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Basics

• Election Officers are non-partisan on Election Day.

• Minimize use of mobile devices.

• Dress is casual or business casual.

• Bring necessary items for the day.

• Wearing Masks is OPTIONAL.

3



Announcements 

• Masks/Face Covering – We cannot require voters to remove masks or face covering.

• Paper Pollbooks – Good job in November using the paper Pollbooks.

• The Merlin – Don’t pull wires from the Merlin.  Don’t try to take everything out of the case.

• Pollbook – When checking in a voter after the screen goes back to the voter RED means 
ready to vote.

• Dual Primary – ALL voters MUST state which primary ballot they want.
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Officer Pay
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Basics

Election Day

• $175 Election Officer

• $200 Assistance Chief

• $225 Chief

+ $25 Extra for picking up supplies (1 person selected by CO)

+ $25 Extra for dropping off supplies (2 people selected by CO)



General Information

• Election Day:  June 20, 2023

• Type:   Dual Primary

• Work hours:  5:00 am - ~ 8:30 pm

• Voting Hours:  6:00 am – 7:00 pm

• Monday Setup:  Unavailable because of holiday

• Officer in Charge:  Chief Officer
6

Basics



On the Ballot

Democratic Ballot

• State Senate:  29th, 33rd

• House of Delegates: 19th

• PWC Board of Supervisors: 
Chairman

• PWC County BOCS: 
Neabsco and Potomac Districts

Republican Ballot

• State Senate:   29th, 30th

• House of Delegates: 21st

• PWC Board of Supervisors: 
Chairman
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Supply Pickup

• Thursday – Friday, 6/15 – 16, 9am – 7pm; 
Saturday 6/17, 9am – 2pm

• Warehouse Location:  13851 Telegraph Road, Suite E, Woodbridge, VA  22192

• Operations Center Phone:  703-792-8397

• Chief or Assistant Chief

• Bring ID to verify identity

Basics
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9250 Lee Avenue, Suite 1, Manassas, VA 20110
Supply Drop Off at Main Office
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13851 Telegraph Road, Suite E, Woodbridge, VA  22192

Supply Drop Off at Warehouse



Reminders



There are some changes

Review the list of changes to the manual.

Attire:

• Tee Shirt or Vest.

• If you work curbside voting, you are required to 
wear the vest.

• Don’t mix the worn vests with the clean ones in bag.
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Reminders

https://www.pwcvotes.org/_files/ugd/d8ec42_b31b41fd8bee4ef68234e8a8a96202cd.pdf


Equipment Set Up

All polling places will have three Pollbooks.

Some polling places will have two Scanners.  You decide how many 

to  set up.

Reminders



Polling Place Set Up

• Place the locked Drop Box near the check-in station.

• Remember the 40’ prohibited area sign.

• Place three yellow seals on the ballot box and one seal on your 
Provisional Ballot Bag.

Reminders



Before Polls Open

Ensure all this 
is done before 

6:00 am.

Reminders

• Polls open on Pollbook and Scanner.

• The Pollbook Summary Report 

• The zero tapes from the Scanner and Touch Writer 
are taped to the wall.

• Ballots are ready to pass to voters at the Check-in 
station.

• The Oath.

• The Pink Comp Sheet.
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Today’s Training

New Stuff
Dual Primary

Forms

Frequently Used 
Forms

Provisional Ballots 
and SDR

The Polling Place
Scenarios Practice

Closing the Polls

Questions?

Voting Machine 
Exercise
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In a Dual Primary, 
there are two 

elections being 
conducted at the 

same time.

Dual Primary

There will be TWO different sets of 

paperwork; one for Democrats and one 

for Republicans.

You will have Democratic ballots and Republican 
ballots.  They will be kept separate everywhere, 
except in the ballot box after they are scanned, and 
at the end of the night in Box #3.

New Stuff



New Stuff

• Driver Privilege Card (pic)

• USB adapter for each tablet (pic)

• New Quick Guides

• If something is locked, and we give you a key you need to keep it LOCKED!

• Green accordion exclusively for provisional materials

• Blue document accordion returning for all other forms.
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Driver Privilege Card
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New Stuff

• Driver Privilege Card are expressly excluded from the list of acceptable 

forms of identification.

• The things to look for are:

1. In the front top right if it says, “FEDERAL LIMITS APPLY,” AND  

2. Front bottom middle has a number “9” under “restrictions,” 

AND 

3. On the back under “Restrictions” it will say “Limited Duration” 

that card is not valid for voting.

• If all 3 things are on the ID, you will ask for another form of ID.



Spoiled Ballots

How to spoil a ballot:

1. Have voter mark all candidate boxes.

2. Write big S for “Spoiled” on ballot.

3. Draw line though Top Left Bar Code.

4. Place in #4 Envelope.

When a voter brings an unopened Absentee 

Ballot, open the envelope, and follow the 

above procedure.  

Put the ballot back into the AB envelope before 

you place it into #4 Envelope.

ALL SPOILED BALLOTS WILL HAVE A LINE 

DRAWN THROUGH THE TOP LEFT BAR 

CODE.

22

New Stuff

FYI



Example Spoiled Ballot
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New Stuff

Be sure to draw line through the top left 
bar code!
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Request for Assistance Form
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Election Forms

Envelope #8



Affirmation of Eligibility Election Forms

• Why do we use it? 
Not for SDR

• If it is completed, the voter 
WILL vote on the machine.

Envelope #8
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Voter Registration Application (VRA)
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Election Forms

• Used for new voters, voting SDR, or 
voters updating their address.

• Comes in 2 colors:

• Green – SDR voters only*

• White – Address updates

• *Same-Day Registration – Voter not on 
Pollbook in your precinct.  Voter has 
moved into your precinct.  
If unsure, call the Office at 
703.792.6470.

Envelope #8



Same Day Registration (SDR)
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Election Forms



ID Confirmation
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Election Forms

Envelope #8
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Provisional Ballots and 

Same Day Registration (SDR)



• SDR (Same Day Registration) is a process where a Voter 
can register to vote and vote on Election Day.  It will only 
be handled by the CO or the AO in a precinct.

• SDR voters MUST cast a Provisional Ballot, they 
CANNOT vote on the Scanner and are not checked in 
on the Pollbooks.
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Basic Information 
on Same Day Registration

Provisional > 
SDR



• ALL SDR voters are Provisional Voters.  Not all 
Provisional Voters are SDR voters.

• The CO hands the SDR voter to the Officer who will help 
the voter with the provisional process.  The Officer will 
follow the procedures for PB voters. 
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Basic Thought Provisional



Provisional > 
PaperworkProvisional Voters

• When does a voter become a 
provisional voter

• All provisional paperwork is green

• Flip page for Spanish

• Give voter a Provisional Voter 
Notice with reason checked.  
For SDR check “other” and write 
SDR.



Provisional Voters Provisional > 
Paperwork

• Write Precinct # and “D” or “R” 
on Envelope.

• Give voter a Provisional Ballot 
Envelope to complete and sign.

• Ensure voter completes required 
fields on envelope.

• Voter inserts Ballot into 
Envelope.

• Voter seals envelope and gives 
to EO.



Provisional Voters Provisional > 
Paperwork

• Ensure envelope is correct.

• Be sure to sign envelope.

• Complete Provisional Ballot Log.



Provisional Bag Provisional

• Have voter insert envelope 
containing ballot in the provisional 
bag.



Working with the  
Pollbooks

Page 52 in the Election Officer Manual
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Required Dual Primary Options
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The Polling Place 
> Check in Process

Required question for every voter before they can be given a ballot!



Voter States & Tags
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The Polling Place 
> Check in Process

Voters with GREEN will vote on machine.

Voters with YELLOW  or RED can only vote a 
Provisional Ballot, see CO

Voters in ORANGE, see CO 
Check Birthdate

These Appear on the Pollbook



Polltab Walkthrough
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End of Night 1
Use Pollbook to Complete Pollbook Summary Report





End of Night 2
Complete TallyPoint using Pollbook Summary and Tally Tape

** Chiefs will be given an iPhone for TallyPoint entries.



Tally Point Screen #1 Tally Point



Tally Point Screen #2 Tally Point



Tally Point Screen #3 Tally Point



Tally Point Screen #6 Tally Point



Tally Point Screen #7 Tally Point



End of Night 3
Complete Statement of Results (SOR)



Dual Primary SOR



End of Night 4  
End-of-Night Envelopes 

















The Oath

All will complete the Annual Election Officer oath for the term NOW.



I  do solemnly swear (or affirm) that I  will support the 

Constitution of  the United States, and the 

Constitution of  the Commonwealth of  Virginia, and that I  will faithfully and 

impartially discharge all the duties incumbent upon me as an 

Officer of  Election of  Prince William County 

according to the best of  my ability (so help me God).

Appointment 
OathRECITE the below OATH on THREE



Election Day Oath

I do solemnly swear (or affirm) that I will perform the duties for this election 

according to law and the best of  my ability, and that I will studiously endeavor 

to prevent fraud, deceit, and abuse in conducting this election, so help me God.

Election Day 
Oath
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electionofficer@pwcgov.org
www. pwcvotes.org/eo-training
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Thank You!


