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Introductions
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INTRODUCTIONS

Training Team

Tommy Dorsey –Trainer

Training Support – Lorraine, Tom, & Ted 

Assistant Trainer – Jim, Deborah, & 

Aleshia

Dena McBride – Election Staffing

EO Support – Mike, Willie
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Review your 
manual, 
training does 
not end today

NEW MANUAL

Tee Shirts 4



MANUAL EDITS

Pg 40 Poll Watchers
Only one per party 

before 6am.  Three 
per party after 6am.

Pg 41 Zero reports
One copy on wall.  

Two copies in #2 env 
for Scanner. 5



INTRODUCTIONS

Today’s Training

• Election Basics

• Setting Up & Opening the Polling Place

• Election Day Operations

• Special Situations

• Closing the Polling Place

• What’s New
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PRATICE

Tallypoint

Please take a look at your Tallypoint computer.

We will install Goggle Translate on the Tallypoint
Tablet.
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LET’S LEARN 
ABOUT THE 
NEW 
ELECTRONIC 
POLLBOOK.
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THREE 
IMPORTANT  
POLLBOOK 
PICTURES.
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Election 
Basics
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New Congressional Lines

ELECTION BASICS
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ELECTION BASICS

Federal: 

Open to:

Work Hours:

7th and 10th CD

All voters

5:00 am – ~8:30 pm

Voting Hours: 6:00 am – 7:00 pm
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November 8, 2022 General Election



ELECTION BASICS

Schools: 

Turnout: 

Ballot Styles: 

Write-Ins:

Closed to students

Expected to be Moderate

2 + 4 Towns

YES
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November 8, 2022 General



Sample 
Ballot
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ELECTION BASICS

Election Day Staffing

• 6 -10 total staff at most locations

• Call Chief HQ if less than 4

• Working towards 
partisan balance

• Almost All EESs have signed up for 
EES Workshop
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ELECTION BASICS

Election Day Support

• Do not guess when answering questions.

• Call Chief HQ for support.  703-792-8397

• We want to provide excellent customer
service and accurate information to voters.
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Officer Pay

ELECTION BASICS

Chiefs $225

Assistant Chiefs $200

Officers $175

Additional $25 for each instance of Chief bag pickup, 
Election Day drop off, equipment specialist training, 
and Supply Return Officer (2nd person in car)
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ELECTION BASICS

COVID Prep

• No mask requirement for voters or
officers; wearing masks is optional.

• We will not be providing masks or hand 
sanitizer.
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ELECTION BASICS

Election Officer Qualities

• Excellent customer service, friendly

• Uphold the laws and Code of Virginia

• Don’t TALK POLITICS to officers, voters, or
poll watchers

• Build confidence in the elections’ process

Remind your officers of this when appropriate
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ELECTION BASICS

Communicating with Your Team

• Plan meals (pot luck, bring your own, order 
in, etc.)

• Make sure they know anything special about 
your location (parking, room is cold, etc.)

• Group email and zoom can be used to
reach everyone at once
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ELECTION BASICS

Lessons Learned from Last Election

• Ballot Scanner & Touch Writer – Make sure 
time is correct and both are plugged in

• Ballots left in polling place – Spoil them

• Don’t cut seals on the machines in the
morning

• New inventory sheets

• Tallypoint improvements
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New Screen
on the Scan
and TW
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ELECTION BASICS

What’snew?

• Redistricting – New election districts for PWC

• Spanish Language Requirement

• Returning ballots, supplies – Two officers 
must return items in same vehicle

• New Cage pictures to help pack supplies
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ELECTION BASICS

What’snew?

• New ballot pads with 
tear stubs

• Leave stub in place

• 50 ballots per pad
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ELECTION BASICS

Supply Pickup

• Thurs. –Fri., 11/3 –4, 9am –7pm; Sat. 11/5, 9am –2pm

• Warehouse Location Only this Election - 13851 
Telegraph Road, Suite E, Woodbridge, VA 22192

• Operations Center Phone: 703-792-8397

• You or a member of your team (reimbursed $25)

• Bring ID to verify identity
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Questions?
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Setting Up the 
Polling Place
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New 
Supply 
List
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New 
Cage 
Pictures
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SETTING UP

Outside the Polling Place

• Signs – Be sure to post all provided signs

• Curbside – Set up doorbell within 140 feet 
of entrance

• Establish 40-foot boundary
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SETTING UP

Inside the Polling Place

• Run extension cords as needed

• Post all required precinct signs

• Set up voting machines and EPBs

• Set up Envelope Table
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SETTING UP

Accessibility

• Make sure voters with disabilities 
can navigate the polling place

• Make sure aisles have 
at least 3-feet width

• Keep pathways clear 
of debris, tape cords
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SETTING UP

Leading Your Team

• Prepare a written plan of how you want 
to delegate tasks

• If possible, meet with your team on Monday to 
collaborate and handle set up together

• Explain your written plan and assign Officers 
roles for opening
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Questions?
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Opening the 
Polling Place
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OPENING

Prioritize Equipment Opening

• Make sure to get election equipment ready 
and opened first on Election Day morning.

• Never turn on or open equipment before 
Election Day.

• Call Chief HQ if you encounter issues.
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OPENING

Equipment for This Election

• 2-3 Pollbooks for check in +1 Pollbook for
Chief

• 1-2 Ballot Scanner(s)

• 1 Touchwriter (ballot marking device for 
accessibility)

• Tallypoint tablet
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OPENING

Voting Can Start Without Equipment

• The polling place must open at 6:00am even 
if there are equipment issues.

• How can we do this?
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Compensation 
Form –
Make sure 
your officers 
sign it. Call HQ
if unexpected
Officers arrive.

39



OPENING

Officer Vests

All Election Officers are required to 
wear the provided buttons and either 
the vests or the new EO t-shirts so
that voters and others can easily 
identify who the Election Officers are.
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OPENING

Absentee List

• Check Pollbook summary before Polls Open and 
write AB numbers on your EPB summary report

• If you have issues, call Chief HQ at 703-792-8397
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OPENING

Forms

• Verify VM serial numbers using notecard 
in #7 pouch

• Be sure to print 3 Zero Tapes (1 to be posted 
on wall near machine, 2 place in envelope 
#2)

• Place Open Polls tape and Power On Report 
tape in Envelope 8
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OPENING

Forms

• Have provisional supplies ready

• Ensure the Pollbook Summary Report is 
completed prior to opening polls
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Questions?

44



Election Day
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ELECTION DAY

Officer Stations

• Greeter

• Pollbook Officer

• Voting Booth Officer

• Scanner Officer

• Provisional Officer
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Field Trip 
to the 
Polling 
Place

Stand 
Up!
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ELECTION DAY

Law Change Reminders

• We can no longer accept donated food in 
the precincts

• Same-Day Registration is in effect.  Voters 
can complete Voter Registration and Vote 
on the same day.  More to follow!
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ELECTION DAY

Law Change Reminders

• Officers repeat back only the name to voters, 
no address

• Voter identification – photo ID is not required

• If voter does not have valid ID, they can
sign the ID Confirmation Statement
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ELECTION DAY

Check-InProcess

1. Get name and address from voter

2. Find correct voter on the pollbook

3. Verify voter’s identification

4. Repeat back name of voter

5. Check voter in on the pollbook

6. Give voter a ballot in a privacy folder
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• All voters must present

• Name must be the same 
or “substantially similar"

• If address does not 
match or is not present, 
voter should state 
address

• Voter can sign ID 
Confirmation Statement

51

Voter 
Identification



ELECTION DAY

Acceptable Identification (seecomplete list)

• Virginia Driver’s License or DMV-issued ID card
(scannable)

• U.S. Passport

• Military ID

• Student ID

• Employee or Student ID from college outside 
Virginia must have photo
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(continued)

ELECTION DAY

Acceptable Identification

• Voter Notice (scannable)

• Voter confirmation document – includes Voter 
Redistricting Notice

• Many other options – check complete list if
unsure
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Driver Privilege Card

Driver Privilege cards are expressly excluded from the list of acceptable 

forms of identification. 



ELECTION DAY

ID Confirmation Statement

• If voter does not have identification and 
completes the statement, it serves as their ID

• If voter does not have identification and won’t
complete the statement, they must vote a 
provisional ballot
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ID Confirmation Statement

ELECTION DAY
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ELECTION DAY

Voting a Ballot

• Voter takes ballot to booth to mark ballot

• Voter takes completed ballot to ballot scanner

• Voter feeds ballot into scanner

• Voter returns privacy folder
and receives sticker as they exit
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ELECTION DAY

Voting a Ballot

• Can an officer read a ballot for a voter? Mark a ballot?

• What form is completed when this happens?

• If a voter wants to know a candidate’s stance, can an
officer assist them?
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ELECTION DAY

Drop Box

• Place near check in

• Make sure it is secure

• Any voter can drop off 
mail ballots (no ID 
required)
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Drop Box

ELECTION DAY
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SDR is a new 
process where 
a voter can 
register to vote 
and vote on 
Election Day. 
The CO or the 
AO will oversee 
this process.
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Provisional 
Ballots and 
Same-Day 
Registration
(SDR)



SDR voters 
MUST cast a 
Provisional 
Ballot.  They 
CANNOT vote 
on the Scanner 
and are not 
checked in on 
the EPB.
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Provisional 
Ballots and 
Same-Day 
Registration
(SDR)



You must use the 
Moving Conditions 
Chart to determine 
where the voter 
should vote if they 
are located on the 
EPB.  On the EPB, 
use Street Lookup 
to determine the 
correct precinct.
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Provisional 
Ballots and 
Same-Day 
Registration
(SDR)



ALL SDR voters are 
Provisional Voters.  
All Provisional 
Voters are not SDR 
voters.

If you have Military 
voters not on the 
EPB, call the office.
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Provisional 
Ballots and 
Same-Day 
Registration
(SDR)



To be discussed later in 
training
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Provisional 
Ballots



• You will receive a 
copy of the 
“What Ifs” in your
Chief bag.

• Take a close look
at the Moving 
Conditions 
Chart.
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“What Ifs”



68

“What Ifs”



ELECTION DAY

Outside Polls Voting

• Who’s eligible?

• How many officers are required 
to assist this type of voter?

• What happens if the ballot is 
rejected and the voter has left?

• How do you know if there’s an
Outside Polls voter?
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ELECTION DAY

Communications
• Call if you have any questions or issues.

• Use Tallypoint to notify Chief HQ when polls are
ready to open AND when polls are closed.

• Check Tallypoint regularly for messages.

• No cell phones issued.
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ELECTION DAY

Leading the Team

• Rotate officers to different positions
throughout the day

• Make sure to rotate breaks for officers

• Do not place officers in positions where 
they are not comfortable

• Communicate issues and updates
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ELECTION DAY

Disagreements on Procedures

• Call Chief HQ to get help and support

• Important not to disagree in front of voters, but 
step aside to discuss issues

• Chief HQ can sometimes help explain problems 
to voters
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Questions?
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Special 
Situations

67



SPECIAL SITUATIONS

Assistance Forms

• Complete if voter requires 
assistance to mark ballot

• Must be completed by 
voter and assistant

• EOs can be assistant

• Flip page for Spanish
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Voters Who Need Assistance

Request for Assistance Form

● Any voter can request assistance from an officer or another
person.

● If you will seehow a voter is voting while giving assistance ,

complete the Request for Assistance Form.

● Answering common questions does not require the form to be
completed.

● Poll watchers CANNOT serve as assistants to a voter.



Voters Who Need Assistance

Language Assistance

● You can translate for a voter. You must first ask any poll

watchers present if they speak the language and would like to

hear the translation.

● Chief, you will have Goggle Translate on the Tallypoint Tablet.



SPECIAL SITUATIONS

Affirmation of Eligibility

• Complete when prompted 
by EPB

• Must be completed by 
challenger and voter

• Return in Envelope 8

• Separate sheet for Spanish
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Affirmation of Eligibility

SPECIAL SITUATIONS

Section B:
To be completed 

by voter

79

Section A:
To be 

completed by 
challenger, or 

by CO if 
prompted by 

EPB



SPECIAL SITUATIONS

Provisional Voters

• When does a voter become a 
provisional voter?  If unsure, 
call the Office:  703.792.6470

• All provisional paperwork is 
green

• Flip page for Spanish
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SPECIAL SITUATIONS

Provisional Voters

• SDR Provisional Voter

• Voter must also complete VRA 

• All provisional paperwork is green
(including the VRA)

• To ensure the Voter is in the 
correct precinct, use Street 
Lookup on the EPB.
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SPECIAL SITUATIONS

Provisional Voters

• Ensure voter completes 
required fields on envelope

• Voter inserts Ballot into
Envelope

• Don’t forget to sign
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SPECIAL SITUATIONS

Provisional Voters

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

Provisional Voters

• Each provisional vote 
requires an entry on the log 
(paper & Tallypoint)
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SPECIAL SITUATIONS

Provisional Voters
• At the end of the day, transfer

ballots from provisional bag to
Box 1A

• Complete back of 1A
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Provisional Practice

86

Provisional 
Ballots



SPECIAL SITUATIONS

Poll Watchers

• Have a right to be there, treat them as guests, but 
make sure they understand the rules

• Can observe, but not near the voting area – close 
enough to hear check in, can see Pollbook

• Should communicate only with the Chief

• Cannot interfere with the voting process
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SPECIAL SITUATIONS

Poll Watchers

• Must be a registered Virginia voter

• Must provide an authorization letter/form
from the party or candidate (place in envelope 8)

• Limit of 1 poll watcher per candidate before 6am

• Can observe opening & closing of machines

• EOs can vote to remove the poll watcher
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SPECIAL SITUATIONS

Poll Watchers

• Poll watcher log has been 
revised

• Have observer sign in

89



SPECIAL SITUATIONS

Electioneering (Campaigning)

• Campaign electioneers must remain outside the 
40-foot prohibited line

• Voters can wear campaign material while voting

• Voters can bring in literature to use

• Keep voting booths clear of campaign materials 
after voters leave
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Firearms of any 
type are not 
allowed in a polling 
place on Election 
Day (regardless of 
license type).

Law Enforcement 
allowed, should ID 
self to CO.

91

Weapons



SPECIAL SITUATIONS

Voter Intimidation

• No loudspeakers within 300 feet

• People cannot intimidate or harass voters, 
even outside the 40-foot line

• Brandishing weapons or groups in military 
fatigues not allowed

• If unsure, call Chief HQ for assistance

• If an immediate threat to safety, call 9-1-1
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SPECIAL SITUATIONS

Emergencies

• Review and follow the evacuations checklist 
in your Chief Binder

• Designate a location to meet in an evacuation
• Make sure you bring key items with you
• Contact Chief HQ to report the issue once safe
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Questions?
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Closing the 
Polling Place

84



CLOSING

Voting

• Any voter in line by 7:00 pm shall be allowed
to vote or drop off a ballot.

• If a long line, place an election officer at the
back of the line to notify voters it is too late
to join the line after 7:00 pm.
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CLOSING

Prioritize Equipment Closing

• Hands on training sessions for Election 
Equipment Specialist who close equipment

• Make sure you close equipment once all voters 
have completed scanning their ballots

• Two Poll Watchers per party can observe this
process
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CLOSING

Closing Checklist

Step 1.  CO

At 7:00 pm, announce “Polls are closed.”
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CLOSING

Closing Checklist

Step 2. Election Equipment Specialist VM

o Check emergency ballot bag using rear 
door of Ballot Box.  If there are ballots, 
scan them before closing polls.

o Close polls on Scanner.  Ensure you have 
3 tally tapes.  Take first tally tape to CO 
immediately.
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CLOSING

Closing Checklist

Step 3.  Election Equipment Specialist EPB

o Complete Pollbook Summary Report. Take 
to CO.

o Close polls and power down EPB.

o Place thumb drive from Merlin in pouch #7.

10
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CLOSING

Closing Checklist

Step 4. Chief

o With tallytape and pollbook summary 
complete, report results using Tallypoint
tablet.

o With AO, complete SOR X 2.

o Move Provisional Ballots to Box 1A.
10
1



CLOSING

Closing Checklist

Step 5. EES VM

o Note lifetime, ballot count numbers, 
and red seal # on Scanner(s) and on 
#7 pouch.

o Power down machines.

o Remove vDrives and place in # 7 pouch.

10
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CLOSING

Closing Checklist

Step 5. EES TW

o Note lifetime, ballot count numbers, 
and red seal #on TW, and enter on #7 
pouch.

o Power down machine.

o Don’t close polls on TW.

10
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CLOSING

92

Closing Checklist

Step 6. All Officers

o Place ALL scannedballots in box #3.

o Place ALL unscanned ballots in box #6.

o Place ALL ballot stubs in box #6.



CLOSING

Closing Checklist

Place equipment in cage.

Clean up the polling place.

105



CLOSING

Closing Checklist

Step 7.

Ensure All Envelopes are packed correctly.
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CLOSING

Drop Box

o Remove ballots from the Drop Box

o Count them

o Place them in the box provided labeled
“Precinct Drop Box Ballots”
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CLOSING

Drop Box

o Write the number of ballots 
collected on the box label 
(even if ZERO).

o Write the precinct name 
and number.
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CLOSING

Drop Box
o Seal the box and fill out 

Chain of Custody form.
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CLOSING

Tallypoint
o Turn on the Tallypoint tablet after Scanner and 

EPBs are set up and before polls open.

o Enter turnout hourly.

o Check the message tab regularly.

o Log all Provisionals during the day.

o At the end of night, after polls are closed, enter
tally.
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Let’s review end-of-
night Envelopes and 
Forms

111

Election 
Day 
Envelopes & 
Forms
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Statement 
Of
Results 
(SOR)
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If needed,usethis 
spacefor 

information 
regarding 

discrepancy 
betweenpollbook 
andscantotals not 

matching.

All electionofficers 
arerequiredto sign 

this section

Pleasecomplete 
all fields. If oneof
thesefields does
not apply to your

precinct,
writeάbκ!.έBoth
copies of the SOR 

must be completed.

114



Return 
Key 
Itemsto 
Office of 
Elections
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Return ballots, 
envelopes, drop box 
ballots, and forms to 
the Warehouse or 
Election Office

*Two officers must ride 
in the same car 
together to return



SUPPLY DROP-OFF CHECKLIST

BALLOTS (incl. STUBS) — HAND DIRECTLY TO STAFF:

Ž 3s & 6s — add EO signature labels/tamper tape & fill in QUANTITY — Stubs 
go inside #6 box

Ž Drop Box Ballots with Completed Chain of Custody Form — add QUANTITY to 
label, EO signature label/tamper tape.  Do not put Custody Form inside box.

Ž Provisional Ballots — 1A box — add EO signature label/tamper tape

15x20 MANILLA ENVELOPE — HAND DIRECTLY TO STAFF (replaces blue 
Giant bag) containing:

Ž #7 pouch with vDrive(s) from Scanner(s) only, EPB flash drive, keys, and seals

Ž ALL NUMBERED ENVELOPES, even if empty
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SUPPLY DROP-OFF CHECKLIST

Supplies delivered in the Chief Bag should be returned in 
the Chief Bag, including the Chief Binder and Tallypoint
tablet.

Supplies delivered in the Cage should be returned to the 
Cage following the picture.
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Warehouse 
Drop-off



Main Office 
Drop-off



Questions?
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Follow up?

Call “ElectionOfficer Team”
at 703-792-6470

Email:
electionofficer@pwcgov.org
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mailto:electionofficer@pwcgov.org


ANNUAL ELECTION OFFICER ACCEPTANCE OATH
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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.

123

Oath



THANK YOU 
FOR YOUR SERVICE!

Prince William County Office of Elections


