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OFFICE OF ELECTIONS




[U] New Chief Training

¥ This training will be approximately 2
Welcome hours and will include hands -on
training

f Please have your manual available. Manual and
slides available on website under Training

Manual

: f There will be a break halfway through
Housekeeping EEES

¥ Ask questions
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[UJ Election Day Information

Election Day. April 21, 2026
Type: Special- Amendment

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

Voting Hours: 6:00 AMz 7:00 PM

Pl ease donAt talk politiics ol
77"\ Sample ballots are on our websites - pwcvotes.org
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U New Responsibilities as Chief

Chief Supply (bag) pick -up from Warehouseis 3 -5
days before election *This will take 1 hour

Roster & facility contacts are in your officer portal

Your manual is your Best Friend Z 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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A

U Election Officer Training Manual

APlease reviewz familiarize yourself with different sections

A*located on website




[ﬂ] Announcement

Lanyards and pins

AYour main identification for

the day z important!
AUse your existing lanyards

ALimited extras available on

election day




[UJ Access Roster and Facility Contacts

® P O i s 2

Séch Integra
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Prince William

. Dena McBride v
Welcome Dena McBride & Thank you for your service.

Testing Training

Training Schedule - 0
v

Election Schedule

»

(]

Inbox - 5

03/05/2025
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[UJ Chief Supply Pick -up at warehouse

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 16" 110:00 AM to 7:00 PM
April 17 T10:00 AM to 6:00 PM
April 18" 19:00 AM to 1:00 PM

IJSee video in JOf fiI ce D




| List of Forms _z in Chief Binder

9250 LEE AVENUE, SUITE 1, MANASSAS, VA, 20110

O PRINCE WILLIAM

WWW.PWCVOTES, . ORG

Election Day Forms - Overview

Voter Forms (Returned in Envelo)

1. Voter Registration Form

*  Used to register voters (not required if voting SDR)

* Required to update voter information for future elections (i.e. address or name change)
2. Affirmation of Eligibility

s Voterhas “Tag" stating either INACTIVE or on Ci ion Mailing in
® If voter has not moved, then they need to fill out the Affirmation of Eligibility and vote of the machine
* If voter has moved follow the Moving Conditions chart.
*  If voter refuses to fill out the Affirmation of Eligibility — They can do a Provisional
3. Assistance Form (16yr and older are required to complete form)
* Voter with physical disability or inability to read or write
* The person assisting, in any case, cannot be a poll watcher, an employer, or union representative
* EOscan assist
®  Children 15 yr. and under can accompany/assist voter with all voting processes — no form needed
4. ID Confirmation Statement Form

* Does not present an acceptable ID — But ARE on the pollbook
*  Must complete form before voting on machine
5. Removal from AB List Form
*  Have voter fill out when they object to receiving the Ab Ballot av ically each election-They
will be removed from the permanent list

Provisional Forms (Returned in Envelope 1A)

6. SDR - Registration Form (green envelope)
* Registering and Voting — Missed registration deadline
®  Only de an SDR if they are not in the polibook, 2nd they live within your precinct boundaries
* If 3 voter doesn’t have ID (and they won't sign the ID confirmation} — They will need to provide an ID by
the Provisional Hearing, which can be emailed or brought to Main Office by noon on the Friday after the
election
7. Regular Provisional Ballot (green envelope)
* Vote by mail-no ballot to surrender — But ARE in the poll book
* Shown on polibook as already voted
#*  Other unique situations — with HQ, direction
* If a voter doesn't have ID and they won't sign the ID confirmation — They will need to provide an ID by
the Provisional Hearing, which can be emailed or brought to Main Office by noon on the Friday after the
election

PHONE: (703) 792-6470 FaAX: (703) 792-6461 E-MAIL: PWCVOTESEPWCAOV.ORG

9250 LEE AVENUE, SUITE |1, MANASSAS, VA, 20110
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Chief Forms:

8. Election Day Oath Form
* Oath administered to all EOs by CO on election moming—Should be one of first tasks completed
* CO needs to sign line #1 on election day morning
® Returnin Envelope 2
9. Pollbook Summary Report
# Records pollbook counters befare polls open and after polls close
* Return in Envelope 2
10. Pink Compensation Form
* Documents EO attendance—Required for payroll
e Returnin Envelope &
11. Ballot Receipt
® Signed by CO at supply pickup
* Contains precinct ballot inventory total
* Return in Envelope 2
12. S50R Part F
® Used to log inconsistencies, errors, or unusual occurrences that arise
» Examples: mismatched ballot counts, equipment malfunctions, or any deviations from standard
procedures
s Return in Envelope 2
13. Yellow Return Sheet
* Yellow summary sheet that records equipment serial numbers and requires signature of all election
officers
® A copy of zero tape and tally tape must be attached
s Return in Envelope 24
14. SOR-Statement of Results
* Summarizes the election results from a polling place
* Two copies, one copy for the Circuit Court and one copy for the Director of Elections
® Requires signature from all election officers
e Zero tape and tally tapes must be attached to each copy
# Return in Envelope 2
15. Supply Return Sheet
*  Checklist of items that must be turned in on election night
* Requires names and signatures of two election officers from different parties dropping off items
® Also reguired for supply drop-off stipend

PHONE: (703) 792-6470 Fax: (703) 792-6461 E-MAIL: PWCVOTESEZPWCGOV.ORG

PRINCE WILLIAM

Office of Elections
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Monday Night Set -Lip '

2ENLES

This Is voluntaryr please invite your entire team
NOTE: Schools may not be available for Mondayinquire EARLY
Bring your Chief Bag in your home on Monday night

DO NOT remove ANY electronics from cage
Create a plan for which officer (usually the Asst. Chief) will be
driving ballots back to warehouse/main office on election nighi
Assign duties to your team for a successful setip on
Election Day morning
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ecklists

PRECINCT OPENING CHECKLIST
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‘tmeme—({  TUESDAY OPENING ==

LS

CHIEF OPENING CHECKLIST

|
The following tasks need to be completed by the Chief (or the
Assistant Chief if delegated) prior to the opening of the polling
place at 6:00 am.

[] Admit Poll Watchers.
Allow one authorized representative of each party/

candidate present at 5:00 am to observe opening. At
6:00 am, allow up to three representatives for eg

[]1 Complete the Election Officer Oath.
+« Chief administers the oath and rd

Ballots Cast” to all offlcers.
m « All officers must sign the Oath. I\/I an u aI
S « Chief signs/dates Oath twice; plz
|

SETUP & OPEN

« Pages (if present) sign Oathz

« Have all offlcers verify their infor

« Ifyou are concerned you have tg
by 5:30 am, call Chief HQ at 703-79
« Print “No Show” for missing offlcers at 6201
J_ + Place the signed form in Env. #8.

(] Verify that the Provisional
Ballot Bag is empty.

[
Scanners & Tallypoin
bag with the provided seal (night).
O

Assign offlcers to the tasks
listed on the next page.

Verify all tasks on this page and the next page are
complete.
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Poll Watcher - Basics

o Before 6 AM (set -up) z one poll watcher
per party

o After 6 AM z up to three poll watchers
per party

o They MUST present a signed
authorization from PWC or Virginia

0 We CANNOT accept an authorization
form from another county in VA

o They MUST be a registered voter in VA
If you can not find them on the pollbook

Z CALL HQ

£ PRINCE WILLIAM

Office of Elections



PRINCE WILLIAM

——  Office of Elections

Poll Watcher - Basics
Manual

Page 0 They CANNOT assist/interfere with
106111 voters in any process
o They CANNOT wear political
e clothing

WER 3“5“:9

petpful
frien "fpe m\e\r right
d ves
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o Poll Watcher guidelines in Blue




Welcome To Your Precinct

£
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Special Assistants

'~ They are YOUR support staff

?\ They will review SA Checklist with you
f/\ Checklist found in Chief Binderr Review It

f]\/ALL backup supplies provided by SA

Y, ;

rﬁny additional questionst call HQ

P
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Please read
and study

Se[e
ct
Dol/b%;?e C°ffe¢t v
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er on the

election day
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Pollbook z 1st Step

ePollTAB

[ 1L

Enter Password H
@ ePollTAS TR

(RY m:varm-2@demte.




U Pollbook Reminders

AThree letters of last name, o
then a comma, then three
letters of first name (add
comma and Jdyear
needed)

ARemember there is an
Advanced Searchz See
Leadership for assistance
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U Pollbook Reminders

ATHREE click process 7] R
A(4 for Primary)
Check 1 n Vo

Extra Step
ri mary are

Conti nuej
A3 oK j

:&RED means -@iCthecked
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U Voter Check In

‘ Tvi ' Search Type | Last Name, First Name, Year of Birth v ‘ Search All [ |

Search

3
e
3
5
<

Last Name First Name Middle Name Suffix Year of Birth Voter ID

‘ 2025/10/07 Total Voters Check In

0101 Poll Status @
* PWCYOTES.ORG * - - : ™

Open 59%

N

=
%
e

2
7,
4’4-/

L7
iy coonty
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U Voter Information Screen

First Name: Albert

Middle Name:.NMN Voter ID: 111111111
Last.Name: Smith Absentee:
Suffix: Status: Active

Year of Birth: 2000
Address: 11777 Gallop Ln
City: Bristow

Check In Info:

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town:

AN

Add Voter Note

o Ready to Check-In. ‘

2025/10/07 Total Voters
8:59:00 AM | 351

Check In 0101 Poll Status
usr0101a Open

0
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UCheck the Red Text Information

First Name: Albert

Middle Name: NMN Voter ID: 111111111

Last.Name: Smith Absentee:

Suffix: Status: Active

Year of Bi

Address: 11

City: Bristow Precinct: 101 - BRENTSVILLE
Check In Info: \ Congress; Senate: 029 House: 022
Town
\ y,

Red Text / T

o Ready to Check-In. ‘
s o

2025/10/07 | Total Voters 0101 Poll Status @
o
usr0101a pen 46%

8:59:00 AM 351
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U Check Voter In

VOTER INFORMATION

First Name: Albert

Middle Name: NMN

Last Name: Smith

Suffix:

Year of Birth: 2000

Address: 11777 Gallop Ln
City: Bristow

Check In Info:

\

Voter ID: 111111111

Absentee:
Status: Active

Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town:

Add Voter Note

0 Ready to Check-In.

% PRINCE WILLIAM

Office of Elections

2025/10/07 Total Voters
8:59:00 AM 351

Check In 0101
0

usr0101a

Poll Status
Open

* 3
0 46%
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U Check Voter In Additional Questions

Office of Elections

Please give Voter Ballot

Ballot Style 1

I:l OutsidePolls

[] Affidavit

Continue Cancel

* PWCVOTES.ORG *




U Check Voter In 7 Last Question

Voter has been
checked-in and is to
be given a ballot.
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U Check Voter In 7z Completed

‘ |>, e Search or Scan ID ‘Search Type ‘ Last Name, First Name, Year of Birth v ‘Search an [

Advanced

Last Name First Name Middle Name Suffix Year of Birth Voter ID

111111111

Smith Brian NMN 2000 111111112
Smith Charles NMN 2000 111111113
Smith Dexter NMN 2000 111111114

Smith Elizabeth NMN 2000 111111115

Smith George NMN 2000 111111117
Smith Hanah NMN 2000 111111118
Smith Igor NMN 2000 111111119

Smith Jimmy NMN 2000 111111120

o Smith Frederick NMN 2000 111111116

-

J
* PWCYOTES.ORG * 2025/10/07 . Total Voters 0101 . Poll Status @
9.0205AM | 351 wotota | Open | | 499

- =
2 &
% s
e &

¥, <
iy coonty
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I I I I Ie Stal I I p VOTER INFORMATION

First Name: Albert
DOUbIe ChECk Middle Name:'NMN Voter ID: 111111111
Last Name: Smith Absentee:

Suffix: Status: Active
Year of Birth: 2000

Address: 11777 Gallop Ln
ity- Bristow Precinct: 101 - BRENTSVILLE

@ Congress: 10 Senate: 029 House: 022

Town:
NEW - CheckIn Info
will be blank priorto checkingin a voter

VOTER INFORMATION ‘

First Name: Albert

Middle Name:_NMN Voter ID: 111111111
Last Name: Smith Absentee:
Suffix: Status: Active

Year of Birth: 2000

Address: 11777 Gallop Ln
ity Bristow Precinct: 101 - BRENTSVILLE
Congress: 10 Senate: 029 House: 022

Town: /

f Check In Info:
\ 2025-10-07 09:071:57 AM

usri101a

CheckInTime & User/Device
will display if voter info screen

‘ is reopened

* PWCVOTES.ORG *

- =
2 &
% s
e &
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iy coonty



1 PRINCE WILLIAM

Office of Elections

[U] Pollbook z Default Screen

‘ Search Type ‘ Last Name, First Name, Year of Birth v ‘ Search All [:]

Advanced
Search

Last Name

First Name Middle Name ‘ Suffix ‘ Year of Birth ‘ Voter ID

Voters in
PCT Counter

i 3 : g j Q;e

* PWEVOTES.ORG * 2025/10/07 Total Voters ‘

0101 Poll Status @ @
B, 9:12:28 AM ELY usr0101a | Open | ;| 5o
(;«jb 5
gy oty

Statuses
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[U] Pollbook z Default Screen

‘ Search Type ‘ Last Name, First Name, Year of Birth
-

v ‘ Search All [ |
Last Name

Advanced

First Name

Y
Middle Name ‘ Suffix ‘ Year of Birth ‘ Voter ID

Menu
‘“Hamburger Icon”

‘ -

* PWCVOTES.ORG * 2025/10/07 Total Voters ‘

Check In
2 9:12:28 AM 351 0
1;:“

7 A
iy coonty

0101 Poll Status

usr0101a Open ‘ 0 ‘59% @
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Pollbook z System Operations

~—{_System ) ~

- _— 4]
5 n 0 = \of
= S8 v
Log Out of Peripheral Import Live Auto Issue
Pollbook Devices mport Audi rt Audits, Backup Logs Sync Status

N J

—(Polls) 2

A A
& O = Y/
Open Polls Suspend Polls Close Polls Complete Election
5 g E
Pollbook Summary Location Summary Add Location Note
o

~—(_Utilities )} ~

S AN E A

Open Polls

Pollbook
Summary




~—_System }
- ) A
* N T - Yof
[ Tiic] O,
)& = \of
Log Out of Peripheral Import Live Auto lssue
Pollbook Devices mport Audi rt Audits, Backup Logs Sync Status

.

~
J

~(Polls)
<

A A
.~ ‘
Open Polls Suspend Polls Close Polls
\
\

~—_Summary )
22 )E)
~—_Utilities }

(2 Aars )

ice Voter mi\nj
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Close Polls
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[U] Ballot Scanner and

A Process takes 10 to 20 . Manual
minutes

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

equipment

Touchwriter




U iIPad z Tallypoint
Wake up iPad and find  Tallypoint

TallyPoint

Tallypoint asks if you are ready to open
If Scanner and Pollbook good, click YES

This precinct is ready »

¥
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IPad z Tallypoint Operations

TallyPoint Login

Username

Password

Login

Request a demo
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U iIPad z Tallypoint

REMNAE'S:  Hourly Turnout is ALWAYS the
Total z not the difference from
ﬂ the last number logged

PWCPrecincts

Delegate the hourly turnout TallyPoint
number submission to an EO T they
will remind you and you can input the
data
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U IPad z Other Applications

To translate for a voter.

Translate

Ectz dzaS GKS LYUGSNIOUAUD

Interactive WhaB

ﬂ Map tool T PWC Precincts

PWCPrecincts
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f Acceptable Voter IDs

. - All voters casting a baliot in-person will be asked to show one form of identification. Any voter who does not present acceptable
0 e n S a re re u I re identification may instead sign a statement, subject to felony penalties, that they are the named registered voter who they claim to
n be. Any voter who does not present acceptable identification or sign this statement must vote a provisional ballot.

Identification Is Accopted?

- * VIRGINIA *
DEPARTMENT of ELECTIONS
Voter n n

Virginia driver's icense Yes, may be current or expired.

to have a photo: S ——

Valid employes 1D card, containing a photograph, issued by voter's

employer in ordinary course of business (public or private employer) Yes
. U.S. Military 1D Yes
- Valid student 1D issued by a public or private high school or Yes. Acceptable in electronic form only if it Is an officially
Iinstitution of higher education located in Vieginia adopted method of issuing a student ID by the institution.
Valid student ID, containing 3 photograph, issued by a public Yes. Acceptable in electronic form only if it ks an officially
or private institution of higher education located in the US. adopted method of issuing a student ID by the institution.,
L]
A School ID issued by a school o -
-—
y Government-ssued 1D card from a federal, Viegina, or local political Yot

subdivision
Voter ID card issued by the Department of Elections Yes

outside Virginia S— -

Valid tribal envollment or other tribal ID ;;;:Lm,. Kby 008 of th L1 o recogntted Ly

Nursing home resident ID Yes, if issued by a government facility.

| N V r r n V r Current utility bill, bank statement, government chedk, or paycheck  Yes. The document cannot be more than 12 months old
n containing the name and address of the voter Acceptable in physical or electronic form.

Anvy other current government document containing the name and  Yes. Acceptable in physical or electronic form.
address of the voter

away for lack of valid ID - e -
Always offer the option to sign e

T3 .
Virginia Driver Privilege card (limited-duration license, permit or No. Neardy iderticsl in appesrance todriver’s Noense or DIV

the ID Confirmation Statement e e

*Vakd" meand the document it genuine and is not expired for more than twelve moaths, except for & Virginla driver's Iicense or DMV-ssued ID
card, for which the expiration date should not be consadered when determining its valdity,

**The eleven recognized trites are: Cheroenhaka (Nestoway), Chickahaminy, Chickahominy Lastern Divison, pon, Mosacan, 5
A ey, &, Rappah. k, and Upper (M1ps/fwww commonwesith vieginia gov/irginia-indiany/state-
recognized-tribes/)

Virgnia Code § 24 26430 Rev. /2023




U Acceptable Voter IDs

/&Can only be accessed viavVA
mID app

/&QR Code is not scannable like
a barcode

APoIIbook manual search
only

Al\lot expected to be
commonly used
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When Checking

n a Voter
Tagsj

Tag

Description

Ready
for Check-in

Proceed with check-in.

ABU

AB Unmarked
This voter returned an unmarked absentee ballot.

VAN

CANNOT
OVERRIDE

ABM

AB Marked - This voter returned a marked AB ballot.

ABOM

AB On Machine - This voter already voted in person during the early
voting period.

ABPP

AB Pre-processed - This voter's ballot has already been processed by
the Central Absentee Precinct.

SDR

This voter is marked Same-Day Registration.

ABF

AB FWAB - This voter submitted a federal write-in absentee ballot.

Wrong Precinct

Voter is at the wrong precinct.

vV

This voter has voted.
*This voter was checked in at your precinct.

0
0

ABI

AB Issued - A ballot was mailed to this voter. If voter does not have
ballot, they may only proceed provisionally.

Inactive Voter or Address Confirmation

If Voter has not moved, complete Affirmation of Eligibility form and
voter may vote on machine. If voter has moved, follow move rules
sheet.

Suffix (Jr., Sr.) Tag
Verify year of birth if voter has this tag.
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Virginia DRIVER'S LICENSH B}

T167001

Nawe

.....

Date of birth Py
0811771992

I ORI
oNR2 20

L' T .
08/17/2022

W Orgon Dner
DD 061234547
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Move Rules
Scenario

Address provided by voter does not
match your pollbook.

ELECTION OFFICER




Absentee
Voters
without
ballot
Not on PROVISIONAL

Already BALLOT|EX,
your .
Pollbook Ll

SEND THESE VOTEF
TO THE CHIEM




U When to Send Voter to the Chief

AInactive/Address Confirmation Voters
AAbsentee Issued

AWrong Polling Place (or cannot find on

Countywide Lookup)

AOverseas

AAIready Voted




U Marking Station Reminders

-No Talking While In

the Marking Station

-Cell Phone research
IS allowed




