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Implementation Plans Overview

Designated
public libraries
must develop a
written plan for

e Implementation plans should be reviewed annually
to ensure continued compliance with state and
federal law, and to ensure all information is current,
including the designated library coordinator.

: Fhe < e This plan must be submitted to the Secretary of
implementation State

of all required . , _ ,
voter registration e All public library plans will be available for public
review.

procedures.
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Purpose of an Implementation Plan

This plan outlines how the
Implementation plans ensure agency will offer voter
that state agencies are effectively registration services, train staff,
complying with the National integrate the process into regular
Voter Registration Act. operations, and reach eligible
individuals.
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Step-by-Step Guidelines of Required
Information
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Step 1: Agency Name and Title

e Clearly identify the agency name in the plan title.
* This prevents confusion if another agency has a

(Agency Name)

National Voter Registration Act (NVRA) Implementation Plan

similar name to a voter registration agency.

 Example:

Texas State Agency
National Voter Registration Act (NVRA) Implementation Plan

1

2

Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

(Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

. Traiming: (dgency will need to inchide a fraining plan for agency personnel including frequency of

training, confent of training, and identified/ongoing training needs related to the provision of voter
registration services.)

. Date of Implementation: (4gency will need to state date that the agency began providing voter

regisiration services.)

. Hours/Locations of Service: (dgency will need to include office locations and hours of operations for

all locations providing voter registration services.)

. Agency Contact Information: (dgency must provide contact information including phone maber and

email address for issues related to voter registration and coordination with the 505.)
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Step 2: Designate the Agency Coordinator(s)

* The agency cpordinator(s) are responsible for the (Agency Name)
implementation and employee training of the St ' sationilon
agency Voter‘ regist r‘ation pr‘og r‘am. 1. Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

2. (Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)
3. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

[ ] E I ' l I e b. Change of Address: (dgency will need to include procedures for a voter registration change o
Xa e ° addres%) s i & ¥ s
¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

4. Traimng: (dgency will need to inchide a training plan for agency personnel including frequency of
training, confent of training, and identified/ongoing training needs related to the provision of voter

1 . J a n e S m ith registration services.)

5. Date of Implementation: (dgency will nead to state date that the agency began providing voter

Texas State Agency regspation eries)
P h O n e : ( 1 2 3 ) 45 6_789 0 6. ﬁfﬁﬁ;s;ﬁ?;:gfig:::;;;ﬁ;:r:;:i{r:zjd to include office locations and hours of operations for

7. Agency Contact Information: (dgency must provide contact information including phone maber and
email address for issues related to voter registration and coordination with the 505.)
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Step 3: Desighate the Agency Title and the

Division within the Agency

* |dentify the divisions/departments within
the agency that are responsible for
implementing voter registration services.

* Example:

(Agency Name)

National Voter Registration Act (NVRA) Implementation Plan

1

Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

2

(Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

2. Texas State Agency has been designated by the Secretary of
State (SOS) to provide voter registration services though the
following agency divisions and/or services.

 Example Department

. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

. Traiming: (dgency will need to inchide a fraining plan for agency personnel including frequency of

training, confent of training, and identified/ongoing training needs related to the provision of voter
registrafion services. )

. Date of Implementation: (4gency will need to state date that the agency began providing voter

regisiration services.)

. Hours/Locations of Service: (dgency will need to include office locations and hours of operations for

all locations providing voter registration services.)

. Agency Contact Information: (dgency must provide contact information including phone maber and

email address for issues related to voter registration and coordination with the 505.)
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The plan must include a basic procedural overview such as:

e Distribution of voter registration applications;
e Instructions/assistance provided to applicants;
e Location(s) of voter registration services;

e VVoter Registration and Declination Forms used (include
samples);

e Notices for mailed voter registration applications;

e Monitoring methodology for provision of services;

e [nventory management of forms and supplies;

e Procedures for change of address only applications; and

e Procedures for telephone requests for voter registration
services.

(Agency Name)

National Voter Registration Act (NVRA) Implementation Plan

1

2

Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

(Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

. Traiming: (dgency will need to inchide a fraining plan for agency personnel including frequency of

training, confent of training, and identified/ongoing training needs related to the provision of voter
registration services.)

. Date of Implementation: (4gency will need to state date that the agency began providing voter

regisiration services.)

. Hours/Locations of Service: (dgency will need to include office locations and hours of operations for

all locations providing voter registration services.)

. Agency Contact Information: (dgency must provide contact information including phone maber and

email address for issues related to voter registration and coordination with the 505.)
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Step 4: Basic Overview Procedures

Example:

When a customer applies for agency services, the Example Department staff member will:

* follow the SOS prescribed voter registration form with instructions to offer the customer the opportunity to register to
vote;

* provide a voter registration card to the customer and help the customer complete the voter registration card, if
requested;

e deliver the completed application for the customer unless the customer declines assistance with submitting the
application and indicates that the customer wishes to submit the completed application themselves to the voter
registrar or take the blank application form with them, in which case inform the customer that they can submit it
themselves to the voter registrar in the county in which they reside;

e if the customer wishes to mail the application themselves, then complete and obtain the customer’s signature on
Example Department Form 1 (declination form);

* sign and date Example Department Form 1 and retain it for 22 months in an office file apart from the customer’s case
file; and

« document in a case note that voter registration services were provided according to Example Department Manual
policy.
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Step 4: Basic Overview Procedures

Example of Change of Address:

When a customer reports a change of address in person, the Example Department’s
staff member will:

offer the customer the opportunity to register to vote using the new address;

provide a Texas Voter Registration Application to the customer and help the customer complete the voter registration
card, if requested;

deliver the completed application for the customer unless the customer declines assistance with submitting the
application and indicates that the customer wishes to submit the completed application themselves to the voter registrar
or take the blank application form with them, in which case inform the customer that they can submit it themselves to the
voter registrar;

if the customer wishes to mail the application themselves, then complete and obtain the customer’s signature on Example
Department Form 1;

sign and date Example Department Form 1 and retain it for 22 months in an office file apart from the customer’s case file;
and

document in a case note that voter registration services were provided according to Example Department Manual policy.
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Step 4: Basic Overview Procedures

e Example of Change of Address:

When a customer reports a change of address by phone, email or other communication, the
Example Department’s program staff will:
» offer the customer the opportunity to register to vote using the new address in person;
* mail the customer a Texas Voter Registration Application and a Texas Voter Registration
Application Letter;
* help the customer complete the voter registration card, if customer accepts assistance; and
 document in a case note that a Texas Voter Registration Application and Letter were mailed
to the customer’s new address, and that voter registration services were provided according
to Example Department Manual policy.
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Step 5: Training Plan

* The plan must include an overview of training practices.

* This allows for insight on how agency staff are being
prepared to carry out voter registration duties _ ~ (Agency Name) |
effe Ctive Iy an d accurate Iy National Voter Registration Act (NVRA) Implementation Plan

° It e n S u res t h at e m p I Oye e S u n d e rsta n d t h e i r 1. Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)
responsibilities under the NVRA, including how to 7 oter rpeation semices toough e olloveng ageney doisons andlr seves.
Offe r Vote r reg i St ra t i O n ) a S S i St a p p I i ca n t S, a n d o (List all drvisions/services providing voter registration opportunities.)

CO m p I ete fo r m S p ro p e r I y- 3. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
Exa l | l p I e . location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)
b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter

The NVRA Coordinator will work with the Example pgvaton byl andelghene)

4. Traimng: (dgency will need to inchide a training plan for agency personnel including frequency of

D e p a rt m e n t ’S Sta ff to p rovi d e N V RA t ra i n i n g fo r a I | C u r re n t V R training, confent of training, and identified/ongoing training needs related to the provision of voter

registrafion services. )

Staff, Th iS tr-a i n i ng Wi I I be ava i Ia b I e to Staff n O Iate r' th a n 5. Date of Implementation: (dgency will nead to state date that the agency began providing voter

regisiration services.)

September 1, 2025. Staff will be required to complete the O oo g o e e el af s o
training no later than December 1, 2025. This training will be a TR, e iyt
required training for all new Example Department staff

thereafter who will be assisting in this process.
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Step 6: Implementation Date

* The plan must indicate the date that the voter (Agency Name)
reglstratlon program W||| be/WaS Implemented_ National Voter Registration Act (NVRA) Implementation Plan

1. Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

2. (Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)
3. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

4. Traimng: (dgency will need to inchide a training plan for agency personnel including frequency of
training, confent of training, and identified/ongoing training needs related to the provision of voter
jeoat L

Loslor e

5. Date of Implementation: (dgency will nead to state date that the agency began providing voter
regisiration services.)

* Example:

6. Hours/Locations of Service: (dgency will need fo include office locations and hours of operations for
all locations providing voter registration services.)

7. Agency Contact Information: (dgency must provide contact information including phone maber and
email address for issues related to voter registration and coordination with the 505.)

Example Department staff will implement voter registration
services on December 15, 2025.
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Step 7: Location/Office Hours for Voter

Registration Services

* The plan must include the location and office hours for
voter registration services.

* Example:

(Agency Name)

National Voter Registration Act (NVRA) Implementation Plan

Offices providing voter registration services are open from 8:00 a.m. to
5:00 p.m. Monday through Friday. Locations include:

Region 1 Austin 123 Texas Street
Texas State Agency Austin, TX, 78701

1

2

Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

(Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

. Traiming: (dgency will need to inchide a fraining plan for agency personnel including frequency of

training, confent of training, and identified/ongoing training needs related to the provision of voter
registration services.)

. Date of Implementation: (4gency will need to state date that the agency began providing voter
Fezicrati jcoo )

L L

. Hours/Locations of Service: (dgency will need to include office locations and hours of operations for

all locations providing voter registration services.)

. Agency Contact Information: (dgency must provide contact information including phone maber and

email address for issues related to voter registration and coordination with the 505.)
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Step 8: Agency Contact Information for Voter

Registration Questions

Provide contact information including a phone
number and email address.

* Knowing who to contact ensures that
information is readily available and
communication channels are open.

* Example:

(Agency Name)

National Voter Registration Act (NVRA) Implementation Plan

For questions about voter registration, please contact Texas State
Agency at 123-456-7890 or TexasStateAgency@texas.gov.

1

2

Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

(Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

. Basic overview of procedures: (Include agency voter registration procedures.)

a. Distribution: (4gency will need to include voter registration program procedures including
location, method, and frequency of application distribution; forms and materials used; inventory
ordering procedures; completed delivery procedures; implementation tracking; and additional
assistance provided to applicants.)

b. Change of Address: (Agency will need to include procedures for a voter registration change af
address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

. Traiming: (dgency will need to inchide a fraining plan for agency personnel including frequency of

training, confent of training, and identified/ongoing training needs related to the provision of voter
registration services.)

. Date of Implementation: (4gency will need to state date that the agency began providing voter

regisiration services.)

. Hours/Locations of Service: (dgency will need to include office locations and hours of operations for

all locations providing voter registration services.)

. Agency Contact Information: (dgency must provide contact information including phone maber and

email address for issues related to voter registration and coordination with the 505.)
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Sample NVRA Implementation Plan
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(Agency Name)
National Voter Registration Act (NVRA) Implementation Plan

1. Agency Coordinator(s): (Include the name and contact information for the agency coordinator.)

2. (Place agency name here) has been designated by the Secretary of State (SOS) to provide
voter registration services through the following agency divisions and/or services

o (List all drvisions/services providing voter registration opportunities.)

[ [ ’ [
Visit the Secretary of State’s Texas Public L mm—— |
- procedures’ (Include agency voter registration procedures.)
Libraries webpage to find the Sample Agency ® Dinbtion: el et o bl i tston g skl

ordering procedures; completed delivery procedures; implementation tracking; and additional

assistance provided to applicants.)

.
I m I e m e n t a t I O n P I a n b. Change of Address: (Agency will need to include procedures for a voter registration change af
(] address.)

¢. Mail/Telephone Services: (Agency will need to include procedures for the provision of voter
registration by mail and telephone.)

4. Traimng: (dgency will need to inchide a training plan for agency personnel including frequency of
training, confent of training, and identified/ongoing training needs related to the provision of voter
registration services.)

5. Date of Implementation: (dgency will nead to state date that the agency began providing voter
regisiration services.)

6. Hours/Locations of Service: (dgency will need fo include office locations and hours of operations for
all locations providing voter registration services.)

7. Agency Contact Information: (dgency must provide contact information including phone maber and
email address for issues related to voter registration and coordination with the 505.)



https://www.sos.state.tx.us/elections/laws/texas-state-agencies.shtml
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Available Support

L] | 2]

e S
TRAINING RESOURCES

WEBINARS

elections@sos.texas.gov

800-252-VOTE e 512-463-5650

sos.texas.gov
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