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A Serving as a Gatekeeper of Democracy , you are
an integral part of ensuring the integrity of every
vote cast.

A Whether you work Inside the Courthouse or
Outside of the Courthouse, Each position is vital to
the Success of our Election



Overview of Training
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A West Virginia Oath for

A

Election Workers

Expectations of
Election Officials

Location of Teams
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What Happens Election
Night?

Citizen observation
Breaks

Signing Out for the
Evening



Oath Administered for
Election Officlals
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Oath of Office

| do solemnly swear that | will support
Constitution of the United States
And the Constitution of the State of
West Virginia.

| do solemnly swear that | will
Faithfully discharge and perform the
Duties assigned to me in processing
and counting of the ballots for the 2006
General Election to the best of my
Skill and judgment, and according to
Law, So Help me God.
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Officials are NOT to discuss
the Votes Cast on Ballots,
or opinions of Candidates at
anytime.

All teams are set up In
opposing political parties
and should respect one
another as well as their
team leaders.

Profane language is NOT to
be used at any time.
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A Each Election Official will report to the
2nd floor Courtroom located in

Jefferson County Courthouse at 6:15
p.m. on Tuesday, November 7, 2006

A It Is very important that you are not
ate as Ballots will be arriving shortly
after 7:00 p.m. from the polling places




What will Happen
Election Night?
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A At 6:45 p.m. Election
Officials will report to their
designated team areas.

A Each Team will have a
Team Leader that will
ensure all duties performed
are according to
procedures.



Courthouse Teams

| A Poll Worker Parking

>

Guides
A AT Team: AutoMark A

Car Team A Team 371 Transport Team
A BT Team: Supply A Team 41 Machine Team

Runners A Team 5 - Resolution Team
A CIi1 Team: Courthouse A Team 671 Technical Team

Guides A Team 7 - Media Distribution
A DT Team: Ballot Box Team

Receivers

Each Official Will Receive a TEAM TAG on Election Night to be worn the
entire night.
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Location of Outdoor
Teams
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| ocation of Indoor Teams

Team 2
Write T In Team

County Clerkos Fr onvotepRegisgration Office

Main Courthouse
Entrance

Transport Team

Hallway

Probate Office

e Team 6
Team Media Dist Team
Copy Machine

George Street

Resolution Team
Commission Bench

Entrance

— Finance
County Commission Courtroom Office
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Parking Guides

Consist of 4 Team Members wearing lime green
safety vests

Duties are to Direct Venhicles to park in line in order
of arrival.

Must ensure that Poll Workers remain in their
vehicles until the A-Team members are available to
remove Machines.

Poll Workers are instructed to remain in their
vehicles until CT Team Courthouse Guides are
available to escort them to the Courthouse.

Vehicles are to remain parked until Poll workers
return from delivering Ballot Boxes to Courthouse
viathe C1 Team Courthouse Guides



AT Team: AutoMark Car Team
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A Consists of 5 Team Members

A 4 Team Members (two per machine) will
remove Aut oMar k Cases
Vehicles. Each Machine Weighs 80Ibs.

A The Team Leaderwill verify the Precinct
Number on Each AutoMark Case andB-
Team members will transport supplies to
Smoot Building




Bi Team: Supply Runners
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A Teams will Transport AutoMark Machines
and Rolling Supply Bags to the Smoot
Building Storage Area and neatly store
equipment.

~

A AutoMark Machines should be stacked in the
upright position two rows high.

~

A B-Team Leaderwill remain in building to
ensure that supply bags are stored neatly In
an easily accesible arrangement andcheck
off Precincts supply kits accounted for.




D1 Team: Ballot Box Recelvers

A Consist of 3 Team Members posted at the George

Street Entrance of the Courthouse

A The Team Leaderwill have (2) Poll Workers

Identify what Precinct they are from obtain
signatures from Both Poll Workersto verify that
they have arrived at the Courthouse as well as the
time

A . Once the Poll Workers have signed in, they will

return to their vehicles to leave the parking line.
2 Team members will carry ballot boxes to




C1 Team: Courthouse Guides

A Consists of 6 Team Members

A 2 Team Members of Opposing Political
Parties will escort (2) Poll Workers and
Precinct Ballot Box from the
Courthouse Parking lot to the George
Street Courthouse Entrance so that
Poll Workers can checkin with the

D1 Team.
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A
The Team Leader will tape a
ABall ot Box Tr ack?wn
top of each ballot box and
records the order of precincts A
that have arrived and note
that Ballot Security Stickers
are affixed on each Ballot Box.  j
A
Each (2) member team will
handle ONE (1) Ballot Box at a
time. A

Before unlocking the Ballot
Box, each 2 member team will
sign the Ballot Box Tracking
form
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Ballots with write -in
Candidates will be placed at
the top of the ballot stack.

Ballots are replaced into the
Ballot Box. Boxes with NO
write-in candidates will be
transported to the Commission
Room by the TRANSPORT
TEAM (Team 3)




Team 3 - Transport Team
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A If Ballot Boxes DO NOT have write-ins then

In pairs of two, the team members will
transport the ballot boxes to the Machine

Team for tabulation
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consists of 6 Members of
opposing political parties.

Once names are recorded, both opposing party
eam members sign t '
r a

t
T cking Formo att a

The Boxes will then be handed to Team 3 1
Transport team to be given to the Team 4 1T The
Machine team.
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Team T 4 Machine Team
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The Machine Team consists of 3 Team members.
Only ONE PRECINCT is handled at a time.

The 15t Person Receives the Ballot Boxes and stacks them in the order of
arrival on the Ballot Box Table and logs the order of boxes received.

The 2nd Person removes the ballots from box and prepares the ballots for the
M650 Tabulating Machine by stacking them neatly on the ballot rest for
tabulation

The third person begins tabulation. If Ballots go through with no problem,
then the results will be transferred by the TECHNICAL Teanonce the precinct
tabulation has been completed.

| f Ball ots are Akicked outo and cannot
for that precinct will go to . The ballots that were
ki cked out wi | | be recorded on t he nBa

top of the pile separated by a RED Sheet of Paper.



