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Certification Training
ɍThis training will be approximately 4 

hours and will include hands -on 
training

Welcome

ɍPlease have your manual available. Manual and 
slides available on website under TrainingManual

ɍThere will be a break halfway through 
class

ɍAsk questions

Housekeeping
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Election Day Information

Election Day: April 21, 2026

Type: Special - Amendment

Work Hours: 5:00 AM ~ 8:30 PM

Voting Hours: 6:00 AM ɀ 7:00 PM

Please donɅt talk politics or wear political clothing
Sample ballots are on our websites - pwcvotes.org
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Responsibilities as Chief
Chief Supply (bag) pick -up from Warehouse is   3 -5 
days before election      *This will take 1 hour

Roster & facility contacts are in your officer portal

Your manual is your Best Friend ɀ Look for Checklists

Contact precinct for site visit and make sure you 
know where your cage will be stored

Confirm precinct contact information and staff 
that will meet you at 5am on Election Day

Coordinate with your team & facility regarding 
early Monday set -up prior to election day
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Election Officer Training Manual
ÅPlease review ɀ familiarize yourself with different sections

Å*located on website
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Access Roster and Facility Contacts

See video in ɈOfficer Portalɉ for details 
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Chief Supply Pick -up at warehouse  

See video in ɈOfficer Portalɉ for details 

Plan to spend 1 hour reviewing items in bag

Provisional ballots and resources in bag

Chief Binder information review i.e. Supply Return Form

We will email out dates and times for Chief Bag Pick -up

April 16th т 10:00 AM to 7:00 PM
April 17th т 10:00 AM to 6:00 PM
April 18th т 9:00 AM to 1:00 PM

Pick Up Times
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List of Forms ɀ in Chief Binder
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Pre-Election & Monday Early Set-up Checklists

Manual 

Page 9

Manual 

Page 29

?ŸŰќƣШŉŸƖŊĲƣШƣŸШŉŔŰĬШŸƨƣШƽőĲƖĲШǃŸƨƖШĦċŊĲШŔƚШŊŸŔŰŊШƣŸШĤĲШƚƣŸƖĲĬ!



Monday Night Set -up 
Reminders

uThis is voluntary т please invite your entire team

uNOTE: Schools may not be available for Monday т Inquire EARLY

uBring your Chief Bag in your home on Monday night

uDO NOT remove ANY electronics from cage

uCreate a plan for which officer (usually the Asst. Chief) will be 

 driving ballots back to warehouse/main office on election night

uAssign duties to your team for a successful set-up on 

 Election Day morning
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Precinct Opening and Closing Checklists

Manual 

Page 41

Manual 

Page 119
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Announcement

Lanyards and pins :

ÅYour main identification for 

the day ɀ important!

ÅUse your existing lanyards

ÅLimited extras available on 

election day
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Chief Election Day ɀ Opening Checklist

3 most important 
tasks to complete 
1st:
set up ɀ Pollbooks , 
Scanners & Tallypoint

Manual 

Page 40



Poll Watcher - Basics
o Before 6 AM (set -up)ɀ 
 one poll watcher per party
o After 6 AM ɀ 
 up to three poll watchers  per party
o They MUST present a signed 
 authorization from PWC or Virginia
o We CANNOT accept an authorization 
 form from another county in VA
o They MUST be a registered voter in VA ɀ 
 if you can not find them on the 

pollbook ɀ CALL HQ

Manual 

Page 

106-111



Poll Watcher - Basics
o They CANNOT assist/interfere with 

voters in any process
o They CANNOT wear political 

clothing
o They ARE allowed to see and hear 

activity on the 
     Pollbook at the check -in station
oThey CANNOT violate any voterɅs 

privacy
o Poll Watcher guidelines in Blue 

Accordian

Manual 

Page 

106-111
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Precinct Layout / Roles Video



Special Assistants

They are YOUR support staff

They will review SA Checklist with you

Checklist found in Chief Binder т Review it

ALL backup supplies provided by SA

Any additional questions т call HQ
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Pollbook ɀ Setup

ÅDo not take 
out items 
below white 
foam
ÅSee the 

STOP sign

ÅDo not 
remove the 
white 
Merlin 
Equipment
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Pollbook ɀ Startup Step 1
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Pollbooks ɀ How to check in a voter

Please read 
and study 
BEFORE 
election day

Page
75
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Pollbook Reminders

ÅThree letters of last name, 
then a comma, then three 
letters of first name (add 
comma and Ɉyear of birthɉ if 
needed)

ÅRemember there is an 
Advanced Search ɀ See 
Leadership for assistance
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Pollbook Reminders

ÅTHREE click process 

Å(4 for Primary)

ÅɈCheck in Voterɉ
Å(Extra Step in Dual) ɈWhich 
Primary are you voting in today?ɉ

ÅɈContinueɉ
ÅɈOKɉ
ÅRED means ɈChecked-ϥnɉ
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Voter Check In
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How to Ask for Voter Information?
ÅPlease hand me your Identification
ÅPlease state your full name and 

address
ÅAs the voter states information, 

your eyes are on the Pollbook to 
confirm what is said

ÅCheck ID with Pollbook
ÅcċŰĬШĤċĦťШf?ШƚƣċƣŔŰŊШéŸƣĲƖќƚШŉƨũũШ

name
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Voter Information Screen
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Check the Red Text Information
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Check Voter In
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Check Voter In ɀ Additional Questions
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Check Voter In ɀ Last Question
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Check Voter In ɀ Completed
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Time Stamp
(Double Check)
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Pollbook ɀ Default Screen
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Pollbook ɀ Default Screen
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Pollbook ɀ System Operations
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Pollbook ɀ System Operations

Pollbook 
Summary
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Ballot Scanner and Touchwriter  Set Up

ÅProcess takes 10 to 20 
minutes

ÅHave equipment officer 
working on pollbooks at 
the same time YOU are 
working on this 
equipment  

Manual 

Pg 43-53
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QR Codes - 2 Minute ɈSet-Upɉ Videos
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iPad ɀ Tallypoint

Wake up iPad and find Tallypoint

TP

TallyPoint

Tallypoint  asks if you are ready to open

If Scanner and Pollbook good, click YES
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iPad ɀ Tallypoint  Operations
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iPad ɀ Tallypoint
Reminders:

Hourly Turnout is ALWAYS the 
Total ɀ not the difference from 
the last number logged

Delegate the hourly turnout TallyPoint  
number submission to an EO т they 
will remind you and you can input the 
data

PWCPrecinctsв
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iPad ɀ Other Applications

To translate for a voter.

Translate

¢ƻ ǳǎŜ ǘƘŜ LƴǘŜǊŀŎǘƛǾŜ ά²Ƙŀǘ LŦΩǎΦέ

Interactive Whaв

Map tool  т PWC Precincts
PWCPrecinctsв
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Acceptable Voter IDs

ÅNote 1:  Only 2 IDs are required 

to have a photo:

Å -Employer issued ID 

Å-School ID issued by a school 

outside Virginia

ÅNote 2:  Never turn a voter 

away for lack of valid ID -  

Always offer the option to sign 

the ID Confirmation Statement
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Acceptable Voter IDs

ÅCan only be accessed via VA 

mID app

ÅQR Code is not scannable like 

a barcode

ÅPollbook manual search 

only

ÅNot expected to be 

commonly used
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Pollbook ɈFlagsɉ

When Checking 
in a Voter ɈStates & 

Tagsɉ
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Pollbooks - DriverɅs Privilege

Is this ID acceptable?

Page
79
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h
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Active -Duty Military Voters not on Pollbook

Military Voters and their Dependents who are not on 
your pollbook and live inside the precinct boundary 
have two options. 

1. They can vote provisionally in the precinct using 
SDR. 

2. They can come to the Office of Elections in 
Manassas and vote on the machine.  

Call the Main Office if you have any questions.



49

Request for Assistance


