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Hello! My name is Tessa Rowland and I am an Election Security Trainer 
with the Secretary of State’s office. I have many years of county 
election experience in both large and small counties. I started working 
elections in Travis County in 2013, then moved to Burnet County in 
2020, then started with the state in late 2021. I have experience in 
almost all parts of the elections process, and specialize in field support, 
acceptance testing for hardware and software, physical security of 
equipment/supplies, recruiting workers, working with county election 
officials, and of course, training. I’ll try to make this subject fun! I love 
elections, and I love talking about them. Thank you for your time and 
attention! Here we go!

Who am I?



“The secretary of state shall adopt rules and create a checklist or 
similar guidelines to assist the presiding judge of a polling place in 
processing forms and conducting procedures required by this code at 
the opening and closing of the polling place.”

SB 1 – Texas Election Code Section 66.004 

Where did this come from?



Election Day Opening Polls



Check it Out!



Take a deep breath
and stay tuned!

 

Feel like this?
It’s okay!



• The checklist provided by the SOS is a very useful tool to make opening the 
polls easy and smooth. It encompasses all types of check-in stations and 
voting equipment across the state.  

• Because the checklist is all encompassing, you may cross out the things 
that do not apply to your county (paper pollbook, DRE voting equipment, 
etc.). However, there are certain requirements by the state—such as 
postings, forms, and seals—that may not be crossed off.

• The checklist is specific to what is required. 
• Recommendation: When modifying the checklist to accommodate your 

county, provide detailed instructions for setup and packing up at the end of 
the day. 

Opening the Polls Checklist



• Have you sent the writ of election to all of your Judges and Alternate 
Judges?

• Have you trained your Judges and Clerks?
• Have you reviewed the checklist with your Judges?
• Have you determined that your polling places are accessible and meet 

ADA requirements? https://www.ada.gov/votingchecklist.htm#toc3
• Have you deployed all necessary supplies and equipment for the 

polling place to be compliant?

Prior to Election Day

https://www.ada.gov/votingchecklist.htm#toc3


Let’s Get Started!



Note: Sec. 61.014. USE OF CERTAIN DEVICES. See section (d)
(a) A person may not use a wireless communication device within 100 feet of a voting station.
(b) A person may not use any mechanical or electronic means of recording images or sound 
within 100 feet of a voting station.
(c) The presiding judge may require a person who violates this section to turn off the device or 
to leave the polling place.
(d) This section does not apply to:
(1) an election officer in conducting the officer's official duties;
(2) the use of election equipment necessary for the conduct of the election; or
(3) a person who is employed at the location in which a polling place is located while the 
person is acting in the course of the person's employment.

Reminder! Personal cell phones are not allowed in the 
polling place. There may be a designated cell phone to use 
to communicate with the authority conducting the election. 

Cell Phones



• If a poll watcher is present, they may observe the Judge’s duties from 
the time the Judge arrives to the time they complete their duties at 
the polling place.  

• Chapter 33 of the Texas Election Code covers watchers, and there is a 
poll watcher guide on the SOS website found here: 
https://www.sos.state.tx.us/elections/forms/pollwatchers-guide.pdf

• Best Practice: Be gracious and transparent with poll watchers. If a 
watcher becomes disruptive, notify the authority conducting the 
election for assistance. 

Poll Watchers

https://www.sos.state.tx.us/elections/forms/pollwatchers-guide.pdf


Judge’s Duties
• Inspect all sealed equipment and supplies for tampering. Verify seals 

against the chain of custody form upon breaking them. If something 
has been compromised or tampered with, contact the authority 
conducting the election immediately. 

• Assign clerks to their stations.
• For setup, most tasks can be completed simultaneously (setting up 

epollbook station, paperwork area, ballot scanner, etc.).
• Conduct a meeting for emergency response procedures, including 

what to take if possible and where to meet. We also have an incident 
response plan on our docshare site.

https://webservices.sos.state.tx.us/document-share/docshare.aspx


EXIT

“I VOTED” 
STICKER

CAST BALLOT
VOTE

VOTE

VOTECHECK-INENTRANCE

Try to establish a good flow in the polling place. If possible, have the 
voters enter one door and exit another to avoid crowding. 

Polling Place Arrangement



• Place the sealed ballot box/scanner at an appropriate distance from the 
ballot marking stations.

• The Judge must be the person to perform the following steps:
o Verify seals using chain of custody form.
o Verify public count is ZERO.
o Print zero tapes and verify each candidate or measure on the tape is set to zero. 
o The zero tape must be signed by the Judges; poll watchers may sign as well, if 

present. 
o Place the tape in the designated container.

• Note: For DRE machines, with no paper ballot box/scanner, the zero tape 
must still be run and signed in the same manner as above. 

Ballot Box Area



• Start up the ballot scanner first. Some of the tapes may take a while to 
print and you can move on to other tasks while the tape is printing.

• Another reason to start with the ballot scanner is because in the event the 
tape does not read zero, or you are having other technical issues with it, 
the authority conducting the election can react more quickly in order to 
open polls on time. 

• Consider creating your own checklist for powering the scanner up and 
running the tapes. If a step is missed, you may not be able to go back to 
retrieve the necessary tapes. 

• The zero tape is very important. This is a new requirement in the Election 
Code, so you need to ensure the tapes are run and retained effectively. 

Ballot Box Area Best Practices



• All required posting are listed on the checklist. 
• Make sure the distance marker is clearly visible and is up to date. 

Voters must turn off phones and other electronics within 100 ft of the 
polling place entrance. 

• All postings must be visible to the voter and must be in all approved 
languages for each county, which must be placed side by side. 

Postings



• Position the check-in table(s) near the entrance where it is easily seen 
when the voters enter the polling place. 

• Designate a location where you can keep all of your important 
paperwork secure and organized. Tip: File completed paperwork in the 
appropriate envelopes throughout the day!

• The Official List of Registered Voters (OLRV) may be on paper, on a 
laptop, or epollbook. It is recommended that this is sealed upon 
deployment. 

Check-In Station



• Arrange the table to allow enough space to have the following forms 
readily available:
o Statement of Residence Form
oReasonable Impediment Declaration Form
oOaths of Assistance and Interpreter
o List of Acceptable forms of ID
o Extra “I Voted” Stickers (and the “future voter” stickers for the kids!)

• Have ballot stock ready to issue to the voter once they have been 
checked in. Remember, the Judge must sign their full signature on the 
back of each ballot. 

Check-In Station Continued



• Consider putting pictures of how equipment 
looks when you deploy it, so the workers 
know how to put it back when polls close. 

• Create a checklist about the order for 
powering on. Sometimes, the devices won’t 
“talk to each other” if they are not powered 
on correctly. 

• Consider adding multiple check-in stations, 
especially for polling locations that are 
known to be busy.

• Consider having a check-in, “resolution” 
area for the voters who need to complete 
additional paperwork so the main check-in 
line doesn’t get bottlenecked. 

Check-In Station Best Practices



• Arrange the stations so they are spaced appropriately. 
• Set up privacy panels around each station.
• Post required signs according to instructions.
• Place an indelible marking instrument in each voting station.
• Place a chair at the accessible unit, if applicable. 
• If possible, place the accessible unit away from noise (at check-in or 

otherwise) so the voters can use the devices more effectively. 
• Designate an area for a provisional ballot booth, if applicable. 

Voting Station Setup



Curbside Voting



• Create a kit with curbside supplies and instructions which is readily 
available. 

• Curbside voting must be available at all polling places.
• Customer service is important when processing a curbside voter. It 

can be a timely process, so communicating what is going on and 
explaining the steps to process the voter can be very helpful. 

• Don’t forget their “I Voted” sticker!

Curbside Voting



• To the right, we have an example of an effective curbside cart. It 
has the epollbook for check-in, the ballot marking device, and the 
sealed ballot container. Also notice the extension cords. Sometimes 
batteries don’t last long without AC power, so backup batteries and 
extension cords are good failsafe ideas. 

• If your county does not have the resources to provide a cart as 
shown, it is acceptable to use a clipboard and paper materials to 
process the voter. As long as the voter is checked in using the OLRV, 
they sign a combo form, and they cast their ballot in a sealed ballot 
box/container, all of the requirements have been met. 

Curbside Continued…



Finished Setting Up?



• Be sure to sign and date the opening polls checklist.
• It is always a good practice to call the authority conducting the 

election to let them know you’re ready to open.
• DO NOT process any voters until 7:00 a.m.
• Let’s look at some things to consider as far as your timeline 

throughout the day!

Final Steps



Best Practices:
Create a Timeline List for election workers to follow at the polling 
place.

What to incorporate in the List:

 How to maintain voter lines. 
 Keeping record of voters who voted at the required times –

balancing throughout the day to keep up with any discrepancies.
 Document discrepancies at the time they happen.
 Checking power supply to all electronics.
 Checking that booths are free of trash and voting materials.
 Checking polling place is accessible to all voters.
 Filing all affidavits and forms in their appropriate envelopes.
 Tidying up work area.

Then Pete and repeat.

Note: Keeping up with this throughout the day will make your 
closing and balancing efficient and faster. 

  
 

 
ELECTION DAY TIMELINE FOR MAINTAINING POLLING PLACE  

 

Monitor at ALL Times:  
 
If you experience long lines of voters, do not let voters stand idly in line.  Get them involved.  Assign an 
election worker to: 
 

Work the line of voters –  
 

� Hand out Sample / Bedsheet Ballots;  
� Issue Statements of Residence to voters who have moved.   
� Ask voters to have an approved form of ID ready for the check-in table.  Remind voters that they are 

not able to use wireless devices in the polling place.   
� Ask them to mark their ballot choices on paper if they are stored on their cell phone or tablet. Unless 

voter is using an assistive device for a disability. 
� Monitor voters in line to make sure they are not electioneering. (e.g. clothing, hats, or pins) 

 
_____ 9:30 a.m. –  
 

� Fill out the Notice of Total Number of Voters Who Have Voted. 
� Count the number of signatures on both Parties’ Combo Forms/e-pollbook. 
� Compare the total number of signatures on both parties’ Combo Forms/e-pollbook to the Public count 

number on the Tabulator. 
� Clarify any discrepancies between the number of signatures and the Public count.   

� Account for all Spoiled and Cancelled Ballots, if applicable.   
� Account for all ballots recorded, if applicable.   

� Check power status on all of the Ballot Marking Devices / Direct-Recording Equipment. 
� Check battery status on the E-Pollbooks, Tablet or laptop 
� Check headphones. 
� Make sure that booths are free of trash and voting materials. 
� Ensure that the polling place is accessible for all voters. 
� File all affidavits and forms in their appropriate envelopes. 
� Tidy your work area. 

 
_____ 11:30 a.m. (Follow 9:30 a.m. checklist) 
 
_____  1:30 p.m. (Follow 9:30 a.m. checklist) 
 
_____  3:30 p.m. (Follow 9:30 a.m. checklist) 
 
_____  5:30 p.m. (Follow 9:30 a.m. checklist) 
 
_____  6:30 p.m. (Follow 9:30 a.m. checklist) 
 

� Start picking up trash in the polling place and getting things organized for closing the polls.  However, 
don’t take things down just yet; you must leave all postings and signs up until the last voter leaves. 

� Double check that all forms are fully completed and filed in the correct envelopes. 
 
_____ 7:00 p.m.   

 
� Send a Clerk to mark the end of the line.  No other voters are allowed to get in line after 7:00pm.   

 
� See instructions outlined in the “Close Polls Checklist”. 

Election Day Timeline 
for Maintaining the 
Polling Place


 





Election Day Timeline for Maintaining Polling Place 



Monitor at ALL Times: 



If you experience long lines of voters, do not let voters stand idly in line.  Get them involved.  Assign an election worker to:



Work the line of voters – 



· Hand out Sample / Bedsheet Ballots; 

· Issue Statements of Residence to voters who have moved.  

· Ask voters to have an approved form of ID ready for the check-in table.  Remind voters that they are not able to use wireless devices in the polling place.  

· Ask them to mark their ballot choices on paper if they are stored on their cell phone or tablet. Unless voter is using an assistive device for a disability.

· Monitor voters in line to make sure they are not electioneering. (e.g. clothing, hats, or pins)



_____	9:30 a.m. – 



· Fill out the Notice of Total Number of Voters Who Have Voted.

· Count the number of signatures on both Parties’ Combo Forms/e-pollbook.

· Compare the total number of signatures on both parties’ Combo Forms/e-pollbook to the Public count number on the Tabulator.

· Clarify any discrepancies between the number of signatures and the Public count.  

· Account for all Spoiled and Cancelled Ballots, if applicable.  

· Account for all ballots recorded, if applicable.  

· Check power status on all of the Ballot Marking Devices / Direct-Recording Equipment.

· Check battery status on the E-Pollbooks, Tablet or laptop

· Check headphones.

· Make sure that booths are free of trash and voting materials.

· Ensure that the polling place is accessible for all voters.

· File all affidavits and forms in their appropriate envelopes.

· Tidy your work area.



_____	11:30 a.m.	(Follow 9:30 a.m. checklist)



_____	 1:30 p.m.	(Follow 9:30 a.m. checklist)



_____	 3:30 p.m.	(Follow 9:30 a.m. checklist)



_____	 5:30 p.m.	(Follow 9:30 a.m. checklist)



_____	 6:30 p.m.	(Follow 9:30 a.m. checklist)



· Start picking up trash in the polling place and getting things organized for closing the polls.  However, don’t take things down just yet; you must leave all postings and signs up until the last voter leaves.

· Double check that all forms are fully completed and filed in the correct envelopes.



_____ 7:00 p.m. 	



· Send a Clerk to mark the end of the line.  No other voters are allowed to get in line after 7:00pm.  



· See instructions outlined in the “Close Polls Checklist”.
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Hand out Sample / Bedsheet Ballots; 
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Issue Statements of Residence to voters who have moved.  
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Ask them to mark their ballot choices on paper if they are stored on their cell phone or tablet.
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Clarify any discrepancies between the number of signatures and the Public
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Account for all Spoiled and Cancelled Ballots, if applicable.  
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Account for all ballots recorded, if applicable.  
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Check headphones.
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Make sure that booths are free of trash and voting materials.
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Ensure that the polling place is accessible for all voters.
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File all affidavits and forms in their appropriate envelopes.
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Tidy your work ar



ea.



 



 



_____



 



11:30 a.m.



 



(Follow 9:30 a.m. checklist)



 



 



_____



 



 



1:30 p.m.



 



(Follow 9:30 a.m. checklist)



 



 



_____



 



 



3:30 p.m.



 



(Follow 9:30 a.m. checklist)



 



 



_____



 



 



5:30 p.m.



 



(Follow 9:30 a.m. checklist)



 



 



_



____



 



 



6:30 p.m.
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Send a Clerk to mark the end of the line.  No other voters are allowed to get in line after 7:00pm.  
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See instructions outlined in the “Close Polls Checklist”.



 






  


 


 


ELECTION DAY TIMELINE FOR MAINTAINING POLLING PLACE  


 


Monitor at ALL Times:  


 


If you experience long lines of voters, do not let voters stand idly in line.  Get them involved.  Assign an 


election worker to: 


 


Work the line of voters –  


 


 Hand out Sample / Bedsheet Ballots;  


 Issue Statements of Residence to voters who have moved.   


 Ask voters to have an approved form of ID ready for the check-in table.  Remind voters that they are 


not able to use wireless devices in the polling place.   


 Ask them to mark their ballot choices on paper if they are stored on their cell phone or tablet. Unless 


voter is using an assistive device for a disability. 


 Monitor voters in line to make sure they are not electioneering. (e.g. clothing, hats, or pins) 


 


_____ 9:30 a.m. –  


 


 Fill out the Notice of Total Number of Voters Who Have Voted. 


 Count the number of signatures on both Parties’ Combo Forms/e-pollbook. 


 Compare the total number of signatures on both parties’ Combo Forms/e-pollbook to the Public count 


number on the Tabulator. 


 Clarify any discrepancies between the number of signatures and the Public count.   


 Account for all Spoiled and Cancelled Ballots, if applicable.   


 Account for all ballots recorded, if applicable.   


 Check power status on all of the Ballot Marking Devices / Direct-Recording Equipment. 


 Check battery status on the E-Pollbooks, Tablet or laptop 


 Check headphones. 


 Make sure that booths are free of trash and voting materials. 


 Ensure that the polling place is accessible for all voters. 


 File all affidavits and forms in their appropriate envelopes. 


 Tidy your work area. 


 


_____ 11:30 a.m. (Follow 9:30 a.m. checklist) 


 


_____  1:30 p.m. (Follow 9:30 a.m. checklist) 


 


_____  3:30 p.m. (Follow 9:30 a.m. checklist) 


 


_____  5:30 p.m. (Follow 9:30 a.m. checklist) 


 


_____  6:30 p.m. (Follow 9:30 a.m. checklist) 


 


 Start picking up trash in the polling place and getting things organized for closing the polls.  However, 


don’t take things down just yet; you must leave all postings and signs up until the last voter leaves. 


 Double check that all forms are fully completed and filed in the correct envelopes. 


 


_____ 7:00 p.m.   


 


 Send a Clerk to mark the end of the line.  No other voters are allowed to get in line after 7:00pm.   


 


 See instructions outlined in the “Close Polls Checklist”. 


Election Day Timelin For Maintaining Polling Place Form



Welcome!  My Name is Elizabeth Hawkins and I am one of the Election Security Trainers since December 
2021.  Here is a little background information about me.

I have worked in Elections since August of 2014.  I worked Voter Registration Side and 2 years as an 
Election Administrator in Angelina County. Population around 87,000 with registered voters that grew to 
53,000 for the County.  

When I was hired into elections, I had no idea what I was getting myself into.  I was floored with the 
amount of work that is put in for elections.  But let’s face it, I have OCD, am addicted to work, a little 
crazy and I absolutely love it! 

I am innovative and love to take things to the next level.  My experience is pretty extensive due to limited 
staffing in office and size of county.  My hands were in everything from a to z with not enough time to 
spare.

Fun Fact: I make great tracks.  I am a serious pacer when I think and talk out my thoughts.  I offer my 
extensive pacing abilities to anyone who needs a listening ear.  

Who am I?



Election Night 
Closing the Polls Check List






Closing the Poll Check List 





Best Practices: 
In any instructions created, keep the following in mind: 
 Can you follow them? 
 Can someone else follow them? 
 Are the instructions clear? 
 Ask for feedback to make them better. 
 Keep it simple.
 Visuals are the best!

This is a broad list that accommodates ALL 254 counties.  

Edit the list to the equipment you have.

 Ballot Box
 Polling Place Tabulator
 DRE
 ePollbook
 Paper Official List of Registered Voters (OLRV)

Add other detailed closing instructions.

 Manual with Pictures

Edit the Checklist as your Own!



Note: Sec. 61.014. USE OF CERTAIN DEVICES. See section (d)
(a) A person may not use a wireless communication device within 100 feet of a voting station.
(b) A person may not use any mechanical or electronic means of recording images or sound 
within 100 feet of a voting station.
(c) The presiding judge may require a person who violates this section to turn off the device 
or to leave the polling place.
(d) This section does not apply to:
(1) an election officer in conducting the officer's official duties;
(2) the use of election equipment necessary for the conduct of the election; or
(3) a person who is employed at the location in which a polling place is located while the 
person is acting in the course of the person's employment.

Election Official Training Poll Worker Best Practices: 

 Remind periodically that their phones need to be available.  
 Remind that the phone is not on silent and the ringer can be 

heard. Remind to check it periodically throughout the day.
 Remind phones are for conducting election official duties only.
 Require notification after the last voter has voted to report the 

following information:
 Last voter has voted.
 Expectations of any discrepancies in numbers of voters 

who voted.
 Verify the number of voters who voted from the 

ePollbook, for syncing purposes.
 How many provisional ballots were completed?

Cell Phone in the Polling Place



Express the IMPORTANCE in your instructions and trainings when 
required postings can be removed. 

Note: 
All legally required signs must remain posted in their designated 
places until the polls have closed and the last voter has voted and left 
the building.

Required Postings



Note: This is what a poll watcher may, but is not required to, do at the polling location:

 Inspect the returns and other records prepared by the election officers. [Sec. 33.056(c)]. If applicable*

 Observe, but not participate in, the tallying and counting of the votes to verify that the votes are tallied and read correctly.
[Sec. 33.056(b)]. If applicable*

 Observe all election activities relating to closing the polling place, including the sealing and transfer of a memory card, flash 
drive, hard drive, data storage device, or other medium now existing or later developed for use with voting system equipment.
(NEW LAW: SB 1 (2021, 2nd C.S.)). [Sec. 33.0605(a)]. 

 Accompany authorized election officials in delivering election records from a precinct polling place, an early voting polling
place, a meeting place for an early voting ballot board, or a central counting station. [Sec. 33.060(a)]. 
 NOTE: Poll watcher and election officials do not need to ride in the same vehicle. [Sec. 33.060(b)]. 

 Witness the securing of the voting system equipment at the time the polls close. [Sec. 125.063].  

 Follow the transfer of election materials from the polling place to the regional tabulating center, central counting station, or
other location designated to process election materials. (NEW LAW: SB 1 (2021, 2nd C.S.)). [Sec. 33.0605(b)]. 

Election Officials and Poll Workers: 

Poll Watchers at Closing Time



Election Official Training Best Practices:

 Give examples of scenarios that may arise at 7:00 p.m.  
 Long line at 7:00 p.m. 
 Late arrival with long line.
 Role play examples of handling what-if scenarios.

 Provide a marker for the last person in line.
 Send a poll worker to the end of the line.

Final Voters of the Day



Checks
and

Balances

How Long is too Long?Election Officials Best Practices: 

Required Forms & Envelopes that will help polling locations in reconciling their numbers: 
 Register of Official Ballots / Ballot & Seal Certificate
 Envelopes for Spoiled Ballots / Damaged Ballots / Partially invalid ballots / Thrown out ballots / Irregularly-

marked ballots / Requests to Cancel Application for Ballot by Mail and Cancelled Ballots
 Create a simple Reconciliation Form for each polling location to use.
How will this help you at end of election night in central count?

 You will know the total voters who voted at each polling location.
 You will be able to identify discrepancies at each polling location immediately.
 You will have immediate signed documentation of written detailed responses from the Presiding 

Judges.
This creates Checks and Balances, which will help your process in balancing at the end of night on the 
Preliminary Reconciliation Form.

 Give example pages of required paperwork to be filled out, and let the presiding judge keep up with their 
information throughout the day.  Then at the end of night, they can write their final numbers on the official 
forms. 

 This helps eliminate common mistakes on official forms.

Reconciling Vote Totals



Election Officials: 

Remember: Your paperwork tells the story—and it verifies your election.

How you want that story told is up to you.
Do you want a story that has missing links?  
Or 
Do you want a story that is descriptive with every detail that happened?

Completing the official forms is of the upmost importance.  Providing the required 
information and taking it to that next level is going to get you that phenomenal 
story in the end.

Importance of Official Forms



Do you recommend 
this area be closed 
first after balancing?Election Officials Best Practices: 

 When making the checklist your own, include your additional information on closing the polls.
 Remember to keep your instructions simple.
 Presiding Election Judge and Presiding Alternate Judge should be closing down the tabulating 

area together.
 Include poll watchers in the process and describe the processes as they are shutting down.
 You should be using a chain of custody form to log all the seals being used.
 Provide a Main Central Count bag that can lock and seal. This bag should contain the important 

official election items for Central Count only.
 Make a checklist for the Central Count Bag:

 Reconciliation Form
 Zero & Totals Tapes Signed 
 Media Stick
 Keys

Closing the Tabulating Area / Ballot Box



Texas Election Code Section 127.155:
PRESIDING JUDGE TO SIGN TAPE. 
 (a) The presiding judge shall sign any tape containing the ballot 

tabulation that is produced by the automatic tabulating equipment.
 (b) The presiding judge shall retain a copy of the tape.

 Immediately after closing the polls for voting on election day, the 
presiding election judge or alternate election judge shall print the 
tape to show the number of votes cast for each candidate or ballot 
measure for each voting machine.

 Each election judge or alternate election judge present shall sign a 
tape printed under this section.

Reminders: 
 If a poll watcher is present, they would sign the printed tape as well.
 Totals tapes must be printed at the polling location, not anywhere 

else.

Texas Election Code Section 61.002(c), (d):

Reminder - Polling Place Tabulators  



Election Officials: 
 Help your Presiding Judge and Presiding Alternate Judge where 

you can by providing a checklist with detailed instructions to 
properly shut down and pack up your equipment.

 Train your presiding judges to assign closing tasks to their poll 
workers. 

 Emphasize open communication at the polling location 
throughout the day so the judges know what is happening at all 
times. Examples: Spoiled ballots, surrendered ballots by mail, 
provisional ballots, fleeing voters.

Closing the Voting & Check-In Stations



 Do not send unnecessary paperwork to the polling location. 

 Give examples of how to fill out the paperwork properly.

 Color code paperwork to envelopes.

 When forms are completed throughout the day, take that extra step and file it in its proper envelope. 

Remember: Your paperwork tells the story.  Providing that extra step to help your poll workers will make that 
great story in the end.  (organization, instructions, example sheets, color coding and etc.…)

 Label supply storage containers with items that belong in it.

 Attach a display picture of the equipment to show the proper method for packing up.  This will help 
prevent damage.

Election Officials: 

Organizing Supplies & Paperwork



Last Walk-through – Is the location restored to its original condition? 

Create a checklist for the following:
Note: The lists created should be simple and include checkboxes. 

 Items that remain at the polling location and should be put back in 
their designated area.

 Items that are to be transported to Election Night Headquarters.

Chain of Custody – Expressing the Importance of logging the required 
information for security and transparency.

 Media Sticks Containing Election Results
 Ballot Box 
 Tabulator
 Paperwork
 Unused Ballots
 ePollbooks

Election Officials: 

Best Practices Leaving the Polling Location



 Provide copies of your training materials to your Presiding Judges, Alternate Judges and Clerks to 
take home.  Allow them to have time to study it. This creates:

 Less Panic
 Less Calls of Confusion
 Faster and Easier Closing of Polls

 Express the importance of Chain of Custody. 
 Ballot boxes / bags / media sticks should be in view of presiding judge at all times.
 Offer hands-on training of closing the equipment.
 Do a mock closing of the polls. 
 Express the importance of assigning closing tasks at the end of night after balancing is completed.
 Include pictures in your Manual(s) or attach the picture inside the equipment case(s) for a quick 

view for proper storage.
 Show how to balance numbers and complete required paperwork throughout the day. 

 Give an Example Sheet for them to keep up with numbers throughout the day.
 Call in to report closing down and making sure numbers have synced properly.

Election Officials: 

Best Practices: Incorporate in Training



What is your Ultimate Best Practice that you are most proud of? You know the 
one that you did and was like, Yeah I did that! Bam!

 Write it down. 
 Let us know who you are, including email & county name.
 Look for the Best Practice Drop Box at the Trainers Booth and drop it in!

Don’t be shy….  Every County is Different.  Your best practice could be selected to 
be incorporated in part of our training materials with your county name! 

Ultimate Best Practice Challenge



Thank you for your 
Participation!



elections@sos.texas.gov

Questions? 
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