not add the voter’s name unless

Do not add a voter’s name to the Roster of Voters except for one of the following
reasons:

« The voter brings in an Authorization to Vote letter from the elections office or you
receive verba or written authorization from the elections office. In this event, add
the voter’s name and address at the end of the white alphabetical listing of names.
Record the name of the person giving the authorization in the right margin of the
same line as the voter’s name you are adding.

« You receive an Authorization to Vote letter in the Final Instructions or from the
Voter. In this event, put the Authorization to Vote letter in Envelope No. 5.

. It isdetermined that the voter is eligible to vote a Provisional Ballot. (See the section
titled “ Fail-Safe” Voting Procedures,” page 10 in the “ What To Do If' gold section of this
manual.)

Note:  When adding a name to the Roster of Voters, put a notation as to why you
added the name (one of the reasons listed above.) Put the notation in the far
right margin of the Roster of Voters on the same line as the name you are
adding.

What to Maintain During the Day

Maintain the Challenge List

. The Challenge List isinside the back cover of the Roster of Voters. If you challenge a
voter, see the section title ‘Roster of Voter Problems-Challenging a Voter” , page 18 in the
“What To Do If' gold section of this manual.)

COUNTY OF SACRAMENTO
VOTER REGISTRATION AND ELECTIONS

PRIMARY ELECTION
MARCH 26, 1996

CHALLENGE LIST

(ELECTIONS CODE SECTIONS 14240 AND 14232)

NAME. ADDRE SS ANO ANY OTHER IDENTIFICATION, OF

NAME ANO ADDRESS OF EACH EACH PERSON ANY THE GROUNDS | DETERMINATION
PERSON CHALLENGED PERSONS QUALFICATIONS TO VOTE OR TESTFY PUR- OF CMALLENGE | OF THE BOARD

SUANT SECTION 14247

MAME AND €SS NAME AND ADORESS IOENTRICATION

(continued on next page)



Maintain the Ass Vot Li

The Assisted Voters List is inside the back cover of the Roster of Voters. It isused only when a
voter cannot vote the ballot without assistance. ( See the section titled “ Meeting Voters Needs-

Voters Needs Assistance”, page 20 in the “ What To Do If' gold section of this manual for details and
additional instructions.)

ASSISTED VOTERS LIST

{NO SIGNATURE REQUIRED)

The » volef g hisher befiot shall not give sy g the ing of that beliot. ahell not be the voler's SMpioyer, an
sgent of the voler s empioyer. Ot an officer of agent of NS umon of which the voler & 8 member. (ELECTION CODE SECTIONS 14282 AND 14283)

PRINT NAME OF VOTER PRINT NAME OF VOTER PRINT NAME OF VOTER PRINT NAME OF VOTER
RECEIVING ASSISTANCE RECEIVING ASSISTANCE RECENVING ASSISTANCE RECENING ASSISTANCE

ntain the [ndex to the Red

Give first priority to the voter, not to the “Index to the Register” lists.

e

Once each hour until 6:00 p.m., on one copy of the Index (with thered “ AV’

notations) posted at the inside entrance of the polling place, line out the name of each

person who has voted during that hour.

Leave a second copy of the Index, unmarked, posted at the inside entrance of the
polling place.

Keep athird copy of the Index on the election table beside the Rosters of Voters.
Check off the voter’s names on this Index copy as they vote. Use this copy to update
the Index posted at the polling place entrance.

Note: Do not ask voters to repeat their name and address for the officer handling
the Index. If the Index Officer does not hear the first time, they should ask the
officer handling the Roster of Voters to restate the information.

At 6:00 p.m. you are not required to line out voters names on your copy and the
copy posted at the polling place entrance. However, the two Indexes at the

entrance must remain posted until 8:00 p.m.

(continued on next page)
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n h hour in t the Voting Devi th it Votin
Booths

—  Test the voting device and if it fails to work properly, replace it with the spare
assembly and call the elections office immediately at 875-6173 or 875-6174.
Make sure no one has written on, marked, or defaced the pages in the voting
devices.

—  Inspect the stylus (the punching device). If the tip has broken off, replace it
with the spare stylus from your supplies.

— Ingpect the Sample Official Ballot Pamphlets for markings. If there are any
markings or any remarks written on the pamphlet, mark alarge “ X” across the
front of the pamphlet and put it in Container No. 7.

— Inspect the voting booths to be sure that no Sample Official Ballot Pamphlets,
campaign literature, or other materials remain in the booths.
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ClosingthePolls

Check off each item as it is completed

All precinct officers shall be present when the polls close, to properly close the
polling place, to account for the Official Ballots, and to assure everything gets
delivered to the receiving center. (Elections Code Section 14400)

At 8:00 p.m. declare aloud that the polls are closed
(Elections Code Section 14401)

— Station one Precinct Officer at the end of the voting line to designate the last person
eligible to vote.

« Permit everyonein line to vote, but do not allow anyone who arrives after 8:00 p.m. to
enter the line and vote. (Elections Code Section 14402)

« You may close the door to the polling place. The public is entitled to witness the
closing process.

Bring in all items from outside

The flag, al signs (Reflective “ Vote" signs, “ Polling Place with Arrow” signs, “ 100
feet from the Polls’, plastic sign with wire frame,) and any other signs that were posted.

Dispose of all wet signs. Remove the masking tape from the remaining signs. Put the

signsin the large plastic bag. The plastic bag and the flag go in the Elections Supply
Box.

__ Put away itemson the inside that are no longer needed
Take down and put awav the following:

« “No smoking” signs and “Instructions’ posters. Put these in the large plastic
bag with the other signs in the Elections Supply Box.

o Put the”Help Wanted” sheet, and the three “ Index to the Register” listsin
Envelope No. 5.
(continued on next page)
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Gather all Sample Official Ballot Pamphlets

o Gather all of the Sample Official Ballot Pamphlets and seal in plastic bag. All
precinct officers need to sign the seal. Put the sealed bag into Container No. 7.

Clear the election materials that are not needed from the elections table.

Fold the Suitcase Voting Booths and the Handicapped Voting
Booth. Do not force them closed.

e Use the “Suitcase Voting Booth and Handicapped Voting Booth Disassembly
Instructions” sheet that is in the Election Supply Box.

¢ Do not remove the voting device unit from the Suitcase Voting Booths. (It remains
in the suitcase.)

— Seal the Suitcase Voting Booths and the Handicapped Voting Booth with the
green plastic seals. Insert the wire portion of the seal through the small loop in the
left latch.

23




BALLOT STATEMENT

1. NUMBER OF BALLOTS RECEIVED FROM ELECTIONS OFFICE .......cccecctevaensenns ?O O
__.___> 2. NUMBER OF BALLOTS UNUSED{Hand Count) .......c.cevvvenn... 4 7&
*_e 3. NUMBER OF BALLOTSSPOILED ..........0cetininnnnncnncan.n ___......‘Z_.

4. NUMBER OF BALLOTS TAKEN FROM THE BALLOTBOX..........
(include all bailots in biue envelopes in this total)
(Do not inciude any absentee ballots in this total)

5. TOTAL NUMBER OF BALLOTS ACCOUNTED FOR(Total of lines 2, 3, & 4)
{Should agree with total on line 1. ! different, explain in box “A" below)

................

-——-—9 6. NUMBER OF SIGNATURES IN THEROSTER.........cccivnvnnnn. __é?_&

(Should agree with totaf on line 4. [f different, expiain in box “B” below)

“ A. B.
¢ imms 1 and § differ by Lines 4 and 6 differ by

ENCLOSE IN THIS BOX:

1. Spare Assembly

2. Sample Official Ballot Pamphlets Sealed in Plastic Bag

3. Separated Blank Write-In Portion of Used Ballots

4. Stubs From Used Ballots

5. Unvoted Absentee Ballots Surrendered (if any) _Q

6. Spoiled Ballot Cards (if any) =l &

THIS CONTAINER MUST BE RETURNED
“
%
/ ’
SEAL FOR CONTAINER NO. 6 COUNTY OF SACRAMENTO PRECINCTNO. L2 3¥5

ENCLOSED IN THIS CONTAINER ARE UNUSED BALLOT CARDS

BEGINNING SERIAL NUMBER ENDING SERIAL NUMBER TOTAL NUMBER OF BALLOTS
2279 2 550 272

We Cortity that the totais iisted on this form are acCursle.

CLERK
CLERK
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Before Opening the Ballot Box

Do not fill out any forms with red pencil. Use black or blue ink pen.

For closing the polls you will need the following:

-Roster of Voters -Certificate of Packaging and Sealing
-Container No. 7 -Seal for Container No. 6

-EnvelopesNo. 1, 2, 4,5 -Container No. 3 (metal box)

-Precinct Officer Manual -Pens, pencils, scratch pads, rubber bands

-Flow Chart on Closing Procedures

Following the procedures listed below, enter tallies on the Ballot Statement (on the outside
back cover of the Roster of Voters), front of Container No. 7, and seal for Container(s) No. 6.

____Count all Ballot Cards marked “ Spoiled” in Container No. 7

Enter the total on:

Ballot Statement, line 3
Front of Container No. 7 (Elections Code Section 14404(b))

Put the “ Spoiled” Ballots cards back into Container No. 7

____Count all unused Officials Ballots

Enter the total on:

Ballot Statement, line 2
Seal for Container(s) No. 6 and record the serial numbers.
(Elections Code Section 14404(hb))

Do not seal the container until you have accounted for all the ballot cards.

____Count the signatures in the Roster of Voters

Enter the total on:

Ballot Statement, line 6




Emptying the blue Ballot Box
(Elections Code Section 14421(a))

Voted

Provisionals Absentee

(Elections Code Section 14421(b))

BALLOT STATEMENT

NUMBER OF BALLOTS RECEIVED FROM ELECTIONS OFFICE

NUMBER OF BALLOTS UNUSED{Hand Count) ..........occuenn.. g‘ 2 é
NUMBER OF BALLOTS SPOILED ... . .iviiierenniavanacenscnaes ‘Z
NUMBER OF BALLOTS TAKEN FROM THE BALLOTBOX .......... _ﬂ—é—
inciude all baliots in blue lopes in this total)

{Do not include any ab ballots in this total)

TOTAL NUMBER OF BALLOTS ACCOUNTED FOR(Total of lines 2,3, &4) .............

(Should agree with total on iine 1. If ditterent, explain in box “A™ below)

NUMBER OF SIGNATURES INTHEROSTER .......cocvvanennn.e _"5__‘;_&_
(Should agree with totai on line 4. If different, expiain in box “B” beiow)

. ?OO

.. Lines 4 and 6 diffe- *

COUNTY OF SACRAMENTO
VOTER REGISTRATION AND ELECTION

CERTIFICATE OF PACKAGING AND SEALING

PRECINCT NO. _Z&iL_s

We haredy certity that the and S were Sesied i Our presence. sfter veritymng
that their contants were SXActly a3 hsted below: ” . .

—_—

ENVELOPE NO. 1: Voted Baliots 9
1888i6d n identrhcahon envelooes)

ENVELOPE NO. 20 Pron 1 Baltots (in bive )

CONTAINER NO. 3: Voted Baliots (€XCept those COAMNMY WINe-ins
OF those 10 DIue Provesional Dakot enveiopes)

ENVELOPE NO. 4 Baliots contaming witewn votes

TOTAL: ALL BALLOTS TAKEN FROM THE BALLOT BOX 526
(Except Voted Absemies Baliots)
Total nes 2. 3 and 4

ENVELOPE NO. 5 Contams ah rems ksted on Enveiope No. §
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PRECINCT LL34.5
ENVELOPE NO. 1

! !
| |
i |

SACRAMENTO COUNTY

ENCLOSE IN THIS ENVELOPE:

VOTED ABSENTEE BALLOTS

ATTENTION:

When receiving a VOTED ABSENTEE BALLOT,
check the envelope for signature and drop the
SIGNED Absentee Envelope directly into the
baliot box.

ENCLOSED IN THIS ENVELOPE ARE

VOTED ABSENTEE 8ALLOTS... TOTAL E




Closing Procedures - Processing the Voted Ballots

Step One you will need: Certificate of Packaging and Sealing and Envelope No. 1)

Break the seals on the blue Ballot Box

Break the two red plastic seals and open the blue Ballot Box. Remove all the Ballot
Cards and Envelopes.

Separ ate the Absentee Ballots

Separate all the voted Absentee Ballots from the other ballots. Do not open these
Envelopes.

____Count the voted Absentee Ballots

Enter the total on:

Front of Envelope No. 1
Certificate of Packaging and Sealing, line 1
Place the Voted Absentee Ballots in Envelope No. 1

(Do not seal the envelope until you account for all the Ballot cards)

Put Envelope No. 1 in the Return Packet.

Step Two (you will need: Ballot Statement and Certificate of packaging and Sealing)

— Count all of the remaining Ballot Cards including the blue
Provisional Ballot Envelopes. Do not open these Envelopes.

Enter the totals on:

Ballot Statement, line 4
Certificate of Packaging and Sealing, line 5

(continued on next page)
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BALLOT STATEMENT

1. NUMBER OF BALLOTS RECEIVED FROMELECTIONS OFFICE ......coveeeeennnncacnns 200

2. NUMBER OF BALLOTS UNUSED(Hand Count) .......coovuvenen.. 272

3. NUMBER OF BALLOTS SPOILED - - rvvetnnreenneeraaansennnnnns -z

4. NUMBER OF BALLOTS TAKEN FROM THE BALLOT BOX ........... Sae
(Include all baliots in blue envelopes in this total)
(Do not include any absentee ballots in this total)

—>5. TOTAL NUMBER OF BALLOTS ACCOUNTED FOR(Total of lines 2,3,&4) ................ CAA

(Should agree with total on line 1. If different, explain in box “A” below) g v

6. NUMBER OF SIGNATURES IN THEROSTER .......cccevveannennn __QL.
(Should agree with total on line 4. If different, explain in box “B” below)

A. B.
Lines 1 and § differ by Lines 4 and 6 differ by

REASON REASON

CERTIFICATE OF ROSTER EXCEPTIONS

We hereby certify that all voters whose sighatures appear in this Roster voted this day excepting the
following who, after signing the Roster, failed to vote or were challenged and denied the right to vote.

1. 3.

2. 4.

BALLOT STATEMENT CERTIFICATE

We further certify that the number of voters who voted in this precinct at this election is as stated on the Roster
and that all voters who signed the Roster voted, less those who did not vote as enumerated, constitute the Roster
of this precinct for this election.

We further certify that the total number of official ballots received, voted, spoiled and unused, found in the ballot
container and the number accounted for is as indicated on the Ballot Statement,

We further certify that the Assisted Voters List and the Challenged Voters List, in the roster, show a complete list of
all voters assisted or challenged.

INSPECTOR CLERK
CLERK\ CLERK
RK Ya CLERK

INSPECTOR AND ALL CLERKS MUST SIGN THIS CERTIFICATE
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Complete the Ballot Statement

— Add the totals from lines 2, 3, and 4 to complete the Ballot Statement.

Enter the totals on:

Ballot Statement, line 5

Check, complete and sign the Ballot Statement
(Elections Code Section 14421)

— Check to seeif thetotalson lines 1 and 5 match.

If the totals are the same, proceed. If they are not the same, recount the Ballot cards
(Unused, spoiled, and those from the blue Ballot Box).

After recounting, if the totals still do not agree, explain the difference in box “A” on
the Ballot Statement.

— Check to seeif thetotalson lines 4 and 6 match.

If they match, proceed. If they do not match, recount the signatures in the Roster
of Voters.

After recounting, if the totals still do not agree, explain the difference in box “B”
on the Ballot Statement.
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COUNTY OF SACRAMENTO

VOTER REGISTRATION AND ELECTION

CERTIFICATE OF PACKAGING AND SEALING

PRECINCT NO. _.Zé.ii__‘s

We hereby certify that the fi 9 pes and s were sealed In our presence. after verifying
that their contents were exactly as listed below:
1 ENVELOPE NO. 1: Voted A 9
(sealed in i ; i N
____9 2. ENVELOPE NO. 2: Pr B {in blue \ 5
3. CONTAINER NO. 3: Voted B those write-ns

5. TOTAL:

ENVELOPE NO. 4:

or those in blue p. baiiot pes}

Baliots containing write-in votes
ALL BALLOTS TAKEN FROM THE BALLOT BOX

(Except Voted Absentee Saliots)
Total lines 2. 3 and 4

_ !
— 526

ENVELOPE NO. 5:

Contains all items listed on Envelope No. 5

© tvused ballot cards only

PRECINCT LRILT.
ENVELOPE NO. 2

-
|
i
;

SACRAMENTO COUNTY
ENCLOSE ¥ THIS ENVELOPE:
PROVISIONAL BALLOTS

(IN BLUE PROVISIONAL BALLOT ENVELOPES)

COMPLETED VOTER REGISTRATION CARDS

ENCLOSED W THIS ENVELOPE ARE:
PROVEJIONAL BALLOTS . TOTAL

‘\ 30

BALLOT CARDS WITH
NO WRITE-IN VOTES S Bubgrngm% res
PLACE IN CONTAINER NO. 7
DO NOT SEPARATE
POLD SALLOT It HALP AND FLACE
SEPARATE ENTIRE VOTED BALLOT IN
ENVELOPE NO. 4
(Sest the envelope)
PLACE VOTED BALLOTS IN
CONTAINER NO. 3 (Metal Box)
PRECINCT /2.2¢'5

ENVELOPE NO. 4

SACRAMENTO COUNTY

ENCLOSE IN THIS ENVELOPE ALL BALLOTS
CONTAINING C

DO NOT SEPARATE THE BALLOT CARD FROM
THE WRITE-IN PORTION OF THE BALLOT.

ENCLOSED I THIS ENVELOPE ARE:

VOTED BALLOT CARDS CONTAINING WRITEJN VOTES m




Step Three (you need: Certificate of Packaging and Sealing, Envelopes No. 2, and 4)

Count the Blue Provisional Ballot Envelopes you took from the
blue Ballot Box. Do not open these envelopes.

Enter the total on:

Certificate of Packaging and Sealing, line 2

Front of Envelope No. 2

Make sure the new Voter Registration card is inserted into the pouch of
the blue Provisional Ballot Envelope for the voter with the same name.

Put the Blue Provisional Ballot Envelopes in Envelope No. 2. (Do not
seal the envelope until you account for all the Ballot cards.)

Put all completed Voter Registration Cards (that do not go with the

blue Provisional Ballot Envelopes) and any “ Statement of Voter in
Precinct” formsinto Envelope No. 2

Put Envelope No. 2 in the Return Packet.

Examine the Write-in section of each Ballot Card

Unfold each voted Ballot card and examine the Write-in section. Do not tear
the Write-in section off.

If the Write-in section contains awrite-in vote, set aside the entire Ballot card.

Count all the voted Ballot Cards that have Write-in votes.

Enter thetotal on:
Certificate of Packaging and Sedling, line 4
Front of Envelope No. 4.
Put all the entire Ballot cards that have write-ins votes in Envelope
No. 4. (Do not seal the envelope until you account for all the Ballot cards.)

Put Envelope No. 4 in the Return Packet.
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Step Four (you will need: Certificate of Packaging and Sealing, Container No. 3,
Container No. 3 card, rubber bands and metal strip seal for Container No. 3)

Count the remaining voted Ballot cards.

—> Detach the blank write-in portion of the ballot card from the lower portion of
the card. Do one card at a time.

Enter the total on:

Certificate of Packaging and Sealing, line 3

Container No. 3 card (located in the plastic sleeve on top of the container)

_ CONTAINER NO. 3 CARD

COUNTY OF SACRAMENTO
VOTER REGISTRATION AND ELECTIONS

GENERAL ELECTION, NOVEMBER $, 1996

TOTAL NUMBER OF BALLOTS ENCLOSED _5.20

KEEP THIS CARD IN PLASTIC POCKET ON CONTAINER NO.3
(remove only to enter totats, then replace in pocket)

Put a rubber band around the voted ballot cards (bottom section)
(Be sure the cut corners are at the upper left)

Note:  If you find damaged voted ballot cards, separate them from the
undamaged ballot cards with a piece of scrap paper.

(continued on next page
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Put the voted Ballot cardsin Container No. 3 ( metal box) and seal it
with the metal strip seal when you are sure the count is correct.

Put a rubber band around the blank Write-in sections that you
detached from the voted Ballot cards and place them in Container No. 7.

Complete, check, and sign the Certificate of Packaging and
Sealing (Example of completed copy found on nextpage.)

The number of voted Absentee Ballots turned in at the polling place should already be
entered on line 1 of the Certificate of Packaging and Sealing.

— Add the totals on lines 2, 3, and 4 of the certificate. Check that this total matches
the total you entered on line 4 of the Ballot Statement, the number of voted ballots
taken from the blue Ballot Box. (This does not include Absentee Ballots.)

Place the white copy in the Return Packet.

Place the yellow copy in the addressed. Postage-paid Envelope. Thisis

mailed on election night by one of the clerks not returning to the receiving
center election night.

33



COUNTY OF SACRAMENTO

VOTER REGISTRATION AND ELECTION &,
&p

CERTIFICATE PAC NG AND

PRECINCTNO. _ /23 %5

We hereby certify that the following envelopes and containers were sealed in our presence, after verifying
that their contents were exactly as listed below:

1. ENVELOPE NO. 1: Voted Absentee Ballots 9
(sealed in identification envelopes)
2. ENVELOPE NO. 2: Provisional Ballots (in unopened blue envelopes) Y
3. CONTAINER NO. 3: Voted Ballots (except those containing write-ins
) or those in blue provisional baliot envelopes) -5 2.:9
"4, ENVELOPE NO. 4: Ballots containing write-in votes /
5. TOTAL: ALL BALLOTS TAKEN FROM THE BALLOT BOX S2 6

(Except Voted Absentee Ballots)
Total lines 2, 3 and 4

6. ENVELOPE NO. 5: Contains ail items listed on Envelope No. §
7. CONTAINER NO. 6: Unused ballot cards only
Sample Official Ballots Pamphlets sealed in plastic bag inside Container No. 7.

(Container No. 7 is not sealed and contains other items. Only the bag containing the Sample Official Ballots
Pamphlets is sealed)

We aiso certify that the foregoing list is a true and correct accounting.

INSPECTOR AND ALL CLERKS SHALL SIGN THIS CERTIFICAT

DATE: TIME:

E@TER 7
INSPECTOR CLERK
CLERK N CLERK
CLERK N ERK
NOTE: SIGN

1. Place white copy in RETURN PACKET.

2. Enclose Yellow copy in PRE-ADDRESSED ENVELOPE AND MAIL.
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Final Inspection

Make a Final Check to verify that all items arein their proper place.

Envelope No. 1.

Envelope No. 2:

Container No. 3:

Envelope No. 4.

Envelope No. 5:

Container No. 6:

Container No. 7:

Contains the voted Absentee Ballots. These Ballots remain sealed in
the Identification Envelopes that each voter received with their ballot.

Contains the voted Provisional Ballots with completed V oter
Registration Cards and “ Statement from Voter in Precinct” forms, if
any. Provisional Ballots remain sealed in the blue envelopes.

Note: Put unused blue envelopes in the Election Supply Box.

Contains the voted Ballot cards. (Bottom portion only)

Note: No voted Absentee Ballots, voted Provisional Ballots, Write-in
votes or blank write-in portions of the ballot go into this container.

Contains the voted Ballot cards with the Write-in votes. The Write-in
section is still attached to the Ballot card.

Contains the following:

Precinct Officers Payroll and Oath Sheet ~ Roster of Voters

Index to the Register Absentee Ballots Mailed List
Completed Roster Correction Forms Help Wanted Sheet
Authorization to Vote Letters (if any) Roster update forms

Comments from Precinct Sheet
Supervisor's Report of IlIness/Injury forms

Note: Blank forms or sheets do not belong in Envelope No. 5

Contains the unused Ballot cards. Inspector and all
Clerks signed the seal before sealing the container(s).

Holds the following:

Spare Voting Device

Sample Official Ballot Pamphlets sealed in plastic bag (seal must be
signed and bag sealed on the outside)

Spoiled Ballot Cards (if any)

Stubs from used ballots (do not remove the staples)

Blank Write-in sections that are separated from the voted Ballot cards
Unvoted Absentee Ballots surrendered (if any). (Be sure these are marked
“surrendered” )

Make sure all Envelopes, Container No. 3 and No. 6(s) are sealed.
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Put itemsin the Return Packet

____Thefollowing items go into the return packet:

— Envelope No. Make sure all env
— Envelope No. empty

— Envelope No.
—> Envelope No.

ab~DNBE

hav I if they ar

Note: Evenif Envelopes NO's. 1, 2, or 4 are empty, seal and place in the
Return Packet. Mark a “0” on the “total” space on the
front of the envelope to show it is empty.

— The white copy of the Certificate of Packaging and Sealing.
(Isthisform signed? Have all board members signed the form?)

— Receiving Center Receipt with the top portion completed.

COUNTY OF SACRAMENTO
VOTER REGISTRATION AND ELECTIONS

RECEIVING CENTER RECEIPT

Instructions:

Give the Return Packet Folder and Container M
Center.

s LN

A precinct officiat must fiil in the blanks on this fo!
Place torm in the Return Packet Foider in front of

r

‘As 1,2.4and 5.

& 4 a Ballot Receiver at the R
v.

PRECINCT NO.

/

@.

A
NI
G
&

y

&
&
&

Keep the signed receipt given to you by the !f Receiver.

certify that |

{Name of Offic:al going to Batlot Receming Center)
delivered the following items to the Ballot Receiving Center:
Check:

{ } Container No. J sealed with
voted ballots inside.
[ ] Certificate of Packaging and Sealing
[ ] Envelope No. 1
[ } Envelope No. 2

Envelope No. 5

Baliot Supply Box

Suitcases sealed with green seais
Two peopie returmned matenials to
Ballot Receiving Centar.

{1
[
[
[l
[}

CFRTIFICATE OF BALLOT RECEIVER
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Packing Materialsfor Return

Place the following items in the Election Supply Box.

Demonstrator Voting Device in its own box.

Miscellaneous supply box. This box contains red pencils, pens, tape, tack, scratch
pad, pencil sharpener, rulers etc.

Large plastic bag that holds the indoor and outdoor signs.

Reflective signs go on the bottom of the Election Supply Box.

Large plastic bag with the materials from the election table and all unused forms
that you did not put away elsewhere.

Precinct map.

Pink “Cross Reference.”

Election Officers Digest.

Precinct Officers Instruction Manuals. Keep one Instruction Manual to complete
the final check and to direct you to the Branch Receiving Center.

___ Hag

Plastic pipe sign stand.

Note: Throw away the used Demonstrator Ballots.

Put itemsin the Blue Ballot Box (seeillustrations on page 38)

If you received only one box of Ballots, put the following in the blue Ballot Box:

Container No. 6
Container No. 7
Election Supply Box

If you received mor e than one box of Ballots, put the following in the blue
Ballot Box:

Containers No. 6
Container No. 7

Note: The Election Supply Box will not fit into the blue Ballot Box, therefore
return it separately.

Seal the Blue Ballot Box with the two green pull-tie plastic seals.

Remember, take everything you took to the polling place with you when you
leave.
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Receiving Supplies

INSIDE THE ELECTIONS
SUPPLY BOX YOU WILL

/ FIND:

/ 7
WHEN YOU PICK UP YOUR SUPPLIES THE
BLUE BALLOT BOX IS PACKED LIKE THIS

CONTANER _J | sueey
r— 80X SIGNS
LtZJNO.J MAREA TABLE TOP FORMS
o PACKET DEMONSTRATOR VOTOMATIC
[ 7 FLAG
PLASTIC PIPE SIGN STAND
CONTAINER L SUPPLIES
NO.G
! CONTAINER ¥O. 7
Returning Supplies
CONTAIRER /
plig NO.E
/
[ CONTARNER
SUPPLY BOX 1 Nae
Y4 7 . 2
COKTAINER XO. 7 L ‘CONTAINER wO. 7 —q

BRING BACK THE BLUE BALLOT BOX
‘BRING BACK THE BLUE BALLOT BOX

PACKED LIKE THIS IF YOU RECEIVED
PACKED LIKE THIS IF YOU RECEIVED

ONLY ONE BOX OF BALLOTS
MORE THAM ONE BOX OF BALLOTS

B8OX
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Returning to the Receiving Center

A Precinct Board Member who is not going to the recelving Center must mail the yellow
copy of the “ Certificate of Packaging and Sealing” on Election Night.

Place the Gold “ Precinct Officer” sign in the windshield of the car.

Return the materials as follows:

The Inspector must have * in-hand” the following items upon arrival at the receiving
center:

— Container No. 3

— Return Packet with: Receiving Center Receipt

« Certificate of Packaging and Sealing
(white copy only)

« Envelope No. 1

« Envelope No.
« Envelope No.
« Envelope No.

aM~DN

Note: The two persons returning the ballots and supplies to the receiving
center will remain in the car. Election Office Personnel will be at
the supply drop off point to unload the car.

Recelving Center Receipt

« Election Office Personnel will give the Inspector a copy of the Receiving Center
Receipt. Do not leave without the receipt.

The Receiving Center is located at the Office of the Registrar of Voters at 3700
Branch Center Road.
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Glossary
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GLOSSARY

Absentee Ballot

Absentee Ballot
Request

Absentee Voter (AV)

Assisted Voter

Authorization
To Vote

Ballot Assembly

Ballot Card

Ballot Statement

An Official Ballot mailed at the Voters request.

Any voter may request an Absentee Ballot for any election. If
certain conditions are met, a person may apply to be a Permanent
Absentee Voter, and their ballot will be automatically mailed to
them for each election. A request may be made in person or by
mail. There is a form on the back of the Sample Official Ballot
Pamphlet the voter may fill out and mail in, or a voter may send a
letter with their name, their address at which they are registered,
the address they want the ballot sent to, the name and date of the
election the request is for and their signature.

A person unable to vote at the polls has requested a ballot before
election day.

A voter who asks for assistance in marking their ballot. A voter
may have 1 or 2 persons assist them. The only restrictions are that
they may not be the voter’s employer or an official or a
representative of the voter's union. The Assisted Voter's List is
located on the inside back cover of the Roster of Active Voters.

Form sent in Final Instructions (or a phone call) giving authority to
place the voter's name in the Roster of Voters, and allowing them
to vote.

The part of the voting device containing pages with numbers and
arrows that correspond to the numbers in the Sample Officid
Ballot Pamphlet.

There are three parts to the long “Ballot Card” used in Sacramento
County. Lower parts of the “Ballot Card” has 312 small
rectangular perforated positions on which the voter may punch to
cast his’her vote. The top part has blank spaces to allow the voter
to write names not printed in the Sample Official Ballot Pamphlets.
The top portion of the card is a stub that is given to the voter after
they have voted.

Found on back of Roster of Voters. Used to give an accounting of
all the ballots issued to your precinct. Must be filled out and signed
by al Precinct Officers.
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Ballot Statement

Ballot Stubs

Blue Ballot Box

Certificate of
Package and Sealing

Challenged Voter

Clerk
Comments From

Precincts Sheet

Declaration of

Precinct Officers

Demonstrator Ballots

Demonstrator
Voting Device

Election Officer’s Digest

(Issued by Secretary
States Office)

Found on back of Roster of Voters. Used to give an accounting of
all the ballots issued to your precinct. Must be filled out and siened

our precinct. be filled out and signe

by all Precinct Officers.

Ballots are stapled in packets of 50. Stubs are the portion left when
the 50 ballots are used. The stubs are placed in Container No. 7 and
returned to the Election Office.

The large blue box that is used to hold supplies before election day
and used to hold ballots during “the active voting time” on election
day.

Two part form to be filled out along with the Ballot Statement.
White copy to be returned to the Receiving Center in the “Return
Packet” election night. Yellow copy must be mailed election night
in the supplied envelope by a clerk not returning ballots/materials
to the receiving center..

A voter that has their right to vote challenged by a Precinct Board
Member. Any member of the Precinct Board may challenge a
voter. The name of the voter and the reason for the challenge is
listed on the Challenged Voters List which is located in the inside
back cover of the Roster of Voters.

A Clerk is a member of the Precinct Board. They carry out the
instructions of the Inspector and process the voters on election day.

Comments, both bad and good, are received from polling places
election night. If a precinct officer or a voter wishes to make
comments, this form is used, as well as telephone calls and letters
sent to Precinct Operations following each election. All comments
are welcome.

This is the form that must be signed by all Precinct Officers, and
witnessed by the Inspector, after taking the Oath of Office
administered by the Inspector. The oath shall be given before the
polls open on Election Day. The Declaration is located on the
inside cover of the Roster of Voters.

Bright Golden Demonstrator Ballot Cards are used to demonstrate
the use of the voting devices at the polls.

The voting device used to show the voter how to use the Poll Star
voting device in the voting booth.

A guide to be used by the Precinct Officers. Relates mainly to the
laws affecting Precinct Officers duties.
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Exit Palling

Final Instructions

General Election

Help Wanted Form

Index to the Register

I nspector

Mail Ballot Precincts

Nonpartisan Voter

Oath of Office

Orientation

Talking to a voter about how he/she voted as the voter leaves the
polling place after voting. This takes place at least 25 feet from the
exit of the room in which the voting takes place.

On the Wednesday before every election day, Final Instructions are
mailed to EVERY INSPECTOR. If this envelope is not received
by the Monday before the election, the Inspector must call the
office so a duplicate set of Final Instructions can be delivered
immediately.

Is any statewide election held on a regular election date as
specified in Elections Code Section 1000.

This form is displayed at the polling place for voters who may
want to work at the polls. All voters who put their name and
address on the “ Help Wanted” form are sent a letter inviting them
to an Orientation Session for prospective Precinct Officers for
future elections.

Contains the name, residence address, telephone number (if
furnished), and the political affiliation of each voter in the precinct
in street order.

Person in charge of a Polling Place. This person receives the
supplies and checks them out before election day. They contact the
board the day before the election to confirm the time of arrival at
6:15 am election day. They visit the polling place prior to election
day, to confirm all arrangements for the election. This includes
access to polling place and speaking with the contact person. On
election day, they assign the duties of the board, plan the break,
lunch and dinner schedule.

Precincts that cannot be consolidated with any other precincts and
has 250 or less registered voters. The voters in these precincts are
mailed their voting materials.

A voter who does not belong to any Political Party. These voters
will vote for issues and non-party candidates in a primary election.

The Oath administered by the Inspector to al Precinct Officers
before the polls open on election morning. The Oath is located on
the inside cover of the Roster of Voters.

Orientation Sessions are an overall view of what a precinct officer
does on Election Day. Orientation sessions for prospective
Precinct Officers are held every Wednesday morning at 10 am.



Mail Ballot Precincts

Nonpartisan Voter

Oath of Office

Orientation

Party

Polling Place

Precinct Map

Pink Cross Reference

Political Party

Poll Watchers

Precincts

Are precincts that cannot be consolidated with any other precincts
and has 250 or less registered voters. Their ballots are mailed to
them.

A voter who does not belong to any Political Party. These voters
will vote for issues and non-party candidates in a primary election.

The Oath administered by the Inspector to all Precinct Officers
before the polls open on election moming. The Oath is located on
the inside cover of the Roster of Active Voters.

Orientation Sessions are held for prospective Precinct Officers
every Wednesday morning at 10 am.

Means a political party or organization which has qualified for
participation in any primary election.

The facility where voting takes place on election day. The polling
place has been surveyed by the elections office before being
assigned. A confirmation letter has been sent from the elections
office to the facility confirming that the site will be available for
each election. A specific room or area of each facility has been
designated as the voting area. If this area is changed by the facility,
the elections office must be notified immediately.

Each Inspector is issued a map of the precinct(s) that vote at their
polling place. Only voters in the highlighted area can vote at this
polling place.

This is a listing of every regular precinct in Sacramento County.
This is used with the Precinct Map.

An organization representing specific ideas, There are eight
qualified Political Parties in the State of California.

These are people who usually work for candidates and are
interested in who has and has not voted. They check the Index to
the Register to see who has and has not voted.

There are 3 types of precincts. Regular precincts, Consolidated
precincts and Voting precincts.

Regular Precinct--The entire County of Sacramento is divided into
regular precincts. These are determined by the district lines that run
through the county, population of an area and the physical layout
of the area.
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Primary Election

Procedure Cards

Provisional Ballot

Punching Device

Qualified Write-in
Candidates

Receiving Center

Receiving Center
Receipt

Return Packet Folder

Roster of Voters

Roster of Voters -
Inactive Voters

An election where candidates are chosen to represent their political
parties in the General Election. Voters may only vote for
candidates of the political party they are registered with 29 days
before the election.

Each polling place receives a set of Procedure Cards. Each card in
the set explains the job description of each Precinct Officer at the
polls on election day. Each officer keeps his/her card on the
election table during the day as reference.

An Official Ballot issued to a voter at the polling place if thereis a
guestion about the voter’s eligibility to vote.

The small metal device used to punch the voter’s choices on the
Ballot Card. The formal name of this deviceisa“Stylus’. Thereis
a special punching device, with a large ball on the top, for voters
who have limited use of their hands.

A candidate that has completed and filed the required papers with
the Registrar of Voters Office and has been placed on the Qualified
Write-in Candidates List for an election. Only the votes for
qualified candidates will be counted through the Write-in process.

The place the Voted Ballots and al election supplies and materials
are taken on election night.

The top portion of this receipt states what is being returned to the
Receiving Center election night. The bottom portion is filled out
by the person at the Receiving Center, stating what was received
from the Inspector election night.

Folder labeled “RETURNED PACKET.” used for dated materials
for use on Election Day. Used Election Night to return Envelopes
1, 4, and 5, white copy of Certificate of Packaging and Sealing,
and the Receiving Center Receipt.

Book containing all registered votersin a precinct.

Voters whose registration to vote has been put on inactive status
because election material mailed to the voter was returned by the
post office as undeliverable or with a notice that the person now
has moved out of county. These voter names are listed on the
green pages of the Roster of Voters. These voters may still voteis
they still reside at the address listed.
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Sample Official
Ballot Pamphlet

Spoiled Ballot

Suitcase Voting Booth

Telephone Pad

Training Class

Voter Registration
Card (VRC)

Voting Device

“What To Do If’

The Sample Official Ballot Pamphlet contains the names of
candidates for each office, al issues to be voted upon and any
information furnished by candidates or information related to the
issues. Every registered voter is mailed a Sample Official Ballot
Pamphlet before the election. The voters are encouraged to mark
their choices and bring their copy to the polls on election day. Each
polling place receives Sample Official Ballot Pamphlets for their
voting precinct.

A ballot mispunched or damaged by the voter.

The suitcase voting booths are compact metal suitcases, containing
alight, legs and the voting devices. These are opened and set-up as
avoting booth. Each weighs about 8 Ib.

The Handicapped Suitcase Voting Booth has shorter legs and
contains “Leg Extenders’ that attach to the top of the front legs of
this booth, to widen the front legs so a person may vote in a seated
position.

A pad of pages, with the telephone numbers of the election office.
This pad is kept on the election table and a page is given to any
voter needing to contact the election office.

Training Classes are held before every election. Inspectors must
attend a training class before each election. Clerks are highly
encouraged to attend a class. Both Inspectors and Clerks are paid to
attend the class.

The Official Affidavit of Registration that a person fills out to
become a registered voter. Registration is permanent and a voter
only needs to fill out a Voter Registration Card if they move,
change their name or wish to change their Political Party.

A compact, desktop, manually operated tool used for marking
Ballot Cards. The County of Sacramento uses the Poll Star
Assembly Voting Devices.

Formally the “ Gold Booklet - What To Do If’. This is now part of
the Precinct Officers Instruction Manual. The information given in
the “What To Do If* section helps the Precinct Board deal with any
guestions or problems on election day.
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Write-in Votes

Voters may write any name for any office in the write-in space
provided on the write-in portion of the ballot. However, only
write-in votes for qualified write-in candidates will be counted.

Even a “Non-sensica” name is considered a Write-in Vote. Any
Ballot Card containing anything written on this portion of the
ballot is considered a “ Write-in Ballot.” It is not separated from the
bottom portion of the ballot card at the end of the night. The entire
ballot is placed into Envelope No. 4, after all accounting
procedures have been completed
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ABSENTEE BALLOTS

A person who has been issued an Absentee Ballotfrom the Sacramento County Elections Office, may drop
off their voted ballot at_any polling place within Sacramento County.

The Inspector has placed ared “ AV” by each voter’s name after receiving the Absentee Ballots Mailed Listing.
“ Absentee Voter” is already printed in the roster and should aso have been highlighted in red or ared “ AV”
marked over it.

VOTER MAILED ABSENTEE BALLOT BUT WANTSTO VOTE AT POLLS
Allow voter to vote only after completing one of the two procedures bel ow.

SURRENDERS The voter surrendersto you the Absentee Ballot that was issued from the
BALLOT office.
(Elections Code Section 3015)

Do the following:

—Write “ surrendered” across the ballot and the envelope of the absentee ballot.

— Place the absentee ballot (in the envel ope which was mailed to the voter) in Container
No. 7.

— Write“ surrendered” at the end of the line by the voter’s name in the Roster of
Voters.

« Allow the voter to vote. Voter signs name and residence address in the
Roster of Voters and the voter votes a regular ballot.

DOESNOT If voter does not have the Absentee Ballot to surrender, the voter will vote a
HAVE BALLOT Provisional Ballot.

(Elections Code Section 3016)

Do the fallowing:

— Have the voter sign his’/her name and residence address in the Roster of
Voters.

— Write “ Provisional” at the end of the line by the voter’s name in the Roster of
Voters.

—> Complete the procedures on page 5 for “ Voting a Provisional Ballot.”

Note:  If avoter bringsin their voted absentee ballot and does not have the Ahsentee Identification Envelope |

put the voted ballot in a blue Provisional Ballot envelope. Complete both the Procedure for Precinct
Officer and Procedure for Voter on the blue envelope.
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VOTER TURNS IN OWN BALLOT

VOTER MAY A voter may turn in their voted Absentee Ballot or Mail Ballot at your Polling
TURN IN OWN Place, whether registered in your precinct or not. Drop the signed envelope
BALLOT into Ballot Box until the polls close, then count, record and place in Envelope No. 1.
(Elections Code Section 3017) (Voter does not sign the Roster of Voters.)

Note: A voter must sign their signature on the line provided on the
Absentee/Mail Ballot Identification/Return Envelope.

— Check to make sure the voter has signed the Envelope (lower left hand corner of
envelope)

RETURNED BY SOMEONE OTHER THAN VOTER

BALLOT IS Look at the envelope in which the ballot is enclosed for the name of the person
RETURNED BY the voter has designated to return the voted Absentee Ballot.

SOMEONE OTHER

THAN VOTER — Look at the pink sheets in your Elections Supply Kit titled “Voted Absentee
(Elections Code Section 3017) Ballots Returned to the Polling Place” for illustrations of the absentee ballot

return envelope.

e Civilian (yellow) and Mailed Ballot (Green) requires that the person
returning the ballot be only the spouse, child, parent, grandparent, grandchild,
brother or sister of the voter.

e Last 7 days (white) can be returned by anyone the voter designated--(Does
not have to be a relative.)

o The person returning the ballot must be the person designated by the voter and
the designated person must have signed the envelope.

Note: When someone other than the voter is returning a ballot and the authorization side of the
Absentee/Mail Ballot Identification Return Envelope has not been filled out, tell the person the
ballot will not be counted.

If the person insists on leaving the ballot, you are to accept it and note on the Identification
Return Envelope that the ballot was returned by an unauthorized person.

PLACE VOTED ABSENTEE AND MAIL BALLOTS IN BALLOT BOX UNTIL POLLS
CLOSE, THEN COUNT, RECORD AND PLACE IN ENVELOPE NO. 1.

Note:  Final determination will be up to the Election’s Office personnel as to whether or not restrictions on who may return another
person’s voted absentee ballot have been met.



PROVISIONAL BALLOT FOR ABSENTEE VOTER

PROVISIONAL
BALLOT
ENVELOPE

I ssue the Voter
the Following

Instruct the
Voter as
Follows

Before Envelope
is put into Ballot
Box

Complete the “ Procedure for Precinct Officer” portion of the blue Provisional
Ballot Envelope.

— Put your precinct number in the upper left comer of the envelope. (Your precinct
number is on the front cover of the Roster of Voters.)

— Complete the “ Procedure for Precinct Officer” portion of the blue
Provisional Ballot envelope by checking either:

« Absentee voter who does not have ballot to surrender.
« Absentee ballot enclosed (voter did not have it in envelope), or if
necessary use the comments line.

> Voter must complete the “Procedure for Voter” or ballot may not be counted.

« Absentee voter - needs to print their current address on the envelope (on
line for New Address.)

—Ballot with a blue Provisional Ballot Envelope

—0ne Sample Official Ballot Pamphlet, if they did not bring their own.

Note: If the voter brings a Sample Official Ballot Pamphlet to the polls with
them, check the ballot type to be sure they match the ballot type for
your precinct. (Ballot typeis found on front of Sample Official Ballot
Pamphl et)

> Thevoter isto complete the “ Proceduresfor Voter” on the blue
Provisiona Ballot Envelope.

> After voting, the voter is to tear off the small ballot stub and enclose the
folded voted ballot into the blue Provisional Ballot envelope, and seal the
envelope.

> The voter then returns the sealed blue Provisional Ballot envelope and the
Sample Official Ballot Pamphlet to the Precinct Officer.

— Check to make sure the voter has completed the name and address area
and has signed the envelope. The precinct officer drops the signed and
sealed envelope into the ballot box in the voter’s presence.




PROVISIONAL BALLOT ENVELOPE OFRCIAL USE ONY

VOTING TWICE CONSTITUTES A FELONY Cort o NoCom

NOTE: READ VOTER INFORMATION ON THE REVERSE SIDE OF THIS ENVELOPE

PRECINCT OFFICER MUSTX

(1) Priss voting procinct smmber shove. )
) IF VOTER HAS MOVED: lssus & scw segistration card

New Regisuation Card #

(3) Prins same of vour and Bcw SCENtIStion Cord sumbar on last pags in Rosser of Voters,
(4) lams s baliot slong with this hize provisionsl cavelope.
() Chack description of probiems below.

FAILURE TO CHECK RELOW MAY RESULT IN BALLOT BEING REJECTED

{ 1 Abssaes voter who doss st heve baliot to sersemder.
{ } Abssasss baiict enciossd (voter did mot bave it in exvelope).

[} Vowe HAS NOT moved. Nams is st in Roster of Vosrs.
Addwass is in preciact.

@

{ ] VOTER HAS MOVED AND DID NOT RE-REGISTER
Verify proof of sesidencs and ssvord it belew.

Wrise in ictters from list. §. 2

California Driver Licesse or identification Card with curvent
OoR

Twe documants from the list locaed on the severss side
of this exvelspe.

(6) Commants:

PROCIDURR FOR VOTER
VOTER MUST

(1) Sign Roster of Voters s prist cursent resideacs addsess.

@) 1f vour moved and did aot se-eagistar thcy mxst provids proof of curseat

(3) FILL OUT NEW REGISTRATION CARD TO UPDATE VOTER FILE.

(4)  Read. compiess. and sign deciacasion below.

(5) Afwer voting. ssasove sash, put baliot ineo savelope. scal eavelope, sod give
# %0 the Precinct Officer.

VOTER'S DECLARATION

(PRINT NAME) I, declre: | am o
lcast 18 yoays of age. | am 8 citia of the United Stascs and | reside a¢ the addmes
Listed below. | bave aot previously voud in this clecsion sicher by sbesssss ballat or
& anry other poiiing piacs. 1 deciers uader pemsicy of perjory that the above stetsnemts
are wrus and conect 10 the best of my knowisdgs and belief.

YOUR BALLOT CANNOT BE COUNTED UNLESS THIS ENVELOPR IS
SIGNED BELOW.

Date Moved
Old Address

(Ragidence Addvess Oualy)
New Addrexs

(Reuidencs Address Ouly)
Birth Date
Sigussare

FOR ABSENTEE VOTER VOTING A PROVISIONAL BALLOT

—Put precinct number in upper left comer of envelope.

—Complete the “ Procedure for Precinct Officer” by checking either:

« Absentee voter who does not have ballot to surrender,
o Absentee ballot enclosed (voter did not have it in envelope), or
if necessary use the comments line.

> Voter must complete the “ Procedure for Voter” or ballot may not be counted

o Absentee voter - needs to print their current address on the envelope

(on line for New Address.)

— Check to make sure the envelope is completed and sealed before dropping into
the ballot box or ballot may nat be counted.



BALLOTS

SPOILED
BALLOTS
(Elections Code Section 14288)

If a voter spoils their ballot, they may immediately return it to a board member
and receive another ballot.

A voter is to receive no more than a total of three (3) ballots, including his/her
original ballot.

— Write “Spoiled” across the back of the ballot.

—> Place the spoiled ballot in Container No. 7.

Note: If a voter allows his/her ballot to be deposited in the ballot box before
indicating that the ballot was spoiled, they may not be issued another ballot.

Note: Once the ballot is deposited into the ballot box it cannot be retrieved or another issued. .

WRITE-IN
BALLOTS
(Elections Code Section 14321)

A voter may write in the name of any person for any office in the Write-in
space provided on the Write-in portion of the ballot. All names written in the
Write-in portion of the ballot must be handled as if they are a qualified write-in
candidate.

— Tell the voters who ask, the following:

e Only Write-in votes for Qualified Write-in Candidates will be counted.

(“Qualified Write-in Candidates” means those whose names appear on the
“Qualified Write-in Candidates” list.)

e The “Qualified Write-in Candidates” list is mailed to each Inspector
prior to each election. It must be available for voters to see upon request.

PROVISIONAL
BALLOTS
(Elections Code Section 14310)

At all elections, a voter claiming to be properly registered and whose eligibility
to vote, cannot immediately be establish by examination of the Roster of
Voters for the precinct, shall be entitled to vote a Provisional Ballot. Voter is

eligible to vote a Provisional Ballot if one or more of the following are true:

e Voter’s name is in the Roster of Voters with Absentee Voter or ared AV
by name and does not have an Absentee Ballot to surrender.

e Voter’s name is not in the Roster of Voters - points out their residence on
precinct map inside the shaded area.

e Voter moved within Sacramento County prior to 29 day close and did not
re-register.

e Voter moved within Sacramento County after the 29 day close and did not
re-register at new resident address.

e Voter insists on voting.
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PROVISIONAL BALLOT PROCEDURES

After determining that a voter is eligible to vote a Provisional Ballot do the following:

If Voter’s
Name Is Not
In Roster

Voter Signs
Roster

Complete
Envelope

Issue The Voter

Instruct Voter
as Follows

Before Envelope
is put into Ballot
Box

-

Add the voter’s name and residence address at the end of the white alphabetical
listing of voter names in the Roster of Voters. Write “Provisional” at the end of
the line by the voter’s name.

Have the voter sign their name and residence address next to their name in the
Roster of Voters.

Put your precinct number on the blue Provisional Ballot Envelope (upper left
corner.) Your precinct number is on the front cover of the Roster of Voters.

Complete the “Procedure for Precinct Officer” portion of the blue Provisional
Ballot envelope.

Note: You must indicate the reason the voter is voting a provisional ballot.

Ballot with the blue Provisional Ballot Envelope.

One Sample Official Ballot Pamphlet if they did not bring their own.

Note: If the voter brings a Sample Official Ballot Pamphlet to the polls with
them, check the ballot type to be sure they match the ballot type for your
precinct.

The voter is to complete the “Procedure for Voter” portion of the blue
Provisional Ballot Envelope.

After voting, the voter is to tear off the small ballot stub, enclose the folded
voted ballot into the blue Provisional Ballot envelope, and seal the envelope.

The voter then returns the sealed blue Provisional Ballot envelope and the
Sample Official Ballot Pamphlet to the Precinct Officer.

Check to make sure the voter has completed the name and address area
and has signed the envelope. The precinct officer drops the signed and sealed
envelope into the ballot box in the voter’s presence.




PROVISIONAL BALLOT ENVELOPE OFRCIAL USE ONY

PRECECT MABER Ostewwrwtion by Reciesar of Voters Ofios
ekl - VOTING TWICE CONSTITUTES A FELONY Cast ______ MNoCam ____

NOTE: READ VOTER INFORMATION ON THE REVERSE SIDE OF THIS ENVELOPE

PROCEDURE FOR PRECINCT OFFICER PROCEDURE FOR VOTER
PRECINCT OFFICER MUST: VOTER MUST
(1) Print voting prociect sombes shove. o (1) Sign Rosser of Vosers sad priat cursent residencs addmes.
(2) IF VOTER HAS MOVED: lssus & scw scgistration card. 2)  1f voser saoved snd did ot re-sugister they s grovide prood of cursest
New Regiseation Card # (3) FILL OUT NEW REGISTRATION CARD TO UPDATE VOTER FILE.
[e)] Print same of voter and 8cw FEgISIration Card sumber on last pags ia Roster of Votere. 4) Reed compiess, end sign deciacesion beive.
(4) lswes o baliat slong with this bins provisional exvalope. (5) Aber voting. comove wasb. gt baliot isto snveiope. scal cavelope. and give
(5) Check description of problom below. it %0 the Procincs Officee.
FAILURE TO CHECK BEELOW MAY RESULT IN BALLOT BEING REJECTED VOTER'S DECLARATION
[] Absames voter who doss not heve ballot w sarseadcr. (PRINT NAME) L, doclere: | s &
{) Abmmme baiict euciosed (vorer éid act heve it is eavelope). lcant 18 years of age. | am & citinca of the United Stazes and | resids at the addmes

listad below. 1 have not previomsly voud in this eloction sither by sbesmss baliot or
& awy other poliing place. | dociers wader peasity of perjury that the above staments
[ 1 Vossr HAS NOT moved. Nams is aot ia Roster of Vossrs. are wus and CosTect 10 the bent of my knowisdgs and belief.

Addeuss is i precinct.
YOUR BALLOT CANNOT BE COUNTED UNLESS THIS ENVELOPE IS
SIGNED BELOW.
{ ] VOTER HAS MOVED AND DID NOT RE-REGISTER Date b
Verify proof of sesidemce and sscord it balew.
{ ) Califorsia Driver License or idemificatios Card with curvest - oy
or New Address
[ ] Two docamants from the ixt kocamed on the reverss side (Residence Address Only)
of this exveinps. Bisth Dase
Wriss i leaers from list. 1. 2
Signesarc

(6) Commumex:

FOR VOTER VOTING A PROVISIONAL BALLOT

— Put precinct number in upper left corner of envelope.
— Complete the “Procedure for Precinct Officer” by:

Checking reason for issuing a provisional ballot

Using the comment line if reason is other than those listed

Entering the New Voter Registration Card number

“Fail-Safe” voter - Enter Proof of Residence

(If voter is using California Drivers License as proof - the Drivers license number must be entered
on the envelope (in the area where “OR” is printed))

> Voter completes the “Procedure for Voter” and must:

e List the date moved, old address, new address and birthdate.
o Sign envelope.

—» Check to make sure the envelope is completed and sealed before dropping into the ballet
box or ballot may not be counted.




NATIONAL VOTER REGISTRATION ACT

Effective January 1, 1995

The National Voter Registration Act of 1993, which became effective January 1, 1995, includes provisions
for “Fail-Safe” voting. California Elections Code Section 14311 states that a voter who has moved from
one address to another within the same county and who has not re-registered to vote at the new address
may, at his/her option, and upon showing proof of current residence, vote on the day of the election at the
polling place at which he/she is entitled to vote based on his/her current residence address, or at the office
of the county election official. The voter shall be re-registered at the place of voting for future elections.

Voters casting ballots under this section shall be required to vote a provisional ballot.

As a precinct officer you will need to follow the “Fail-Safe” procedures on pages 10 and 12 when dealing with
voters who are listed in your roster or who have moved and did not re-register. If you are unsure how to deal

with any given situation please do not guess. Call The Office at 875-6100.

Some “Fail-Safe” Questions and Answers

? Does this mean that any person can use the “Fail-Safe” provision and come to our polling place
and register?

NO. Only voters who are presently registered and have moved within the County of
Sacramento can re-register and vote on election day.

? Must a person voting under the “Fail-Safe” provisions provide “proof of residence” in order to
be eligible to vote?

YES. Any person who votes under the “Fail-Safe” procedures must provide proof of
residence. The list of items that can be used as proof are found on page 14 and
on the blue Provisional Ballot Envelope.

Note: Voters who vote under the “Fail-Safe” procedures must fill out a new
Voter Registration Card. |
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The following procedures must be followed

IF THEN
VOTER’S NAME IS If the voter’s name does not appear on the Roster of Voters and you have
NOT IN ROSTER received no authorization from the Elections Office for them to vote, do the
following:
Precinct — Find out if the voter is a resident of your precinct by having them point on
Map the precinct map (shaded area) where their residence is located.
Voter Is A If the voter is a resident of your precinct, allow the voter to vote a Provisional
Resident Ballot at your Polling Place after:

> A new VRC (Voter Registration Card) is completed. The card is then put int
the pouch on the blue Provisional Ballot Envelope.

— Their name, new address, and the number of the VRC has been added at
the end of the white alphabetical list of names in the Roster of Voters.

(See page 14 for example of where the VRC number has to be printed)
> The voter has signed the Roster of Voters

— Note: Precinct Officer - complete Provisional Ballot Procedures on page .

Voter Is Not If the voter is not a resident of your precinct, and they point to a precinct
A Resident shown on your map, do the following:

— Refer to your pink listing titled “Cross Reference Polling List by Regular
Precinct” and tell the voter where their polling place is located.

— If unable to determine where the voter should vote or you are unsure what

steps to follow, Call The Office at 875-6100.

(continued on next pay
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= THEN

VOTER MOVED If the voter moved to a different precinct prior to February 3, 1997 and did not re-
PRIOR TO THE register, they must vote a Provisional Ballot at the polling place for their new
29 DAY CLOSE residence after:

> They complete a new VRC (Voter Registration Card.) The card is then put into
pouch on the blue Provisional Ballot Envelope.

> They show proof of new residence. List of acceptable proof is shown on page 14
and on back of the blue Provisional Ballot Envelope.

— Their name, new address, and the number of the VRC has been added at the
end of the white alphabetical list of names in the Roster of Voters.

(See page 13 for documents that the VRC number has to be printed on)
> The voter has signed the Roster of Voters, with date they moved .

—> Note: Precinct Offer - complete Provisional Ballot Procedures on page 7.

VOTER MOVED If the voter moved to a different precinct after February 3, 1997 and did not re-
AFTER THE register, they are entitled to vote:
29 DAY CLOSE

Old Polling A regular ballot at their old polling place, after:
Place
> They complete a new VRC (Voter Registration Card.) Add the VRC card number at
the beginning of the line where the voter signs. The card is then put into Envelope No. 2.

> The voter has signed the Roster of Voters, with the date they moved.

New Polling A Provisional Ballot at their new polling place, after:
Place
> They complete a new VRC (Voter Registration Card.) The card is then put into
pouch on the blue Provisiona Ballot Envelope.

> They show proof of new residence. List of acceptable proof is shown on page 14
or on the blue Provisional Ballot Envelope.

(continued on next page)
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Voter Moved after February 3, 1997 - continued

—Their name, new address, and the number of the VRC has been added at the
end of the white alphabetical list of names in the Roster of Voters.

(See page 13 for documents that the VRC number has to be printed on)

> The voter has signed the Roster of Voters, with date they moved.

Note: Precinct Offer - complete Provisional Ballot Procedures on page 7.

If avoter movesinto or moves out of a Mail Ballot Precinct and did not re-register, they
must call the office for directions on where they may vote.
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PROOF OF RESIDENCE

A voter who has moved to a new address within the same county, and who has not notified the elections
official of this change of residence prior to the close of the period for registering to vote for an election,
shall be required to provide proof of current residence prior to receiving a ballot and voting in that

election.

 of resid nall i of:

1. A current valid California Driver’s License or |dentification Card, which includes the voter’'s
name and current residence address.

The California Driver’s License number must be written on the blue
Provisional Envelope

_Or_

2. Any two of the following documents, both of which must contain the voter’s name and current
residence address:

BrsT @ mhoe o o

_Or_

Military identification.

College or University fee card or student identification.

L ease agreement.

Mortgage statement.

Property tax statement.

Income tax return.

Utility bill.

Credit card bill.

Bank statement.

Preprinted check or bank deposit dlip.

Vehicle registration.

Mail addressed to the voter at his or her current residence address.

Sworn statement given in the presence of a poll worker at the polling place from a voter in
the precinct stating he or she knows and can identify the person who is attempting to vote,
and attesting to the name and residence address of the person attempting to vote.

If the voter’s current residence has no street address or voter is unable to receive mail at their
street address, voter must show two of the following documents:

n.

Deed or lease containing the legal description of the current residence.

Property tax statement containing the assessor’s parcel number.

Sworn statement given in the presence of a poll worker at the polling place from a voter in
the precinct stating he or she knows and can identify the person who is attempting to vote
and attesting to the name and residence address of the person attempting to vote.
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MAIL BALLOT PRECINCTS

MAIL BALLOT
PRECINCTS

Voters Can
Either

Returned By
Someone Else

Have 250 or fewer voters

« Cannot be consolidated with any other precinct around them
» Ballots are mailed to the voters
« Do not have a polling place

« Cannot vote, on any ballot given out in a polling place

> Mail back their voted ballots

> Drop off their voted ballot, on election day, at any polling place in the County
of Sacramento, hollow instructions on page 4 for “Voter Turns In Own Ballot’)

> Bring their voted ballot to the elections office at 3700 Branch Center Road -
until 8:00 p.m. on election night.

Follow instructions on page 4 for “ Returned By Someone Other Than Voter.”

VOTER WANTS
NEW BALLOT

You MAY NOT issue a new ballot to a Mail Ballot
Precinct Voter. Mail Ballot Precinct Voters.MUST
COME to the Elections Office at 3700 Branch Center
Road to obtain a new ballot.
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ROSTER OF VOTER PROBLEMS

IE THE VOTERS NAME IS NOT IN THE ROSTER OF VOTERS check to seeif there is authorization
for this person to vote. There are several ways a voter can be authorized to vote.

By Mail « The Inspector may receive “ Authorization to Vote’ letters in the mail (Final
Ingtructions) prior to the election. The Inspector should have added each of these
names and the residence address at the end of the white alphabetical listing of voters
names in the Roster of Voters. Check for names added.

Presented « Thevoter may present an “ Authorization to Vote” letter issued by the Registrar
By Voter of Voters.

— Add this person’s name and residence address at the end of the alphabetical listing of
voters' names in the Roster of Voters.

Place all “ Authorization to Vote” letters in Envelope No. 5

Bv Phone « Authorization to vote may be received by phone from the elections office, either
before or on election day. Add these names and the residence addresses, at the end
of the alphabetical listing of voters namesin the Roster of Voters.

— Record the name of the person from the Elections Office who gave the authorization
in the right margin on the same line as the voter’ s name you are adding.

Voter Votes” > If you find the voter has been authorized to vote, have the voter sign their name and
residence address on the same line on which their name and residence address were
added. Allow the voter to vote a regular ballot.

CHECK GREEN —Check the green “Inactive Voters’ listing at the back of the Roster of Voters. If

PAGES the voter's name does appear on the green pages, do the following:
Voter Still At — Ask the voter is they still live at the address listed on the green pages and have
Address Listed lived there continuously since they last registered.

Voter Says Yes — Have the voter take the oath at the top of the green pages and sign their name and
residence address on the signature space on the same line as their name and
address. Stress that by signing the “ Oath” the voter is declaring under penalty
of perjury that they reside at the address printed on the green pages.

(continued on next page)
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Roster of Voter Problems - continued

Issue Ballot — Issue the voter a regular ballot and a Sample Official Ballot Pamphlet and allow
them to vote. The signature on the green page serves as this voter’s “Roster”
signature. Do not have the voter sign anywhere else.

o Remember: Count this signature when you are counting the Roster of Voters
signatures election night.

Note: These voters were moved to the Inactive File due to Post Office notification
that the voter no longer resides at the address listed on their Voter Registration
Card (VRC).

IF VOTER HAS MOVED - REFER TO THE “FAIL-SAFE” PROCEDURES ON PAGE 10

NAME CHANGE If the voter’s name has changed since they registered, the voter shall be allowed
to vote (if voter till lives at the address listed) by doing the following:

> Have the voter sign their name as it was before the change and as it is at the time
the person votes.

> Have the voter indicate, by brackets, that the two names are the name of one
person. (i.e. Smith [Jones| )

— Give the voter a new Voter Registration Card and ask them to complete it. (They
may either take the card with them or leave the completed card with you. The card
is put into Envelope No. 2.)

VOTER SIGNS If avoter signsthe Roster of Voters but for some reason does not vote, do the
ROSTER-DOES following:
NOT VOTE

— List the voter’s name on the Ballot Statement under “Certificate of Roster
Exceptions’ found on the outside back cover of the Roster of Voters.

VOTER LEAVES If avoter leaves with a ballot, do the following:
WITH BALLOT
— List the voter’s name on the Ballot Statement under “Certificate of Roster
Exceptions” found on the outside back cover of the Roster of Voters. If you do not
remember what the voter’s name was, note that a voter left with their ballot.

Note: When you do your closing procedures election night, take into consideration any
names or notes on the “ Certificate of Roster Exceptions.”

(continued on next page)
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Roster of Voter Problems - continued

CHALLENGING A person offering to vote may be orally challenged within the polling place only by a

A VOTER member of the precinct board upon any or all of the following grounds:
(Elections Code Section 14240)
(1) That the voter is not the person whose name appears on the Roster of Voters.

(2) That the voter is not aresident of the precinct, and does not intend to return to that
residence.

(3) That the voter is not a citizen of the United States.

(4) That the voter has previously voted in this election either by Absentee Ballot or at a
polling place.

(5) That the voter is presently on parole for the conviction of afelony.
(6) That the voter is not 18 years of age at the time of this election.

Note: Consult your “ Election Officers Digest”, pages 20 through 22 for details on the
challenge procedures.

Challenge Complete the information needed on the “ Challenge List” (inside backcover of
List Roster of Voters) for every voter challenged.

INCORRECT When a voter reportsthat thereisincorrect information in the Roster of Voters,
INFORMATION do the following:

Address If the voter isreporting their own address has changed:

— Ask when the voter moved and note the date at the end of the line on which the
voter’s name appears in the Roster of Voters.

— Refer to “Fail-Safe” procedures on page 10 through 12.

Note: If the voter states that their address is listed incorrectly in the Roster of
Voters, Call The Office at 875-6100.

(continued on next page)
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Roster of Voter Problems - continued

VOTER
REGISTRATION

CARD

Name Change

Political
Partv Change

Other Chances

—Give the voter a Voter Registration Card so they can re-register before the

next eection:

Note: Inform the voter that the “ Have You Ever Been Registered To Vote “ portion of the
card needs to be filled out as they were previously registered.

If the name of any voter has changed since they registered, the voter shall be
allowed to vote (if they still live at the address listed) by doing the following:

> Have the voter sign their name as it was before the change and asiit is at the
time the person votes.

> Have the voter indicate, by brackets, that the two names are the name of one
person. (i.e. Smith [Jones])

— Give the voter a new Voter Registration Card and ask them to complete it.
(They may either take the card with them or leave the completed card with you.
The card is put into Envelope No. 2.)

If the voter wishes to change their political party affiliation:

— Give the voter a new Voter Registration Card so he/she can re-register with the
changed party designation. The party change is only good for future elections.

Note: Primary Elections are the only time the political party is taken into
consideration at the polls.

If the voter isreporting a change other than an address, name or political party
(examples would be: spelling changes, duplication of names, family member no
longer living at home, family member deceased, etc.) do the following:

—Complete (or have the voter complete) a “Roster Corrections’ form. There is
apad of these formsin your Election Supply Kit.

Note: When a family member is reporting that a person listed on the Roster of Voters has
moved from the home or is deceased, the family member must sign the form. The
office is unable to act on the information if the form is signed by a precinct officer.

Remember:

Voters must re-register using the Voter Registration Card, not the Roster Correction
Form.
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MEETING VOTER'SNEEDS

VOTER NEEDS If a voter declaresthat they are unable to mark a ballot, they may be assisted by
ASSISTANCE one or two persons of the voter’s choice. Be awar e of the following:

Assisting o It must bethe voter who requests assistance.
Voters
« The person(s) assisting cannot be the voter’s employer, or an agent of the voter's
employer, or an officer or agent of the voter’s union.

List Voter’'s - Read the oath to the voter who needs assistance, then do the following:
Name
— Print the voter’s name on the “ Assisted Voters List” which is located on the inside
back cover of the Roster of Voters.

Note: Neither the voter or the person(s) assisting have to sign the * Assisted
Voters List. ”

Voter Unable If the voter isunableto sign the Roster, someone else can sign for them.

to Sign
VOTERS If a voter with disabilities appears outside the polling place and is unable to
WITH enter, a Precinct Officer shall do the following:
DISABILITIES
— Take the Roster of Voters, a voting device, a ballot, a Sample Official Ballot
Pamphlet, and any other needed election materials to the voter. Do not take
the ballot box outside.
Guidelines « Beconsiderate of the extratime it might take for a person who is disabled or

elderly to get things done, and give unhurried attention to a person who has
difficulty speaking.

« Do not be overly attentive or insist on giving more help than is needed or
requested.

o Speak directly to the person who has a disability rather than to a companion
who may be with the voter.
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(continued on next page)

Guidelines- continued

» Before assisting a person in a wheelchair, ask if you may do so and how to
proceed.

« Speak calmly, slowly and directly to a person with a hearing problem. Y our
facial expressions, gestures and body movements help in understanding. Do
not shout or speak in a person’s ear. If full understanding is doubtful, write a
note to the person with a hearing problem.

o Greet aperson who is visually impaired by letting the person know who and
where you are. Provide a guiding device such as a ruler or card for signing.

« Beaware that dogs who assist people with disabilities should be admitted into
all buildings. Such dogs are highly trained and need no specia care other than
that provided by the owner.

VOTING BOOTH Voting booths shall not be occupied by more than one person at atime, unless the
OCCUPANCY voter is an Assisted Voter.

(Elections Code Section 14224)
Voters shall not remain in or occupy the booth longer than is necessary to mark their

ballots, which shall not exceed 10 minutes. However. where no other voter would be
inconvenienced, alonger period shall be allowed.

VOTER WITH A child or children under the age of 13 years may accompany the voter to the
CHILDREN voting booth, provided that:

(Elections Code Section 14222)
e The child or children are under the voter’s care.
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OTHER QUESTIONS

ACCIDENT/
EMERGENCY

If you have need for emergency assistance such as Ambulance, Police or Fire
Department, contact those agencies directly by dialing 9-I-1.

— If you have a problem or incident that is not an emergency, but you feel the need
of assistance, call Precinct Operations at (9 16) 875-6100.

—Immediately after taking care of the accident or emergency, complete “ Supervisor’s
Report of IlInessInjury Form.”

— If an accident has happened, you must contact Precinct Operations to report what
occurred.

—* Supervisor’s Report of Iliness/Injury Forms’ are in the packet of forms in
your Election Supply Kit. Place the completed forms in Envelope No. 5.

THE NEWS
MEDIA

News Media
Pictures or
Filming

If you are contacted by representatives from any newspaper, radio or other media,
do the following:

—You must give out information only available to the general public. If you are
unsure about what information to give, Call The Office 875-6100.

If members of the media wish to take pictures or films at the polls, keep in mind the
following:

« Their activities must not interfere with the voting process.
« They must not bein the area of the voting booths.

« Permission of the voters at the polls must be obtained before any picture taking or
filming is done.

EXIT
POLLING

Exit polling is no longer considered electioneering. Exit polling means talking
to a voter after the voter has voted about topics relating to the election. All exit
polling must be done at least 25 feet from the exit of the room in which the
voting takes place.

(continued on next page)
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Other Questions - continued

ELECTIONEERING  No person, on election day, shall, within 100 feet of the room within which the
(Elections Code Section 18370) VOting is taklng p| ace:

o Circulate an initiative, referendum, recall, or nomination petition or any other
petition.

o Solicit avote or speak to a voter on the subject of marking his’her ballot.

o Place asign relating to voters' qualifications or speak to a voter on the subject
of his qualifications.

Do any electioneering.

e Forms of electioneering include: wearing of buttons/ badges, shirts or stickers
on cars, etc. Any item with a political statement or candidates names may not
be displayed within 100 feet of the polls.

o Any person who violates these provisions is guilty of a misdemeanor.

Note: Exit polling is not to be considered electioneering.

POLL WATCHERS  Poall Watchers (usually people working for a candidate or a political party) have
RIGHTS the following rights and limitations:

They May o Observe the proceedings at the polls including the closing procedures.
o Takeinformation from the indexes posted near the entrance.

e Look at the Roster of Votersif the Precinct Officers are not using it and there
are no voters waiting in line.

They Mav Not e Beinthe area of the voting booths
e Sit at the elections table
¢ Interfere with the election process
¢ Monopolize the posted index so others are unable to useit.
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Other Questions - continued

VOTING
MATERIALS
SPANISH/
ENGLISH

Questions
On Bilingual
Material

If you are asked why some voting materials are printed in two languages, you
may offer the following explanation:

« Bilingual registration and election materials are a result of amendments to the
Voting Rights Act of 1965 (VRA), that became law on August 6, 1975.

« Elections Code Section 14201 (a) requires posting one copy of translated
facsimile of the ballot with the ballot measures and ballot instructionsin a
conspicuous location in the polling place.

Note: It istheintent of the Legislator that non-English speaking citizens, like
all other citizens, should be encouraged to vote. Therefore, appropriate
efforts should be made on a statewide basis to minimize obstacles to
voting by citizens who lack sufficient skills in English to vote without
assistance.

« One of the purposes of this legislation is to guarantee that language minority
persons in specified jurisdictions have the opportunity to vote in their own
language as well asin English.

« Should you have questions about bilingual elections materials, or your
responsibilities as a Precinct Official in carrying out the provisions of the
Voting Rights Act, contact Precinct Operations by calling 875-6100.
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C:]

Thank gyou for senuing as a
Preciuct Offccen for this

election.

Your contnibution to the

of Sacramente and your

commaunity (& greatly
atpfreciated.




