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U What is an Absentee Ballot?

 Allows a voter to cast their ballot when they are unable to vote on
Election Day.

e Qut of town

lliness/Disability
Military/Overseas (UOCAVA)

College students

Convenience - no excuse needed!

» The voter receives their ballot by mail or email (UOCAVA and ADA).

*PWCVYOTES.ORG *
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U Absentee Process

Voters complete an REUIEWTIENTR? o
application to receive a .Staffverlfies the application DATA PREP
ballot by mail. is complete and enters the Staff prepares
information in the state data from voters
voter database. that have requested a mail
ballot and send it to our vendor.
N2 Starting 45 days pri
artin ays prior
DELIVERED & . P
. to the election, ballots
Ballots arrive at voters' are mailed _
VOTING OPTIONS homes and they can - /”‘—1
Voters return their rrTall return them by mail or G o — /N =
ballot or opt to vote in in person. : . >
person. i
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Ballots arrive at our office where they
are date stamped, entered into the state
voter database, and checked for
material omissions.

N
Yo\

—

BALLOT CURING

Ballots with material omissions are
documented and the voter is contacted to
allow them to correct the issue.

ELECTION OFFICER REVIEW

In the final step, a bipartisan team of election
officers review the envelope, check in the
voter on a pollbook, and separate the ballot
from the envelope. Any issues not already
identified go to curing.

BALLOTS ARE COUNTED

Ballots are scanned with a high-speed
scanner and hand counts are performed by
officers if needed. Results are reported on
election night and certified after ALL ballots

are counted.
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U What are Preprocessing, CAP,
and CAP-PE?

 Preprocessing - held prior to Election Day

« CAP - Central Absentee Precinct, held on Election Day

« CAP-PE - CAP Post Election, held after Election Day




Required Information and Materi:

Omissions

« Voters are required to provide:

full name (first and last);
full registered address;
the voter's SSN4;

the voter's YOB; and

the voter's signature.
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REQUIRED INFORMATION
INFORMACION REQUERIDA

Voter must complete ALL fields highlighted below.
El votante debe completar TODOS los espacios resaltados a continuacion.

o

Last/Apellido ~ FirstNombre Middle/2° Nombre _ Suffix/Sufio

Address/Direccion

City/Ciudad Zip/Codijo Postal

Year of Birth/Afio de Nacimiento Last 4 of SSN #/Ultimos 4 de SSN #
KSIgn Here/Firma Aqui Date/Fecha )

« Any missing or incorrect information is considered a material omission.

*PWCVYOTES.ORG *
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D Might Be Material Omissions

« Voters are not required to provide (except maybe

oo .. Sometimes).

LIS
™ . apartment number

Code of Virginia Virginia Administrative Constitution of Virginia d th e d ate

The Code of Virginia contains the laws passed COd € The Constitution of Virginia defines and limits
by the General Assembly and signed by the The Virginia Administrative Code contains the the powers of state government and the basic
Governor for the Commonwealth of Virginia. regulations adopted by state agencies in the rights of the citizens of the Commonwealth of
Updated July 1 to reflect the legislation passed Commonwealth ofVir.ginia There are 24 titles Virginia. Like all other state constitutions, it is ° M M M M M
zip code, unless the city was missing (and vice-versa

A agencies assigned to the appropriate title government, though it may be superseded by
Code of Virsinia » g g ppropi - . P -

Updated daily. the United States Constitution and U.S. federal
: law. Updated annually after legislative session.

Virginia Administrative Code »
Constitution of Virginia »

« middle name, unless they only provided a first initial

« Virginia election law also addresses some other less-

m common situations.

*PWCVOTES.ORG *
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U Ballot Curing

« Any material omissions send the ballot to Curing.

* The voter’s envelope is what needs to be “cured”, not the

ballot inside.
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U Ballot Curing Options

 The voter has options for remedying their envelope:
« Voter Affidavit
* Fix their envelope
 Vote in person

 Reissued ballot (if 11+ days before the election)

 The voter has until noon on the third day after the election to fix

heir issue.
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Mail Processing




Examples of

PWC

Green Return Envelope

* Domestic voters or ADA voters

* Sent by mail

* Returned by mail or drop-box

—

PRINCE WILLIAM COUNTY

Return Envelope
Official Ballot
BUSINESS REPLY MAIL
FIRST.CLASS MAIL__PERMITNO 133 __MANASSAS VA
fStp pars dovolver POSTAGE WILBE PAD BY AGDRESSEE
la papeleta oficial
PRINCE WILLIAM COUNTY OFFICE OF ELECTIONS
9250 LEE AVE STE 1
MANASSAS, VA 20110-9816
T tepetylety gt A D g et Ll
€€
$202/£0/90. AINIFO3Y

*PWCVOTES.ORG *
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Ballot Envelopes in

Yellow Return Envelope
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UOCAVA Email Envelope

| || " | Us POSTAGE PAID
39 USC 3406

= Military/Overseas voters *  Military/Overseas voters
*  Sent by mail * Sent by email
* Returned by mail * Returned by mail

1D 2

AIL RFCEIVED
Y ST T
b MAR20 2024 PAR AVION
Prince. ym Ceunty 1
Office of Elections i

PRINCE WILLIAW COUNTY, VRGNA T —
FHIT AT

1D NOT REQUIRED

iomrmecner  JALLOTING MATERIAL - FIRST-CLASS MAIL ;

)

NECESSARY IN THE U.S. MAIL - DMM 703.8.0
ARy .
10 Secretary of the Electoral Board
Prince William County
9250 Lee Avenue, Suite 1
Manassas, VA 20110-5554
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U Team Tables

« Each team will be comprised of two election
officers, an EPB, and a binder.

« The binder contains:
« The Daily Certification Sheet/EPB worksheet
« The Ballot Reconciliation Sheet
* Job aids

« Time reporting info

*PWCVYOTES.ORG *
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D Receipt and Counting

 Batches of envelopes are distributed by staff.

 The ballots received are
» date-stamped
e initialed

e counted
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D Initial Validation

« Voter information on envelope is evaluated.
 Isit the correct election?
« Are all required fields filled?

» Does the info match?
« SSN4 and YOB are verified by staff beforehand
« Any codes to indicate there's extra papers inside?

e Reissue-Gold

* NA

« ID Required (HAVA - Federal elections only)




| voter Affidavit
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PRINCE WILLIAM 9250 LEE AVENUE, STE 1, MANASSAS, VA 20110

Office of Elections WWW.PWCVOTES.ORG

Voter Affidavit

The Prince William County Office of Elections ived your leted ab: ballot, however, your returned
absentee ballot envelope either had discrepancies or was missing information which is required to count your ballot
under §24.2-707 of the Code of Virginia. In order for us to count your ballot, please provide the information below by
noon on the 3 business day after the election:

= Your printed name and signature under the statement below.
#» The last four digits of your Social Security Number*:
+ The yearyou were born:

= Your residence address (Do not use PO Box unless you are a Protected Voter)

Street Address Apt. #

City State Zip Code
“| state under penalty of perjury that | am an eligible voter, that my signature, year of birth, last four digits of my Social Security Number,
residence address, and/or name are as shown on this form, that | am now or have been at some time since last November's general election
a legal resident of Prince William County, that | received an absentee ballot upon application to the registrar of such county; that | opened
the envelope marked "ballot within' and marked the ballot, without assistance or knowledge on the part of anyone as to the manner in which
| markad it {or that | returned the form required to report how | was assisted); that | then sealad the ballot in the required envelope; and that |
have notvoted and will not vote in this election at any other time of place.”

Voter Name (printed)

Vaoter S Date

You have options for providing this information:

*  Gotoyourlocal registrar’s office to provide the required information; or

+ Complete and sign this affidavit and return it by mail or email using the contact informatien provided
above.

«  If you return this affidavit by email, please attach a scanned, signed copy of the affidavit to your email.

*H your voter reglstration Includes a statement of affirmation that y Soctal Security Number, your assigned Vioter ID number
Instead.

ELECT- 707AF
PHONE: (703) 792-6020 FAX: (703) 7924973 EMAIL. ABSENTEEVOTINGEBPWCGOV.ORG

PRINCE WILLIAM

Office of Elections
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U Comparison to Pollbook

Zip Code/Codigo Postal pes
R
- o Verify the ballot is for
[N A = the current election.
ne a lo largo de la barra verde para sellar ----- Press along the green bar to seal /
VAP0 RO 0 OO AN IIJLWml/
<2025 NOVEMBER GENERAL>

*PWCVYOTES.ORG *
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MENU

Prince William County l Precinct Records: 74953  Countywide Records: 74953

AR o Checkins: 1 Config. Profile: 3.4 CAP Preprocessing ; B 3 B A s, S e
I ) -
B — o g Instructiq
vsrem = == : : 5 S o 1. Vote y|
1 | = | 2. Insert
& [= == o 3. Comp|
4. Seal a
€ i 5

EL wommmm EPB Officer pulls up voter on pollbook
o Scan barcode near the upper left
( [INTT) SCAN BARCODE corner Of the envelope
~———

Use hand to block other barcodes/QR
codes, if necessary.

EPB Officer selects “Scan
Barcode” on the Poll Pad.

*PWCVOTES.ORG *
=) =
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Comparison to Pollbook

« The Ballot Officer reads the
name and address provided by

7PM FriOct 10 =T 69%
= i ini i - 9...9
Last Imported: 10/09/2025, 16:12:01 ES
& A Prince William County GO BACK
Jasn-g CAP - Preprocessing

. Clement, Elliot R
the VOter to the EPB Offlcer’ Who DOBe:;L?n IO PROCESS ABSENTEE

6640 CARTWRIGHT DR, FLORISSANT, MO 63033 BALLOT

. . Precinct SFSL SFSL -
compares the information

Please verify the name and address listed above match the name and address provided by the
voter on the Absentee Ballot Envelope.

against the pollbook.

« If all matches, click “Process
Absentee Ballot”

*PWCVYOTES.ORG *
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M FriOct 10
Enu  DEMO - Prepr
Last Imported: 10/

Prince William County POLL WORKER CONFIRMATION
CAP - Preprocessing

CONFIRM THE VOTER'S INFORMATION

ing Training Election - 11/04/2025
16:12:01

.
1T

—=

Elliot R Clement

6640 CARTWRIGHT DR, FLORISSANT, MO 63033 . , °
e Confirm the voter’s info

Status: Active Voter ID: 76504833

Ballot Style: 474 I = oo a n d C li C k “ S u b m it,’

* Voter Processed
Elliot R Clement Successful_l_y!

Processed Successfully

Wait a few seconds or tap
screen to start process
with next ballot envelope.

Ballot Style 474 Precinct: SFSL SFSL

*PWCVOTES.ORG *
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U Determining Eligibility

« Once the voter is checked-in on EPB, the envelope is
placed in the wihite Ready to Scan basket.

Ballot Envelope Material Omissions

Last, First Name:

match record

O Blank envelope iPost—EIection Officer Use i

I} . . . . . . . :Only !

« If there’s an issue with the information provided by e et et AT
[0 SSN4 is missing/incorrect (circle) 1 We confirm the identified ]

. . | material omissions were not |

i issi i circle; : d by th ibed :

the voter, the voter is not checked-in on the Rl PR
O Ngm; 0;_ voter - | this ballot, pursuant to VA 1

missing/incomplete (circle) ' Code §24.2-707. I

pO I I bOO k. O Name provided does not match iSignature: i
record I !

O Address missing/incomplete | i

« Complete the cure tag (el | i

O Address provided does not | Signature: !

 Attach the tag to the envelope and placed in the blue

|

Cther: i

VERISO ATO

Cure/Reject basket.

s Contact Date:

« Do not sign unless instructed by staff * Verified against DMV data. (¢ sor) [ ]

s |P Vote / IP Cure / Reissued Date (circle):

*PWCVOTES.ORG *
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U Counting and Opening

- After the entire batch has been evaluated, the envelopes in each basket are counted and
recorded on Ballot Reconciliation sheet.

- Envelopes from the wihite Ready to Scan basket are brought to the mail machine
and opened.

« Opened envelopes are brought back to the team table and the ballots are removed one at

a time.

« Ballots go back in white Ready to Scan basket

m - Empty envelopes get stacked together

*PWCVYOTES.ORG *
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U Further Examination

« Any required documents found inside must be examined for completion.

- The completed forms (gold, blue) and any extraneous items go back into the
voter's envelope.

 Copies of IDs must be turned in to staff.

*PWCVYOTES.ORG *
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Documents Found with the Ballot

Gold Form

PUKCE 1050002 - INST Statemnt o voter-<E1 E5
* VIRGINIA * STATEMENT OF VOTER
DEPARTMENT of ELECTIONS
Middle Last S (Jr, 5r 1)
. - §24.2-1018, Code of Virginia, that o,
O 5 e E&
O I appiied for and received but lost, or
2 1 applied for and received but
o " . . Virginia, that | am now, or
1o vote:
Roral e “pcose
= = st digts of SSN required Dale

AN INoTton nesassary 1o TSN yoUr QUIMCaNon £ ote. FE0eral L (I8 Facy Act 3n HAVA) and stat (s (VIGiTa Consifon, Arice . § 2. e 24.2 f the Cote of
e ipr il il el i et i el el e §

3 ELECTION WHICH IS
PUNISHABLE UNDER VIRGINIA LAW RS, A FELONY. VIDLATORS MAY BE SENTENCED TO UP TO 10 YEARS IN PRISON, OR UP TO 12 MONTHS IN JAIL ANDI

(SBE i ) wice

* REISSUE-GOLD
* required to be completed and
returned by the voter

*PWCVOTES.ORG *

e =
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7, S
& &

7
gy count

Blue Needs Assistance

Request for Assistance with Voting AShonH 22 2708 S aa o B o aaminy
Solicitud de ayuda con ia vetacion

V| FirstName/Frimer nombre
| trequire sssistance compisting my sbsentes ballor.
v .
T
E | Varer Blind voter] “orer T ey
R | Firma del votante fo “bind vatar* / “voter unable to 5ige]
A
o | FreeRemerprimar omere
S | Stroct Address/Direccion de residencia City/Gudad Stot/Esade 2P Code, Codigo pestal
1| see reverse for spanisyara espoitolver efreversa
5. = I have written " 25 the vater
T n3tto i
B ployer's agert,
a vater’s union. [Does nat 2pply o bind voter=|
T|x
Assistant Signature/Firme dl critente Daee/rena
Return this form with your vated ballot ELECT 704(AB) PWIC R 3,208
D axteformsrioco b popeics s

* NA

* Notrequiredto be returned, but if it
is, it must be completed correctly.

* Both voter signature fields must
match.

IMPORTANT NOTICE 10 ABSENTEE VOTERS
DEPARTM.'EN T f ELECTIONS

Cc&Py of Voter’s ID

o

pray ¢ o ¥ ‘vA JISA !
virguud DRIVER'S LICENSE 6

Customer identifier
T16700185

I you ¢
will not
busine Name

JAMES JR

TYLER, ANDREW
Formnu Address

103 COMMONWEALTH BLVD.

EMPORIA, VA 23847

,,,,, o
<) o »
ex Class Date of birth <
’b H o879z Ry,

Endorsements  Iss ORI

 ID REQUIRED (Federal
elections only)

* HAVA voters must have a copy
of their ID inside the envelope.

* Thisdocumentis given to staff
to update voter’s record.
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U Unexpected Contents

« If the ballot is torn, has foreign material on it, or is an irregular

Ballot Envelope Material Omissions

email ballot;

Last, First Name:

match record

2 iy | Post-Flaction Officer Use | * ballot goes in the pink Hand Count basket
O Voter did not sign 1 Only !
S . | We confirm the identified : . s H
Ll SSN s missingfincorrect. (dio)} - e ial omissions were ot | « envelope is stacked with other empties
O YOB is missing/incorrect (circle) | corrected by the prescribed |
O Name of voter ig?adtilr}le ::;md theref:):e r\%ed : H h k d H h EPB
1 s : o -

esngfincomplete il | o5 ot pursuant to : voter remains checked-in on the
[0 Name provided does not match iSignature' i

record ! ’ i
[0 Address missing/incomplete :

(circle) :
o i

i
]
]
Address provided does not i Signature:
:
]
]
]

O

Other:

« |If the ballot is missing and/or the required documents are missing

VERISO ATO

e Contact Date: \

» Verified against DMV data (if appl) D

or not completed properly:

- all contents go back in the envelope

s [P Vote / IP Cure / Reissued Date (circle):

rev May 2026

envelope is tagged and placed in the blue Cure/Reject basket

« voteris un-checked from the EPB

*PWCVOTES.ORG *
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U Counting and Reconciliation

« After opening all envelopes
« count all ballots in the Rezdy to Scan basket
« count all ballots in the Hand Count basket
 count all empty envelopes

 count all ballots in the Cure/Reject basket

« The total number of ballots in both the Hand Count and Reacdy te Scamn

*PWCVYOTES.ORG *
2 S

baskets together should equal the number of empty envelopes.




U Counting and Reconciliation

Date of

Preprocessing/CAP/CAP2 Ballot Reconciliation Worksheet

QLS
(85
Team #

10/15/202%

General Election

November 5, 2024

e | sopapom | 5 Bech 2

Ballots Rec'd

from 5taff: 100

A B C D E F G
Rejected Hand Counts Count Add C+F
Count R DoE&F
Ballots. (email, Subtract D Ballots for EPB
Envelopes ~ AddB+C Match? N
N (material damaged, from A Ready to check-in
Received Yesor N
omissions) |unscannable) Scan total
<— This number
should match the
;00 , 2 9 97 9 7 yes '99 EPB check-in count
for this batch.
IfE and Fdo not match, or if G and the EPB do not match, go back an&§find discrepancy.
Preprocessing/CAP/CAP-PE EPB Thacking Sheet
General Election
November 5, 2024
Total
Date of
Processing: Team # ecked-
& 10/15/2024 5 In
C in per <-- Does this number match
Batch Number EPB Start Count EPB End Count Batch Box G? Yes or No?
*PWCVOTES.ORG *
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* The combined number of scannable
ballots (F) and hand count ballots (C)
should match the check-in number on
the EPB Tracking sheet.

* The number of empty envelopes should
also match the check-in number for
that batch on the EPB Tracking sheet.

* Record the basket totals on the Ballot
Reconciliation sheet and do the math.

7 0 100 00

Ulfes

2 799 9

Yes
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U Preparing to Scan

« After all numbers are verified, bring all occupied baskets and
the Ballot Reconciliation sheet to scanner.

« Empty envelopes are set aside for staff (Preprocessing) or
packed in a #5 Box for the courthouse (CAP and CAP-PE).

« Envelopes in the Cure/Reject basket are placed in staff
Cure/Reject basket.

 Ballots in the Hand Count basket are placed in Envelope X in
staff Hand Count basket.
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Scanning and Adjudicating

 Ballots in the Ready to Scan basket are run through the high-speed
scanner.

e Listen for confirmation numbers from staff
« starting and ending numbers

« number of ballots scanned

- May need to adjudicate ballots containing overvoted races or write-in
candidates.

*PWCVYOTES.ORG *
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U Reconciliation and Certification

- After all scanning done, the Ballot Reconciliation sheet must

Preprocessing/CAP/CAP2 Daily Ballot Certification

N——— be completed to ensure all numbers match.

June 17, 2025
CATE OF PROCESSING: TEAM & TOTAL BOF BATCHES
BALLOT TOTALS DIRECTIONS
1P | 20t | oy L PreviousSeson Totas i he prevousCarcton shest. gy « The team receives another batch and starts again
Recondiliation session Session ' . 3 S g .
it Totals Totals (todate) dowen the numbers fromthat sheet's *3. TOTAL" column into the "Previous

Sesson Totals™ column on this Cert. sheet.
2. Cument Session Totas

*2dd together the numbers in Box K fromall of today's Reconciliation
EBaliots Scanned sheets and enter the sumof all the ballots scanned.

* &dd together the numbers in Box D from all of today's Recon. sheats
il b and enter the sumof 2l the ballots NOT scanned.

Ballots not * Add those two boxes together. They should match the sum of Box A

s e sttscmenthrows g s g - At the end of the day the Daily Certification sheet is

[hand count, &
cure, reject) N * Add the "Frevious Ballots Scanned” to the "Cument Ballots Scanned” to
|=z=t your TOTAL Ballots Scanned

Total Ballots pmll’;ﬁ‘;'ii“““ both the "Ballots Not Scanned” and "Total Ballots Completed
;:ZESEMO T 4. Doublecheck your numbers!
= « summary of that day's work

« ongoing total of mail processed for this election

We, the Election Officers whose signatures appear below, hereby certify the numbers recorded are accurate

Simnatire Diats

« must be signed by all officers that worked that table
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Schedules and Time

Reporting
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Schedules

Schedule is in Election Officer portal.

Mail delivery and voter participation varies, so may not meet each day.

Reminders will be sent each evening to confirm whether we are meeting the following
day.

Contact the Staffing Team for any questions regarding schedules or training.
« Dena McBride

« dmcbride@pwcgov.org

+ 703-792-6485

* Rick Burroughs

* hburroughs@pwcgov.org

m . 703-792-6482

*PWCVOTES.ORG *
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U Time Reporting

June 2024 Primary Election
Preproceszing and CAP-Post Election Time Shest
https:/fforme.office.com/g/ TzvISRCTE

Paid hourly.

Preprocessing & CAP-PE Time Reporting - June

Enter hours worked (minus your lunch break) into the form at

the end of your shift.

| ) * QR code/URL are in your binder and posted around the room.
« |f you already use Mobius Workforce, continue using it for

Preprocessing/CAP-PE.
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Mobius

- Work done outside of Election Day is paid hourly and paid bi-weekly.

* If not already in Mobius for hourly pay or haven't worked since before
the previous election, you might need to be onboarded, including
completing an 19 form and providing documents.

« Can complete during work sessions

* Questions should be directed to Robiul Islam

e rislam@pwcgov.org

m e« 703-792-7688

*PWCVYOTES.ORG *
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Authorized Representatives

« As in regular precincts, partisan observers are allowed to watch the proceedings.
« must have signed letter of authorization from local or state party chair
« must be registered to vote in Virginia
« must stay in designated areas

« one per party per pollbook

« Slight differences in Central Absentee Precinct due to Pll and live ballots:
« cannot view ballot envelopes

« cannot use cell phone in precinct

*PWCVYOTES.ORG *
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Housekeeping

Start time is 9:30am; doors will be unlocked by 9:20am.

Allow time to park
 Street parking
« Large publiclot on corner of Peabody & Mosby

Bathrooms

« Behind the 2 floor ballroom (unisex)

« Either side of lobby at bottom of stairs (Mens/Ladies)

First floor is off-limits (except lobby bathrooms).

Upstairs kitchen has microwave for warming food/drinks.

*PWCVYOTES.ORG *
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U Table Manners and Breaks

Absolutely no food allowed at table.

May have a drink, but it must stay on the floor.

Set phone on vibrate and off the table.

Take breaks in-between batches.

« If you absolutely need to get up while ballots are at the table, alert staff.

Lunches will be scheduled due to space limitations.

People may be rotated amongst workstations.

*PWCVYOTES.ORG *
2 S
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