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INTRODUCTION

The Elections Division of the Secretary of State’s office has prepared this handbook for
use by all appointed election inspectors. This handbook is intended to be a reference
for all inspectors which includes duties, expectations, and information resources. It
should be used in conjunction with the handbook for judges and clerks and/or any
other informative materials provided by this office.

The Elections Division of the Secretary of State’s office is open during the hours that
the polls are open for voting on all uniform election dates. Answers to questions on
election law and procedures may be obtained by calling the Elections Division toll-free
at 1-800-252-8683 or direct at (512) 463-5650.
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ELECTION INSPECTORS

APPOINTMENT

The Secretary of State may appoint one or more state inspectors for an election
location. Additionally, the Secretary of State must appoint one or more inspectors
if a written request from 15 or more voters in the political subdivision is received
by the Secretary of State no later than the fourth business day before the election
in which inspectors are requested. (Tex. Elec. Code § 34.001)

DUTIES AND RIGHTS

A state election inspector:

* Is entitled to be present at a polling place, and observe the functions and
activities of the central counting station, ballot board meetings, place of
canvass, or other places at which official elections or voter registration
activities take place. An inspector may take reasonable steps to obtain
information regarding a function or activity being performed at a polling place.

* May not observe the preparation of a voter’s ballot, unless the voter is being
assisted by an election officer.

* Shall report to the Secretary of State any violations of law that the inspector
observes.

CERTIFICATION

All election inspectors must be certified by the Office of the Secretary of State. In
order to be certified, each inspector must complete a training seminar and receive a
score of 70% or higher on the Online Inspector Exam. The certification is valid for a
two-year period. Certification can be renewed through a training seminar attendance
and testing.

ASSIGNMENT

The Office of the Secretary of State will assign certified election inspectors to
designated polling locations. Certified election inspectors will be notified of their
assigned location and polling place(s) approximately one week prior to the date of
the election.

4.
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PREPARING FOR THE ASSIGNMENT

In preparation for an election inspecting assignment, each inspector should:

e Finalize the travel itinerary. Refer to the detailed travel information provided
tosecure all travel arrangements.

e Know the location(s). Locate each polling place on a map and secure detailed
driving directions to ensure a timely arrival.

e Become familiar with all reference material(s). Inspectors are not expected to
know all the materials or to know the answer to every question. However, the
materials included in the election inspector packet will provide valuable
information as questions may arise.

e Secure all necessary reference materials, inspection packet, and travel
information prior to departure.

e Be sure to vote during the early voting period as there will not be time on
election day.

ELECTIONDAY
On the day of the election, each inspector should:

e Dress professionally. The appropriate attire is business casual. Please refrain
from wearing blue jeans. However, be prepared for weather as needed.

e Arrive at the designated polling place approximately 15 minutes early. All
inspectors should be present prior to the opening of the polling place at 7:00
a.m.

e Make introductions to the election judge and election officials upon arrival.
All inspectors MUST wear their name badge at all times.

e Present a positive demeanor and maintain a professional distance from all
election workers.

e Observe all activities at the polling place. Point out any irregularities or
concerns to the election judge. Remember, the election judge is in charge of
all activities. Election inspectors are only there to observe. If any questions
arise that cannot be resolved with the reference materials, please contact the
Office of the Secretary of State.

e Refer all questions presented to the election judge and/or election officials.

e Refrain from speaking with the media. Please refer all questions to the election
judge.

e Review the inspection report. All reports should be completed and necessary
notations made prior to leaving the polling place.

e Keep all information in the inspection report confidential. The results will not
be official until the day after the election. If anyone ask for information, please
encourage them to contact the Office of the Secretary of State the day
following the election.
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If assigned multiple polling locations, inform the election judge and election
officials prior to your departure from a polling location. A minimum of thirty
minutes should be spent at each polling location.

Allow for meals and adequate travel time between polling locations.

Remain at the last polling location until the polls close at 7:00 p.m. If the
assignment includes a central counting station, the inspector MUST remain
present until all votes are tabulated.

Always contact the Office of the Secretary of State with questions and/or
concerns as needed.

THINGS NOT TO DO

While on assignment, inspectors should NOT:

Take sides on any issue or disagreement.

Become too familiar with anyone in the polling place. You should keep a
respectful distance from all polling place personnel and participants.

Talk to anyone in the polling place, except the election officials. This is not a
time to engage in social conversation or field questions from anyone other than
the election judge.

Contact anyone connected with the petitioners.

Allow anyone connected with the election to pay for your meal or hotel. All
expenses will be reimbursed by the state as appropriate.

Argue or bring embarrassment with the election judge in any way. Should the
need to contact the Office of the Secretary of State arise, please do so
discreetly.

AFTER THE ASSIGNMENT

After the day of the election assignment, each election inspector should:

Complete the electronic inspector report and return to the Office of the
Secretary of State as instructed. The office will email you a copy of the
electronic report the day after the election. The inspection report is due within
five days of the election assignment. Don’t forget to sign your report!

Turn in all necessary paperwork and receipts for travel as required to the Office
of the Secretary of State.

Refrain from speaking with the media. All media requests should be directed
to the Office of the Secretary of State.
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INSPECTION REPORT

All election inspectors should complete the election report in its entirety. While
onsite, please be sure to keep adequate notes and detailed comments to ensure
understanding. Every check box must be filled with a response. An electronic copy
of the report will be sent to you the day following the election. Please transfer all
responses carefully. Review all questions to verify that a response has been provided.
Carefully review all written comments at the end and make sure that all observations
are written professionally and constructively. Prior to submission to the Office of the
Secretary of State, thoroughly review the report in its entirety for complete and
accurate information. The inspection report is due within five days of the election
assignment. Don’t forget to sign your report!

If a central counting station was observed, include all observations in the note
area on the back of the inspection report. Election inspectors required to attend an
early voting ballot board meeting will be provided an additional report regarding
ballot board procedures.

The inspection report is not public information until it is received and reviewed by
the Office of the Secretary of State. Though the inspection report is public
information, the information recorded on the day of the election should remain
confidential. Election inspectors may instruct interested parties to request the
information in writing from the Office of the Secretary of State the following day.
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FREQUENTLY ASKED QUESTIONS

A. INSPECTING AN ELECTION

1.

Is an inspector there to answer questions?

No. However, if the election judge asks an inspector an election question, the
inspector may serve as a resource and provide as much assistance as possible. If
the answer cannot be identified in the reference material(s) provided, please
contact the Office of the Secretary of State for assistance.

If an inspector gets asked why the inspector is present, what should the
response be?

The inspector may refer to the Election Inspecting Handbook for reasons for
appointment. For more specific information, please refer all inquiries to the
Office of the Secretary of State on the day following the election.

3. What if an election judge wants to verify the inspector’s appointment?

The election judge should contact the Office of the Secretary of State to
confirm the inspector’s name, appointment and/or assignment.

B. POLLING PLACE ACCESSIBILITY (Sec. 43.034 TEC)

4. Must polling places be accessible to voters with disabilities?

Yes.

Who is responsible for ensuring that a polling place meets all accessibility
specifications?

The commissioners court is responsible for providing a polling place that
complies with all requirements specified in Sec. 43.034 of the Texas Election
Code. (Tex. Elec. Code § 43.034)

Should election inspectors take actual measurements of facilities?

No. Concerns should be addressed to the election judge and notated on the
inspection report. If questions persist, please contact the Office of the
Secretary of State.

C. ELECTIONEERING AND LOITERING (QVH - pg. 9, 41, 43, 47-48)

7. What is electioneering?

Electioneering includes promoting a candidate, measure, or political party
through verbal or written communications. This includes buttons, t-shirts, hats,
and bumper stickers. (Tex. Elec. Code § 61.003)
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What is the distance limitation for electioneering?

Electioneering is prohibited inside the polling place and within the 100-ft.
distance markers of any entrance into building in which the polling place is
located. (Tex. Elec. Code §61.003)

What should the election judge do if electioneering is taking place within 100
ft.?

The election judge should ask the violators to remove or cover up the
prohibited item or to move outside the distance marker. If the individuals
continue to disobey the election judge, the judge may contact a peace officer to
maintain order.

Who can provide rides to polling places?

Anyone may provide a ride to the polling place (candidates, campaign workers,
etc.) However, these individuals are still prohibited from electioneering within
the 100-foot area outside the door to the building in which the polling place is
located.

D. PAPERWORK (QVH - pg. 9-11)

11.

12.

13.

What voter information should be posted in the polling place?

The Secretary of State’s voter information poster, voter complaint poster,
Notice of Certain Devices Within 100 Feet of Voting Station, Notice of Voting
Order Priority, Notice of Total Numbers Who Have Voted (if it is Election Day),
instructions on how to cast a vote, and the sample ballot must be posted in a
prominent location in the voting area. The notice of acceptable identification
must be posted on the outside door of the polling place. Also, the list of
declared write-in candidates (if applicable) should be posted in each voting
booth.

Should instruction posters be printed in English and Spanish?

All election materials used in the polling place must be printed in English and
Spanish. In some counties, additional languages may be required.

Combination form: What does the form look like? Result of failure to sign
form?

The form combines all of the forms necessary to qualify a voter, including most
of the affidavits needed by the election officials. It is a legal-size paper in four
parts with a signature roster on one side and the poll list on the opposite side,
in reverse direction, so the voter can sign the roster without the form having
to be turned around. If the form is inadvertently not signed, the result is an
inaccurate total for the number of voters who voted; however, the voter’s
ballot is still counted. (Refer to Attachment A).
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Some counties may use an electronic pollbook (epollbook) instead of a paper
combination form.

E. POLLING PLACE PROCEDURES

14. What is a “zero” tape? (QVH - pg. 13)

A “zero” tape is a report or printed receipt tape signifying that no ballots have
been cast before voting commences.

15. Are voting booths required? (QVH - pg. 7)

Yes. However, a divider placed on a table will suffice, as long as a voter’s
privacy is maintained.

16. Are election officials required to check voting booths for election-related
materials discarded by previous voters? (QVH - pg. 47)

Yes. The law requires election officials to periodically check each voting station
and common areas of the polling place for sample ballots or other written
election materials pertaining to the election that may have been left by
previous voters.

17. Who has authority at the polling place?

The election judge is in charge of and responsible for the management and
conduct of the election at the polling place. If the election judge orders the
inspector to leave, the inspector should do so and then call our office.

18. How many seals and locks are the ballot boxes required to have?

On election day, only one lock is required. The ballot box must, in addition to
being locked, be sealed before the box is delivered to the central counting
station either with a wire seal or paper seal (depending on the design of the
ballot box). If optical scan ballots are used, “pre-locked, pre-sealed” ballot
boxes must be used during the time the polls are open. These boxes are locked
and sealed before the polls open and are not opened until they are delivered to
the central counting station.

During early voting, two locks plus a wire hasp seal are required, and, if
necessary, the paper seal, which covers the slot through which voters deposit
their ballots.

19. Are election judges, clerks, poll watchers, and state or federal inspectors
required to wear an ID badge? (QVH - pg. 5, 15)

Yes. All authorized personnel must wear a form of identification prescribed by
the Secretary of State and provided by the presiding judge or other election

officer.
20. Who is allowed in the polling place? (QVH - pg. 42)

The following individuals may be lawfully present in a polling place from the
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time the presiding judge arrives until the precinct returns have been certified
and the election records have been assembled for distribution following the
election:

e an election judge or clerk;

e g watcher;

e the Secretary of State;

a staff member of the Elections Division of the Office of the Secretary of
State performing an official duty in accordance with the Election Code;

an election official, a sheriff, or a staff member of an election official or
sheriff delivering election supplies;

e g state inspector;

e a person admitted to vote;

e g child under 18 years of age who is accompanying a parent who has been

admitted to vote;

e g person providing assistance to a voter under Section 61.032 or 64.032;

e g person accompanying a voter who has a disability;

e g special peace officer appointed by the presiding judge under Section
32.075;

the county chair of a political party conducting a primary election, as
authorized by Section 172.1113;

® a voting system technician, as authorized by Section 125.010;

the county election officer, as defined by Section 31.091, as necessary to
perform tasks related to the administration of the election; or

e g person whose presence has been authorized by the presiding judge in

accordance with the Election Code.

When must a voter be registered in order to vote in an election?

The person must submit an application at least thirty days prior to an election.
A voter’s registration certificate will indicate the effective date of registration,
which must be by election day for the voter to be eligible to vote a regular
ballot.

.What must a voter bring to be accepted for voting? (QVH - pg. 22-23)

If a voter possesses an acceptable form of photo ID, from the list below, the voter will be
allowed to vote a regular ballot. If a voter has continued access to their acceptable form
of photo ID, but, for example, forgets to bring their acceptable form of approved photo
ID to the polling place and/or left it, for example, at home or in their car, the voter may
either go and retrieve their ID and return to the polling location to vote a regular ballot,
or vote a provisional ballot and present an acceptable ID to the Voter Registrar within six
days following the election for their ballot to count, or if they cannot produce an
acceptable ID then complete a Reasonable Impediment Declaration with a supporting
document as listed below. Voters who do not possess one of the forms of acceptable
photo identification listed below and cannot reasonably obtain one, may present a
supporting form of identification (listed below) of the voter and execute a Reasonable
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Impediment Declaration, stating that the voter faces a reasonable impediment to
procuring an acceptable form of photo identification, noting the voter’s reasonable
impediment to obtaining an acceptable form of photo identification, and stating that the
voter is the same person personally appearing at the polling place to sign the
declaration.

Acceptable Forms of Photo ID:

1) Texas Driver License issued by the Department of Public Safety (“DPS”);
2) Texas Election Identification Certificate issued by DPS

NOTE: If a voter does not have a valid form of photo identification, they may apply
for a free election identification certificate at their local Texas Department of
Public Safety office.

3) Texas Personal Identification Card issued by DPS;

4) Texas Handgun License issued by DPS;

5) United States Military Identification Card containing the person’s photograph;
6) United States Citizenship Certificate containing the person’s photograph; or

7) United States Passport (book or card).

With the exception of the U.S. Citizenship Certificate, which has no expiration date, for
voters aged 18-69, the acceptable photo identification must be current or have expired
no more than 4 years before being presented for voter qualification at the polling place.
A person 70 years of age or older may use a form of identification listed above that has
expired if the identification is otherwise valid.

If a voter does not possess one of the forms of acceptable photo identification listed
above, and the voter cannot reasonably obtain such identification, the voter may
execute a Reasonable Impediment Declaration and present one of the following
supporting documents: (QVH — pg. 24)

e copy or original of a government document that shows the voter’s name and an
address, including the voter’s voter registration certificate;
e copy of or original current utility bill;
e copy of or original bank statement;
e copy of or original government check;
e copy of or original paycheck; or
e copy of or original of (a) a certified domestic (from a U.S. state or territory)
birth certificate or (b) a document confirming birth admissible in a court
of law which establishes the voter’s identity (which may include a foreign
birth document).

NOTE: The address on either an acceptable photo identification or a supporting form
of ID (if applicable) does not need to match the address on the list of registered
voters.

NOTE: The entity conducting the election may authorize an election officer to access
electronically readable information on a driver’s license or personal
identification card for proof of identification when determining whether a
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voter shall be accepted for voting. (Tex. Elec. Code § 63.0102).

What is a permanent exemption to the requirement to presenting acceptable photo
identification or following the Reasonable Impediment Declaration procedure in the
county, and how does a voter show that he or she has received a permanent
exemption? (QVH - pg. 37)

Voters with a disability may apply with their county voter registrar for a permanent
exemption to presenting an acceptable photo identification or following the Reasonable
Impediment Declaration procedure in the county. The application must contain written
documentation from either the U.S. Social Security Administration evidencing the
applicant’s disability, or from the U.S. Department of Veterans Affairs evidencing a
disability rating of at least 50 percent. In addition, the applicant must state that he or
she does not have a form of identification prescribed by Section 63.0101 of the Texas
Election Code. Those who obtain a disability exemption will be allowed to vote by
presenting a voter registration certificate reflecting the exemption.

The voter’s registration certificate will have an “(E)” next to the VUID number on their
voter registration certificate.

Are there are other exemptions to presenting acceptable photo identification or
following the Reasonable Impediment Declaration procedure in the county? ? (QVH -

pg. 38)

Yes. A voter may apply for a temporary exemption if the voter has a consistent religious
objection to being photographed OR does not present an acceptable form of
photo identification or follow the Reasonable Impediment Declaration procedure
because of certain natural disasters as declared by the President of the United States or
the Texas Governor.

A voter that wishes to obtain a temporary exemption should vote provisionally and then
appear in person at the county voter registrar’s office to execute an affidavit for the
temporary exemption.

What is the six day “cure period” and what does it mean for voters? (QVH - pg. 20)

A voter who (a) does not possess one of the seven (7) acceptable forms of photo
identification, which is not expired for more than four years, and can reasonably obtain
one of these forms of identification or (b) possesses, but did not bring to the polling place,
one of the seven forms of acceptable photo identification, which is not expired for more
than four years, or (c) does not possess one of the seven forms of acceptable photo
identification, which is not expired for more than four years, could otherwise not obtain
one due to a reasonable impediment, but did not bring a supporting form of
identification to the polling place at the time they offer to vote, may cast a provisional
ballot at the polls and then will have until the sixth calendar day after election day to
appear before the voter registrar and cure by (1) present an acceptable form of photo ID,
or, (2) if the voter does not possess and cannot reasonably obtain one of the acceptable
forms of photo ID, present one of the supporting forms of ID and execute a Reasonable
Impediment Declaration in the presence of the county voter registrar, or (3) qualify for
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the permanent or one of the temporary exemptions. If the voter appears at the voter
registrar’s office and cures, the voter’s provisional ballot will be counted.

Voter Seeking a Permanent Exemption: A voter may submit an application for a
permanent exemption to presenting acceptable photo identification or following the
Reasonable Impediment Declaration procedure in the county in person at the voter
registrar. A voter may also submit the application via facsimile or reqgular mail, but the
application must be completed with the requisite paperwork attached, and received by
the voter registrar no later than the sixth calendar day after election day.

Voter Seeking a Temporary Exemption: If a voter has a consistent religious objection to
being photographed, or a voter does not present an acceptable form of photo
identification or follow the Reasonable Impediment Declaration procedure because of
certain natural disasters, as declared by the President of the United States or the Texas
Governor, the voter may vote a provisional ballot, and then appear at the voter
registrar’s office by the sixth calendar day after election day to apply for a temporary
exemption to presenting acceptable photo identification or following the Reasonable
Impediment Declaration procedure in the county. If the voter fills out the form for a
temporary exemption, their provisional ballot will be counted.

If a voter’s name does not appear on the precinct’s list of registered voters,
may the voter still vote? (QVH - pg. 34-35)

Yes, if the voter has a current voter registration certificate, showing the voter is registered
in the precinct in which the voter is appearing, and (1) possesses and presents an
acceptable form of photo identification, or (2) does not possess an acceptable form of
photo identification, and cannot reasonably obtain one, and presents an acceptable
form of supporting identification and executes a Reasonable Impediment Declaration or
(3) the voter registration certificate has an “E” notation on it. Also, if the voter has a
current voter registration certificate showing the voter is registered in a different
precinct, and 1) possesses and presents an acceptable form of photo identification, or (2)
does not possess an acceptable form of photo identification, and cannot reasonably
obtain one, and presents an acceptable form of supporting identification and executes a
Reasonable Impediment Declaration or (3) the voter registration certificate has an “E”
notation on it, the voter may execute an affidavit stating that the voter is a resident of
the precinct and entitled to vote, was a resident of the precinct in which the voter is
offering to vote at the time the information on the voter's residence address was last
provided to the voter registrar, did not deliberately provide false information to secure
registration in a precinct in which | do not reside, and is voting only once in the election.
This affidavit is entitled the “Affidavit for Voter Not on List” and appears on the
Combination Form.

If the voter is not on the list of registered of voters and does not have a valid
voter’s registration certificate, the voter should be advised of the right to vote
a provisional ballot.

What does the “S” notation on the list of registered voters indicate? (QVH -
pg. 21, 31)
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An “S” notation means a voter has been placed on the Suspense List because
he or she has probably moved. If a voter with an "S" notation desires to vote,
the voter must sign the Statement of Residence (Refer to Attachment C) on
which they must provide their current residence address, which must be located
within the same county. The voter must vote in his or her old precinct. If the
voter submits a Statement of Residence for a different county, the county voter
registrar shall forward the Statement of Residence form to the voter’s new
county voter registrar. If the voter’s new address is in the county, then they
will need to fill out a Statement of Residence and vote a regular ballot.

NOTE that once a voter has moved to another county, the voter may not return
to the previous county of residence to vote (but may be able to vote a limited
ballot in the new county during the early voting period (only), if there are
offices or propositions in common between the old and the new county).

What does the “ID” notation on the list of registered voters indicate? (QVH -
pg. 21)

The “ID” notation alerts the judge to the fact that a voter has either not been
issued a Texas Driver's License or personal ID number or a social security number
or the numbers provided could not be verified, and the voter must comply with
voter ID procedures; i.e., if the voter possesses one, present an acceptable form
of photo identification, or, if the voter does not possess an acceptable form of
photo identification and cannot reasonably obtain one, the voter must present
an acceptable supporting form of identification and execute a Reasonable
Impediment Declaration, or the voter must present a voter registration
certificate with an “E” notation on it.

What does an election official do if the name on the ID (the acceptable form of
photo identification, or, if the voter does not possess and cannot reasonably
obtain an acceptable form of photo identification, the acceptable form of
supporting identification) presented by the voter does not match the voter’s
name as it appears on the official list of registered voters? (QVH - pg. 28-30)

The voter may still be accepted for voting a regular ballot if the election official determines
that the voter’s name on the ID is “substantially similar” to the name on the list of
registered voters. A voter’s name is considered substantially similar if one or more of the
following circumstances applies:

a. The name on the ID is slightly different from one or more of the name fields on the
official list of registered voters.

b. The name on the voter’s ID or on list of registered voters is a customary variation of
the voter’s formal name. For example, Bill for William, or Beto for Alberto.

c. The voter’s name contains an initial, middle name, or former name that is either not
on the official list of registered voters or on the voter’s ID.

d. A first name, middle name, former name or initial of the voter’'s name occupies a
different field on the ID than it does on the list of registered voters.

In considering whether a name is substantially similar, election officials should also look
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at whether information on the ID matches elements of the voter’s information on the
official list of registered voters such as the voter’s residence address or date of birth.

If the election official determines the name is substantially similar, the voter may be
accepted for voting after initialing the Similar Name Affidavit on the Combination Form.

F. ELECTRONIC VOTING SYSTEMS (QVH — pg. 6-7, 51-57)

30.

31.

What is the difference between paper ballots and optical scan ballots? Paper
ballots are ballots hand-counted by the election officials. Optical scan ballots
are paper ballots electronically counted by a machine.

What should the election worker do if a voter walks away without “casting” a
ballot?

When a voter leaves without fully depositing his or her paper ballot into the optical
scanner or ballot box, also known as a “fleeing voter,” this ballot must be treated as a
thrown-out ballot, and the presiding election judge or an election clerk shall cancel the
ballot and document the cancellation.

When a voter begins the process of making ballot selections but leaves without casting
a vote on a DRE, also known as a “fleeing voter,” a polling place official must cancel the
electronic ballot and document the cancellation.

G. ASSISTANCE TO VOTER (QVH — pg. 44-46)

32.

How many election officials should assist a voter if the voter requests
assistance from the election officials?

A voter who is qualified to receive assistance must be assisted by two election
officials. Instead of being assisted by election officials, a voter may also be
assisted by any person of the voter’s choice, as long as the assistant is not an
agent of the voter’s employer, or an officer or agent of the voter’s labor union,
if any, and they take the oath of assistance. During early voting, a voter
may be assisted by one election official.

H. BILINGUAL ASSISTANCE (QVH — pg. 46-47)

33.

Are interpreters allowed in the polling place?

Yes. The voter may communicate through an interpreter selected by the
voter or provided by the political subdivision if the voter does not provide his or
her own interpreter, regardless of whether an election officer who attempts to
communicate with a voter understands the language used by the voter. Before
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serving as an interpreter, the person selected as the interpreter must take the
“Oath of Interpreter” administered by an election officer. The interpreter may
be any person selected by the voter other than the voter’s employer, an
agent of the voter’s employer, or an officer or agent of a labor union to which
the voter belongs. If a person is appointed to serve as an interpreter by an
election officer, the interpreter must be a registered voter of the county in
which the voter needing the interpreter resides or a registered voter of an
adjacent county.

I. SURRENDERING MAIL BALLOTS AT POLLING PLACE (QVH - pg. 8, 11, 39, 40-41, 61-

67)

34. Can a voter deliver a marked ballot by mail to a polling place?

35.

36.

No. Voters cannot deliver a marked ballot by mail to a polling place. A voter
may only deliver a marked ballot in person to the early voting clerk’s office
while the polls are open on election day.

May a voter surrender their mail ballot and vote a regular ballot at the polling
place?

The voter may cancel his or her application to vote by mail at the polling place
and vote a regular ballot if the voter surrenders his or her mail ballot, a Notice
of Improper Delivery or a Notice of Surrendered Ballot to the presiding judge.

To cancel an application to vote by mail at the polling place, the voter must
complete the “Request to Cancel a Ballot by Mail for Use in the Polling Place”
and surrender his or her mail ballot, a “Notice of Improper Delivery” or a
“Notice of Surrendered Ballot” to the election officer. The presiding election
judge must review the request and write “CANCELLED” on the returned mail
ballot, Notice of Improper Delivery or Notice of Surrendered Ballot. The judge
should place the cancelled ballot, Notice of Improper Delivery or Notice of
Surrendered Ballot and the cancellation form in the “Envelope for Requests and
Cancelled Ballots.”

What if the voter does not have their mail ballot to surrender, can the voter
still vote at the polling place?

If a voter appears at a polling place during early voting or on election day, but
does not have a mail ballot to surrender, and does not present a Notice of
Improper Delivery or a Notice of Surrendered Ballot, the voter may complete the
Application to Cancel a Ballot by Mail for Use in the Polling Place form. The
voter should vote provisionally and the election judge/deputy early voting clerk
should check reason #4 on the Affidavit of Provisional Voter Envelope.
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J. PROVISIONAL VOTING (QVH - pg. 36-39)

37.

38.

39.

What does an Affidavit of Provisional Voter look like?

It is an envelope with the Affidavit of Provisional Voter on the front for the
voter to complete their information. On the back is an area for the Election
Judge to state why the voter is voting a provisional ballot and a place for the
Voter Registrar to complete the review of the voter’s registration status during
the “cure period. (Refer to Attachment B). There is an area for “Other” on the
Affidavit for scenarios not explicitly covered on the form.

What is a Notice to Provisional Voter?

This notice is provided to each provisional voter. The presiding judge shall give the voter
the “Notice to Provisional Voter” form, which explains that the voter will receive notice in
the mail informing the voter whether the provisional ballot was counted and contains
the following additional information if the voter casts a provisional ballot due to lack of
identification:

a. Information relating to voter identification requirements and instructions to
appear at the county voter registrar’s office within 6 calendar days of the date of
the election to (1) present an acceptable form of photo ID; or (2) if the voter does
not possess and cannot reasonably obtain one of the acceptable forms of photo
ID, execute a Reasonable Impediment Declaration and present one of the forms
of supporting ID; or (3) submit one of the temporary forms (e.g., religious
objection or natural disaster exemption) in the presence of the county voter
registrar; or (4) qualify for a permanent disability exemption.

a map to the voter registrar’s office; and

c. notice that if all procedures are followed and the voter is found to eligible to vote

and is voting in the correct precinct, the voter’s provisional ballot will be accepted.

Are provisional ballots placed in a separate box?

Yes. The provisional ballots are sealed in a ballot secrecy envelope and then
in the provisional ballot envelope. The provisional ballots must be placed in a
secure container separate from the regular voted ballots and may only be
deposited by the voter.

K. GENERAL QUESTIONS (QVH - pg. 14-17)

40.

41.

Who are poll watchers?

A poll watcher is a person appointed to observe the conduct of an election on behalf of a
candidate, a political party, or the proponents or opponents of a measure.

Is a poll watcher required to report to the polling place by 7:00 a.m.? Is a poll
watcher required to stay at the polling place from 7:00 a.m. to 7:00 p.m.?

A poll watcher is not required to be at the polling place by 7:00 a.m. A watcher
-18 -
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who presents himself or herself at any time on election day with a certificate of
appointment and certificate of completion from SOS training must be accepted
for service unless the person is ineligible to serve or the number of appointees to
which the appointing authority is entitled has already been accepted.

HB 1631 (2023, R.S.) eliminated the requirement for poll watchers to serve for
five continuous hours at a polling place on election day in order for the
watcher to serve the hours they choose, except that if the watcher is present
when ballots are counted, the watcher may not leave until the counting is
complete; if the poll watcher leaves before the counting is complete, the
presiding judge may not allow them to return. A poll watcher may not be
accepted for service if he or she possesses any mechanical or electronic means of
recording images or sound unless the poll watcher disables or deactivates the
device. The election judge may inquire whether a watcher has possession of
any prohibited recording device before accepting the watcher for service.

42.1s a poll watcher allowed to take notes while serving in a polling place?
Poll watchers may take notes, but if the poll watcher leaves the polling place
while the polls are open, the election judge may require that the poll watcher
leave the notes with another election official of the poll watcher’s choice if the
poll watcher plans to return. This person must retain the notes until the poll
watcher returns to duty. If the poll watcher does not plan to return they may
take their notes with them.

L. PAPER BALLOTS (QVH — pg. 65-74)

43. May ballots be counted prior to 7:00 p.m. when the polls close?

Yes. As long as there are at least 10 ballots in the box each time counting
begins, and as long as it is past 8 a.m. This is for “regular” paper ballot
jurisdictions only. Optical scan ballots are sent to the central counting station
after the polls close to be counted.

44. How often should the total number of voters be posted on the door outside
the polling place?

Election officials should post the number of people who have voted every two
hours, beginning at 9:30 a.m. and ending at 5:30 p.m.

M. ADDITIONAL QUESTIONS

45. What if a voter picks up the wrong ballot?

If the voter does not walk away from the table with the wrong ballot, it can

simply be placed with the new ballots to be given to another voter. If the voter

walks to the voting booth with the wrong ballot before the voter realizes it
-19-
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47.

48.

49.

50.

51.

52.
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is the wrong ballot and returns the ballot to the Election Judge, the ballot
should be treated as a spoiled ballot, regardless of whether the voter marked
the ballot.

What if the voter incorrectly marks the ballot?

If the ballot has already been deposited into the ballot box, it’s too late for the
voter to receive another ballot. If the ballot has not been deposited, the voter
may ask for another ballot. The voter is entitled to ask for up to three
ballots.

Should voters select their own ballot?

Yes. For paper ballot voting, the voter should always select the voter’s own
ballot.

Should there be instructions on ballots?

Yes. Instructions are required to appear on the ballot or ballot label depending
on the type of voting system used.

What is the proper display of ballots?

Ballots should be placed faced down and signed by the election judge, but they
should not be in numerical order. There is no minimum number of ballots
required to be displayed as long as the voter has a choice of several. Also,
there should be an additional set of provisional ballots for voters. The
provisional ballots should also have “provisional” stamped on the back, along
with the election judge’s signature.

What should the election officials do if they run out of ballots?

First, if the judge sees that the quantity of ballots is getting low, the judge
should call the authority responsible for ordering the ballots (e.g., county
clerk, city secretary, school superintendent) to obtain additional ballots or
have more reproduced. In an emergency situation, they may make copies of a
ballot or if no ballots are remaining, have the voter provide their vote choices
on a blank sheet of paper. For emergency ballot procedure please refer to the
most recent Emergency Ballot Procedures Election Advisory or contact the Office
of the Secretary of State.

What should the election judge do if the supply of combination forms runs
out?

Contact the person in charge of the election (e.g., county clerk, city secretary,
school superintendent) to obtain additional forms. If necessary, make copies
of the form before the supply is completely exhausted.

Is it true that ballots should be marked with an indelible marker (non -
erasable)?

Yes. The Election Code requires that an indelible marker be used to mark
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ballots, and is defined as an instrument that makes marks that cannot easily
be removed or erased.
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EARLY VOTING BALLOT BOARD

1.

What is an Early Voting Ballot Board?

The board is a group of individuals assigned the task of processing and, in some
cases, counting early voting ballots. In some elections, the election judge and
clerks serving a polling place may also serve as the early voting ballot board.
The Early Voting Ballot Board will also be the authority on whether a provisional
ballot is or is not counted when it reconvenes after election day to review
provisional ballots.

Should the required personal identification numbers on the carrier envelope
match the application for ballot by mail?

The voter must provide required personal identification information on the application for
ballot by mail. However, if the voter includes an identification number on the carrier
envelope, the number on the carrier envelope does NOT have to match the type of number
on the voter’s application for ballot by mail as long as both numbers are associated with the
voter’s registration record.

Should signatures on the application for ballot by mail and the carrier envelope
match?

The board must determine if the signatures could have been written by the same
person. If it appears that the signatures are not by the same person, then the
board must notify the voter of the defect and their ability to correct the defect,
unless one of the documents was witnessed because the voter could not sign.

What if there are no signatures?

The ballot board must notify the voter of the defect and their ability to correct
the defect, unless signed by a witness indicating the voter could not sign the
carrier envelope.

May EARLY VOTING BALLOTS be counted prior to 7 A.M. on election day when
the polls open?

Yes. The Election Code allows the early voting ballot board in counties with a
population of 100,000 or more (and political subdivisions holding joint elections
in such counties) to begin counting at the end of the early voting period. These
populated counties do not have to wait until after 7:00 a.m. on election day to
begin counting. However, no vote totals may be released before 7:00 p.m. on
election day.
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CENTRAL COUNTING STATION

1.

What happens if a mark on a voter’s ballot is unclear?

The CCS Presiding Judge is responsible for resolving questions of voter intent at
the central counting station. If a voter’s ballot contains ambiguous markings,
then the CCS Presiding Judge will determine the voter’s intent and the ballot will
be counted according to that intent. If they are able to determine the intent of
the voter, the ballot should be duplicated, if necessary, so the ballot tabulating
system will be able to accurately count the ballot.

If the voter’s intent is unclear on a particular office or measure, is the entire
ballot void?

No, each office and/or measure is considered independent of each other; only
the unclear office(s) or measure(s) would be voided (not counted). The
remainder of the ballot should be counted.

What happens if a voter’s ballot is damaged an cannot be scanned?

If a ballot is damaged to the extent that the ballot cannot be automatically counted, the
ballot must be duplicated to reflect the intent of the voter, and the CCS Presiding Judge is
responsible for determining issues of voter intent. The duplication process can be performed
manually using hand-marked ballots or can be performed using electronic ballot marking
devices.

When the ballots are duplicated, the duplicate ballot must be clearly labeled “Duplicate”,
and the serial number of the original ballot must be placed on the duplicate ballot.
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ATTACHMENT C
FRONT SIDE

Instructions for Voting by Mail on Back
{Al Dorso: Instrucciones sl vola por comeo)

216 (3/2023) STATEMENT OF RESIDENCE
Secrotary u:rvs_“ For persons whose residence address does not match voter registration address.

CONSTANCIA DE DOMICILIO PERMANENTE
Para personas cuya direcclén no enincide con la gue aparece en la lista oficial de volantes inscritos.

Last Name Include suffi: if any First Name Middle Mame (if any) | Former Name
Apellido incluir sufijo si o hay Mombre de pila Segundo nombre (si Apallido anterior
{dr., Sr., 11y aplica)

Residence Address: Street Address and Apartment Number, City, State, and Zip. Gender (Optional)
If none, describe where you live. (Do not include P.O. Box, Rural Route, or Business Address) | Sexo (Optaliva)

Domicilio residencial: Ndmero y calle, y ndmero de apartamento, Cludad, Estado, y Codigo
postal. S no existe un domiclio, describa donde vive (no incluya apartados postales, nutas rurales o direc- |:| Male Masculing
cidn del trabajo).
|:| Female Femening

Mailing Address: Addrass, City, State, and Zip: if mail cannot be delivered | Date of Birth: menth, day, year
to your residence address. Direccion postal: Ndmero y calle, y nimero de Fecha de Macimiento: mes, dia, afio
apartamento, Ciudad, Estado, y Cadigo postal (si no se puede entregar comeo en

T OO/O0O00d

City and County of Former City and County of Current Telephone Number (Optional) Include
Residence in Texas Residence in Texas Area Code

Ciudad y condado de residencia antenor en | Ciudad y condedo de ressdencia actual en Teléfono (Optative) — Incluya codigo de drea
Texas Texas

Texas Driver's License Mo. or Texas Personal .D. If no Texas Driver’s License or Personal Identifi-
MNo. (Issued by the Department of Public Safety) cation, give last 4 digits of your Social Security

Mo. de licencia de conducir de Texas o no. de identificacién MNumber.

personal de Texas (Expedido por el Departamento de Seguridad Si no tiene lioencia de condudr de Texas o no. de identificaddan

Publica) DD D D D D D D mﬂﬁjﬂrﬂnﬁlﬁuﬂm digitos de su nimeno de

| have not been issued a Texas Driver's Licensa/Personal ldentification Number or Social Security Number.
Yo no tengo una Licencia de condudr de Texas/Cédula de identidad personal de Texas o Nimero de Seguro Social.

I understand that giving false information to procure a voter registration is perjury, and a crime under state and faderal law.
Conviction of this crime may result in imprisonment up to one year in jail, a fine up to $4,000, or both. Please read all three
state-ments to affirm before signing. Entiendo gue el dar informacion fetsa para obtener una tarjeta de registro electoral constituye un delito
de penuric bajo las leyes estatales y federales. La condena por este delito puede resultar en encarcelamiento de hasta un afo de carcel, una
miulta de hasta 4,000, 0 ambas cosas. Por favor lea cada wna de las tres declaraciones antes de firmar.
+ | am a resident of this county and a U.S. citizen; and
+ | have not been finally convicted of a felony, or if a felon, | have completed all of my punishment including any term
of incarceration, parole, supervision, period of probation, or | have been pardoned; and
= | have not been determined by a final judgment of a court exercising probate jurisdiction to be totally
mentally incapacitated or partially mentally incapacitated without the right to vote.

= soy residente de este condado y ciudadano de los Estados Unidos; y

= no he sido finalmente condenada por un delito grawve, o si soy un delincuente, he purgado mi pena por completo, incluyendo cualguier
plazo de encarcelamiento, libertad condicional, supervision, periodo de libertad condicional, o he sido indultado; y

* no he sido determinado por un fallo final de un fribunal que ejerce la jursdiccidn testamentaria gue estoy totaimente incapacitado
mentalmente o parcialmente incapacitado mentalmente sin derecho a volo

X Date / /

Signature of Applicant or Agent and Relationship to Applicant or Printed Name of Applicant if Signed by Witness and
Date.

Firma del solicitante o su agents (apoderada) y relacidn de éste con el solicitante, o nombre en letra del molde del sclicitante si la firma es la
o un testigo, v fecha.
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ATTACHMENT C
BACK SIDE

VOTING BY MAIL:

The residence address on your application for ballot by mail does not match the residence address at
which you are registered to vote or the voter registrar has received information which indicates that you
may have moved. You must complete the enclosed statement of residence and retumn it in the carrier
envelope with your marked (voted) ballot.

If the statement of residence is not returned, your ballot will not be counted.

Your statement of residence will be reviewed to determine that your permanent residence address is
still in the political jurisdiction before your ballot is counted. The residence address on the application
for ballot by mail must be the same as the residence address on the statement of residence. The
statement of residence will be forwarded to the voter registrar to change your voter registration records.
You will be mailed a new voting certificate indicating your new precinct (if applicable) and residence
address.

If it is determined that your residence address listed on this form is in a different county, this form will

be forwarded to the voter registrar of the new county to get your voter registration transferred. You will
receive a new voting certificate from the voter registrar in your new county.

You must sign the card. If you have any question you may call

S| VOTA POR CORREO:

Ya que su solicitud de una boleta electoral postal contiene un domicilio o direccién permanente distinto al
domicilio bajo cual esta inscrito para votar, o ya que la Oficina del Registro Electoral tiene informacion gue
indica que usted se ha mudado, serd necesario que complete la Constancia de domicilio permanente aqui
incluida, y que la devuelva con su boleta electoral completada (o sea, en la que ha marcado su voto) en el
sobre proporcionado.

5i no nos envia la Constancia de domicilio permanente, su voto no se incluira en el conteo final.

Antes de incluir sus votos en el conteo final, se verificara que su nuevo domicilio permanente adn gueda
dentro de la jurisdiccidn apropiada. El domicilio postal indicado en la solicitud de una boleta postal tiene gue
ser el mismo que aparece en la Constancia de domicilio permanente. Esta Constancia sera enviada a las
Oficinas del Registro Electoral para que las actas de inscripcion electoral sean modificadas y Ud. recibira
una cédula electoral nueva que indicara el nimero de su nuevo recinto electoral, si esto fuera a cambiarse,
¥ su nuevo domicilio permanente.

Si se determina que su residencia anotada en este formulario se ubica en otro condado, este formulario se
enviara a la Oficina del Registro Electoral del nuevo condado para transferir su inscripcidn electoral. Usted
recibira una nueva cédula electoral de la Oficina del Registro Electoral de su nueva condado.

Es necesario que firme la tarjeta.
Para mayor informacion o para aclarar cualquier duda, por favor llame al
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ATTACHMENT D

87
Prescibed by Seastary of Stale
Sections §3.011, 86.028, 54.032, 84.0348, 85.071 Texas Election Code

Oos2023
REQUEST TO CANCEL BALLOT BY MAIL FOR USE IN THE POLLING PLACE
il 1 . a qualified voter for the
{printed name of vober) (name of election)
Election to be held on ! ! request that my Application for Ballot by
{month)  (day) (year)

Mail or Federal Post Card Application be cancalled.

Completed by
Every Voter

This Section
Must Ba

WUID (required) Signature of YWoter

To be Completed at an Early Voting or Election Day Polling Place
84.032(d) | Statement:
| am surrendering my ballot by mail, presenting a Notice of Improper Delivery or presenting

. B E a Notice of Surrendered Ballot to an election officer at the polling place. | hereby request
=& E‘E that my Application for a Ballot by Mail or Federal Post Card Application be cancelled for
3835 3| mis election.

= g i
T
> m H

E Signature of Waoter

53.011 Statement:

f21) | do not have possession of my mailed ballot or a Notice of Improper Delivery or a Notice of

- & &5 | Surendered Ballot at the time | offered to vote. | wish to cancel my Application for a Ballat
2 ] E.@ 2 | by Mail or Federal Post Card Application and vote in person. | understand that | will be
g ‘E E 2 ¥ |given a Provisional Ballot.
8isss
sesit
255t .

Ao Signature of Voter
This saction to be completed by Election Official.
Name of Voter VUID Number
(Name of Voter) (Required)
Registerad Precinct Number
Sworn and subscribed before me, this day of .20
(Day) (Maonith) (Year)

Signature of Election Official Witnessing Affidavit  Printed Name of Election Official Witnessing Affidawvit

Instructions for Deputy Early Voting Clerk or Election Judge:

Top Box to be Completed by Election Official and Voter

1. Complets the top box labeled, “This Section Must Bs Completed by Every Voter."
Include all the required information:

a. Prnted name of vober as it appears on the List of Registered Volers

b. HName of Election

¢. Date of Blection

d. WUID nurmiber as it appears on the List of Registered Vaters
Direct the voler to sign the top box on the *Signature of Voler™ Line.
Ensure that all information is complete including the required YUID number.

Datermine which affidavit the voter should completa.
If woter has possession of the mailed ballot, Motice of Improper Delivery or a Notice of Surrendared
Ballot, ensure that the voter signs the affidavit labeled “Voler Has Mail Ballot, Motice of Improper
Dalivery or Notice of Surenderad Ballot.”™ [B4.032(d)]
a. After the voter signs the affidavit and surmenders the mailed ballot, Motice of Improper Delivery
ar Motice of Sumrendered Ballot, the voler is entitled to receive a regular ballot.

i. If the voter surmanders an official balkot, record the date, name of the voler and the sarial
number of the surrendered ballot on the Register of Surrendered Ballots. Attach this
cancellation request to the official ballot and place it in the designated envelopa.

6. If the voler does not have possession of the mailed ballot, Notice of Improper Delivery or the Maotice
af Sumrendered Ballot, the voler must sign the affidavit in the box labeled, “Voler Does Not Hawve Mail
Ballot, Maotice of Impropar Delivery or Notice of Surrendered Ballot.” [63.011(a-1}]

a. Once the voler signs the affidavit, he or she may only be given a Provisional Ballot.

b. Please ensure that the voler completes all the necessary information on the Affidavit of

Provisional Voler before issuing the Provisional Ballot.

All information must be completed so that the appropriate voter's Application for Ballot by
Mail or Fedaral Post Card Application can be cancelled.

b W
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ATTACHMENTE

Secretary of State

PURSUANT TO VICA. ELECTION CODE SEC 34.001

NAME

IS DESIGNATED AS AN ELECTION INSPECTOR
DURING THE 2024 MARCH 5STH
PRIMARY ELECTION

C}u—‘w

Jane Nelson, Secretary of State

THANK YOU FOR YOUR SERVICE.
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