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What does preparation
mean to you?
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Coordinate With Local County Officials

I"" Office of Emergency
Management *

County Clerk Maintenance

TAX

Tax Assessor-Collector Information Technology

(2 3P 2
 —
/—

Sheriff/Constables Voter Registrar

Collaboration builds strength!
3
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Determine the Scope of the Election

General Constitutional Primary Local
Election Amendment Election Election

Presidential vs o lerasanmants Joint vs Entities and
Midterm Seperate Offices
£ Gubernatorial @ Long, complex §‘ Coordinate with Overlapping
—— = ballot % party chairs boundaries
A Highest A Longer booth A Longer booth A Complexity can
turnouts times times scale quickly

Type of election drives supply quantities, staffing, and logistics - size plans accordingly
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Fantastic County Voter Turnout
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Group Discussion

Prompt:

 What unique challenges do different
types of elections present?

e How does the election office address
these challenges?

. . Work together with the

n person next to you

You will have

3 minutes to
discuss addressing

the challenges
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LOCAL
.
iy

o

* Provide maps at polling places « Communicate in advance
e Train poll workers accordingly « Build positive relationships

RUNOFF CONSTITUTIONAL

e Longer wait times

e Prepare in advance . .
P * Provide extra voting booths
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Get Organized

Spreadsheets

/ Labeling

@ Leave a _®
legacy!

Chain of Custody

&

Color coding

Backups

E

Folders/file
cabinets

Ballot/Inventory/Seal Logs
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.84 Type of Elction Folling Location &

Frescribed by Secretary of State

‘Sections 6 (126, 66.081(b), 84.002(d-1), 85.071

Texas Elecion Code Date of Elochion ¥ the Eloction

[T

REGISTER OF SURRENDERED BALLOTS BY MAIL

Ballot Serial Number
Mame of Voter (Mot Ballot Style)

There's deadlines when o s

1 Prescribed by Secretary of State -
ordering so be prepared Sections 66.026, 66.051(b), 84.032(d-1), 85.071 [

jon Code ]

— 09/2023 .
= '. . BBM/FPCA

The voter may surrender his or her official Ballot by Mail at the polling place and receive a regular ballot once the
woter has completed the Request to Cancel A Ballot by Mail for Use in the Polling Place.

L&A This form shall be used for Early Vioting or Election Day.

After the voter and the election official have completed the Request to Cancel a Ballot by Mail for Use in the

Polling Place, execute these steps:

Form Instructions:

1. Write the date that the ballot was sumendered at the polling place.

. Write the voter's name on the form.

. Write the serial number of the official ballot that was sumendered. DO NOT write the Ballot Style.

. Verify that the word “cancelled” was written on all pages of the ballot as well as both sides. [TEC 84 033(c)]
Attach the Request to Cancel a Ballot by Mail for Usa in the Polling Place to the cancelled ballot.

N ot i Ce S a n d We b p ost ) Earty Voting: Place the cancelled ballot and request in the designated envelope and place in a separate

o

NOTICE

B

locked container.
Election Day: Place the cancelled ballot and request in the Envelope for Requests and Cancelled Ballots.
Blection Day: Deposit the Envelope for Requests and Cancelled Ballots in Ballot Box #4 at the end of day.

I, the undersigned Deputy Early \Voting Clerk (Early \oting) or Presiding Judge (Election Day) of the election
named herein, do hereby certify that the above and foregoing is a true and cormect Register of Surrendered
Ballots by Mail for the above-mentioned election.

‘Given under my hand, this day of 20,

Voter registration

Signature of Earty Voting Clerk/Deputy Early Voting Clerk in Early Voting
or Presiding Judge on Election Day

AL
11

Printed Mame of Early Voting Clerk/Deputy Early Voting Clerk in Earty Voting
or Presiding Judge on Election Day
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Prepare Supplies

—
Ed >

Emergency Spares Ballots and Forms Power and Cables WiFi

Which supplies
are mission
critical on
Early Voting and
Election Day
and why?
Spares (Misc.) Ballot Marking Devices Data-Driven
and Tabulators and Tracked

After gathering supplies, at any stage, always proof them

10
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Determine the Necessary Equipment

1. Types of Devices: B/ % ol

3. Who Programs: &

4. Background checks required I Proof everything!

11
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Manage ADA Supplies

Signage

06

Cones Mats Door stoppers Thresholds Ramps

Clear access for EVERY voter

12


https://www.ada.gov/resources/polling-places-checklist/#temporary-remedies
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Role Play Scenario

* Picture it! You are conducting early voting for a primary election. Something goes
wrong at the furthest polling location which is 30 miles away.

* The poll workers lost half of the forms in high winds as the team was setting up.
The polling place is typically a busy site, so it already has a line of 50 voters.

How should this situation be handled if you were in

charge of supplies at your county office?

13
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v © .

Update emergency
contacts regularly

Emergency Planning Checklist

Take a proactive approach to inclement weather and disaster planning. Reacting after an event begins
often leads to confusion, delayed responses, and potentially greater damage, highlighting the critical need
for proactive planning.

Update emergency contact information for all elections staff and poll workers.

afety and functionality after

Be proactive Incorporate remote ) cadoment ke loposs,

work plans Emergency Pla nning when physical access to a
Checklist

Instructions for polling

Obtain first aid kits that include but not limited to:
Wound cleaning agent
Blanket
Gloves
Elastic wraps
Splint
Resuscitation bag, airway, or pocket
mask
o AED|. external defibrillator)
Obtain personal protective equipment that include but not limited to:
Gloves o Goggles/face shields
o Masks o__Body protection/gowns
Obtain emergency supply kits that include but not limited to:

Have emergency Ensure equipment o Smetan 5 Weadsonier
supplies accessible is charged

o Scissors
Tweezers
Adhesive tape
Gauze pads

o Adhesive bandages

= Roller bandage

o Triangular bandages

Offer training and information on:
o Basic first aid o AED
CPR (cardiopulmonary resuscitation) © _Stop the Bleed

Test remote and VPN connections for staff to maintain access throughout the election.

Fully charge equipment including electronic poll books and curbside voting equipment.

Conduct training exercises to remind and prepare employees about their roles and
responsibilities.

Conduct training
and practice drills

14
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Allocate Supplies

Provide larger stock of forms, ballots,
and equipment to busier locations

Provide extras to every location!

Be over prepared rather than underprepared

Determine which locations have
historically higher turnout

Have a restocking plan

QAA0AQOQ

| Keep contact with poll workers regularly

15
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How Many
Ballots (B)

Identify Ballot
Styles Needed
Per Location

Program Number of
and Proof Ballots

Countywide
Polling Place Familiarity
Program

Streamline Formula Ballots
Proofing [TEC Sec. 51.005]

Combined or
Consolidated

Non-Countywide Countywide
Polling Place Polling Place
Program Program
AxBx1.25=C AxBx1.25=C

16
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Determine the Number of Ballots to Deploy

AXxBx1l25=C

* The number of ballots provided to precinct-based

polling locations cannot exceed the total number
of registered voters for that precinct.

* There is no maximum number of ballots for
county-wide polling places

A = Percentage voter turnout in the previous like
election

B = Current number of registered voters

(not including suspense voters)

C = Minimum number of ballots to be ordered

2025 Total Number of
Registered Voters for

Fantastic County
(excluding suspense)

2023 Constitutional

Election Voter Turnout
for Fantastic County

50% turnout 300 registered voters

.50 x 300 = 150
150 x 1.25=187.50 (188 rounded up)

Texas Election Code Section 51.005

17
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Organize the Necessary Forms for the
Election

1]+ )+ 552

Ensure the most Track trends Send more forms

Stock enough to I

i
: i
I cover extended I
: voting hours. |
|
= 4

current form is used. in usage. to busier sites. | N —

| Proof everything!

18
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Inventory the Miscellaneous Supplies

Transparent
inventory systems

Check List for Election Supplies

Communicate with M 12 black pens

polling places
M 12 red pens

D/ 1 ruler

Keep work
area clean

M 2 stams
M 1 roll of tape

| Proof everything!

Chain of Track supplies
custody logs

19
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Plan the Logistics

oo

DELIVERY BACKGROUND

CHECKS

Poll worker
pickup and/or
county delivery

Vendors
and drivers

EARLY DELIVERY
AND SECURITY

Ensure facilities
are secured

20
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Maintain the Chain of Custody and Records
= =

GENERAL CUSTODIAN VOTER REGISTRAR

e Timecard e Provisionals
+ Voting machines » Statement of

» Seals/Locks Residence
| Chain of custody is continuous

21
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Always be prepared for a runoff

Can'’t predict the runoffs

e Majority elections with lots of

candidates
« Plurality elections don’t have

runoffs

| Don't get caught “running” behind

22
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PROOFING POLL WORKER
BALLOT TRAINING

Impactful to Provide inventory
election preparations sheets or checklists

23
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Take a few minutes to write down
one thing you learned.

Be prepared to share your answers!
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SCOPE OF PLAN IN
ELECTION LOGISTICS ADVANCE

| Don't get caught unprepared!
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Available Support

2]

TRAINING RESOURCES

WEBINARS

elections@sos.texas.gov

800-252-VOTE e 512-463-5650

sos.texas.gov

26



	Structure Bookmarks
	Chart




