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Using Microsoft Teams
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Today’s 
Training
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Introductions
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Training Team
● Gretchen Reinemeyer, Director 

of Elections
● Tate Fall, Deputy Director
● Kitty Clark Stevenson, Check In
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Electoral Board
● Kimberly Philip, Chairman
● Matthew Weinstein, Vice 

Chairman
● Scott McGeary, Secretary
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Election Day 
Support

Rovers

● Stu Nagurka
● Carl Hodgen

Election Central Phone line

● Bill Sands
● Don Hodgen
● Wes MacAdam
● Tania Griffin
● Donna Patterson
● Jackie Letizia

7



Agenda 

● Election Basics
● What’s New
● Opening the Polls
● Election Day Duties
● Closing the Polls
● Questions
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Voting

If you are assigned to a precinct 
different than your home precinct, 
you will need to vote before election 
day either early or by mail. 

vote.arlingtonva.us/Early-Voting
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Election Day Preparation

● Review the full Election 
Day Guide for complete 
procedures, instructions, 
and checklists.

● Online videos cover 
opening and closing the 
election equipment.
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Election 
Basics

11



Dates: Election Day
June 21, 2022

Type: Democratic Primary

Open to: All voters

Work hours: 5:00 am - ~8:30 pm

Voting Hours: 6:00 am - 7:00 pm

Schools: Closed

Ballot Styles: 1

Turnout: 20% or less

Dates &
Times 
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Sample Ballot
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Single Party 
Primary

● VA is an Open Primary State
● Do Not Register by Party
● Open to all registered voters in 

Virginia
● Make sure voters know they are 

voting in the Democratic 
Primary. 

(Republicans selected their nominee in a 
convention in May.)
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Class 
Paperwork

W-9

○ Are you new to working?  Did you move or 

change your name since the last election?

○ If you answered “yes” then complete a 

W-9 form

Election Officer Oath

○ ALL must complete (new appointment 

cycle)
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What’s New
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Avoid Close Contact
Maintain 6 feet of distance 
between other officers and 
voters in the polling place.

Masks are Optional
Cover your mouth and nose with a 
mask.  Can be worn in the voting 
room when serving voters and 
when not 6 feet from others.

Monitor Your Health
If you develop a fever, cough, or 
shortness of breath, do NOT report 
to the polling place. Check your 
temperature on Election Day.

Follow CDC checklist for isolation. 

Safety Precautions for COVID-19

Get vaccinated
Vaccination can reduce contracting 
COVID-19 and can reduce the 
severity of the virus if contracted.  
But we operate as if all are not 
vaccinated.
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Protective
Supplies 

Protective equipment

● Cleaning and sanitation supplies
● Acrylic/plexiglas shield for 

check-in station workers
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Evacuation Cards
● Cards for each station. 
● Leave them at the station through 

the day. 
● If you have to evacuate your 

polling place, follow the 
instructions on the card. 
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ADA Checklist
● Page 27
● Quick Election Day Checklist to 

ensure polling place is accessible to 
all voters. 
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Virtual Help Desk
Webform for non-urgent matters or 
questions. 

Issues:
● Missing or Lost Supply
● Election Officer Issue
● Machine Issue
● Facility
● 40ft Violation
● Non-urgent Procedure Question
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Call In
● Webform Option
● Password Protected
● Must still complete Call In Form
● No longer accept over email
● When you get home, double check data 

entry on State Website (optional)

Calling in will always be an option!
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Precinct Contact
Need a precinct contact who can receive 
text messages. 

If you want to be this person, contact 
your Chief. 
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Opening the 
Polls
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Opening Reminders

● Please arrive promptly at 5:00 am.
● The Chief will swear in all workers.
● Make sure to sign the Pink Pay Sheet.
● Polling place doors must be open at 6:00 am.
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Opening 
Duties
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Set Up 
Equipment
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Video tutorials available online:
vote.arlingtonva.us/online-training/

Please review them and reference
them on Election Day if needed

NEW VIDEO - Ballot Drop Box 
Setup!



Pollbooks
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Pollbooks
Check to make sure the 
Poll Pad is: 

● Syncing, 
● Charging, 
● Shows correct polling 

place
● Displays 0 check ins
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Ballot Box

Attach, lock, and 
start up the scannerSet up 

ballot box
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Ballot Marker
● Voter marks a ballot using 

touch screen or keypad 
● Improves accessibility
● Prints a ballot, does not 

record votes
● Make private & accessible
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Voting Booths
● Set up cardboard privacy screens on table tops
● Set up the fold out standing voting booths
● Space booths apart for privacy
● Make sure booths are accessible with space for 

a wheelchair to navigate around them
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Opening Reports
● Once machines boot, they will 

both print:
○ Machine Info Tape
○ Zero Tape

● Chief will record numbers on 
Seal and Count Form

● Two officers must verify Zero Tape
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● Count number of ballot packs
● Open and count out a few packs of Ballots
● Record #s on Ballot Record Report

Count Ballots
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40-foot Prohibited Area
Each polling place shall establish a 40-foot boundary outside the polling place 
entrance.

Certain activity is prohibited inside that line and inside the polling place. 
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Hang Signs
● Check with facility about special 

requirements
● Hang signs 48 - 67 inches high; 

at eye level
● Use Blue Tape inside
● Use Green Tape outside
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Open Up at 6:00 am
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Election Day 
Duties
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Greeters
Direct traffic outside of the polling 
place and control the line at the 
point of entry into the voting room.

Pollbook Officers
Check in voters on the pollbook 
and distribute ballots.

Voting Booth Officer
Help direct voters to open voting 
booths, clean surfaces, and provide 
assistance to voters as requested.

Scanner Officer
Monitor the ballot scanner and 
provide assistance as needed.

Officer Positions
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Voting in 4 Steps

1. Voter Checks In
2. Voter Gets a Ballot
3. Voter Marks Ballot
4. Voter Casts Ballot

[
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Pollbook Officer

Duties & Instructions
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Check in voters on the Poll Pad

Distribute ballots to voters

Refer special issues to the Chief

Basic 
Duties
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Check In
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Checking In
Voters
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Process
1. Ask voter to show ID
2. Scan the ID or look up the voter in the Poll Pad
3. Ask voter to state name and current address
4. Select the correct voter on the Poll Pad
5. Repeat name only
6. Hit the blue “Accept” button
7. Hit the blue “Submit” button
8. Give the voter a ballot and instructions
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Checking In
Voters

Never turn a voter away for lack of ID, 
always the option to sign the 
Confirmation Statement
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Notes on 
Acceptable ID

Voter does not have acceptable ID 
and won’t sign ID Statement.  
> Voter must vote a provisional ballot.  
Send the voter to the Chief.

Name does not have to exactly 
match in some situations. 
> Similar name: Terry (Terrence) = OK
> Initials: TJ (Timothy Jimothy) = OK
> Maiden Name = OK
> Nickname = OK

Address on ID does not have to 
match. Voter will state current address 
when asked to state name/address.
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VERIfY ID
Voters marked Verify ID are NOT eligible to use the ID Confirmation Statement. 

These individuals (1) registered to vote by mail (2) did not provide an ID with their 
registration (3) it’s their first time voting in a federal election in Virginia. 

They are subject to Federal ID standards under the Help America Vote Act (HAVA) 
which requires they show ID. They can present any other ID from the list of 
acceptable IDs. 
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Checking In a Voter On Poll Pad

“Hi!  I’m Zack 
Smith of 2611 
Key Boulevard.” 
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Checking In a Voter On Poll Pad
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Checking In a Voter On Poll Pad

Use first initial and first 3 of last name 
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Checking In a Voter On Poll Pad

SMITH, ZACHARY

SMITH, ZADY

SMITH, ZAGRADIUS

SMITH, ZACHARY
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Checking In a Voter On Poll Pad

2611 KEY BLVD 222014001
1966

53



Checking In a Voter On Poll Pad
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Checking In a Voter On Poll Pad
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Proceed as Normal

Active Voters
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Send to Chief - Election Day

● Inactive
● Absentee Issued
● Wrong Polling Place
● Voted
● Verify ID
● Overseas

Different color or 
Pop up warning
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Send to Chief - Election Day

● Inactive
● Absentee Issued
● Wrong Polling Place
● Voted
● Verify ID
● Overseas

Different color or 
Pop up warning

58



Election Day

Voters with a mail ballot in an 
envelope can drop it off in the Drop 
Box at each polling place.

Voters with a mail ballot who want to 
vote a ballot in person can exchange 
their ballot at the Chief’s table.  The 
Chief will spoil the mail ballot.

Voters without a ballot who applied 
for a mail ballot - Must vote 
provisional at the Chief’s station.

Voter 
with a
Mail
Ballot
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Ballot 
Distribution
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Ballot 
Distribution

Remind voters:

● Fill in oval completely
● Do not get hand sanitizer on 

the ballot.
● They can get another ballot if 

they make a mistake.

Have available for voters:

● A pen
● A privacy folder
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Voting Booth 
Officer

Duties & Instructions
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Basic 
Duties

Remove pens, folders, and campaign 
literature left in booth. 

Periodically spray and wipe voting 
booth surfaces with disinfectant.

Answer questions voters have and be 
available to assist.

Maintain distance for safety and 
privacy.
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Voters Who Need Assistance
Request for Assistance Form

● Any voter can request assistance from an officer or another person.
● If you will see how a voter is voting while giving assistance, complete the 

Request for Assistance Form.
● Answering common questions does not require the form to be completed.
● Poll watchers CANNOT serve as assistants to a voter.

Language Assistance

● You can translate for a voter. You must first ask any poll watchers present if 
they speak the language and would like to hear the translation.
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Extra Step for Curbside Voters
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Ballot Marker
● For any voter who cannot mark a 

paper ballot
● NEW!  Enter Precinct Precinct # 

only. 
● Voter uses Touch Screen or Keypad 

w/ Headphones to mark ballot
● Ballot prints when voter is done 
● Ballot must be fed into Scanner
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Can a voter write in a candidate?  

Can you help a voter fill in their 
ballot if they request you to?

Can a voter take a selfie with a 
ballot?

Does someone have to have a 
disability to use the ballot 
marking machine?
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Scanner Officer

Duties & Instructions
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Basic 
Duties

Position yourself near the scanner 
keeping a safe distance for privacy.

Keep “I Voted” stickers and hand 
sanitizer stocked at the station.

Assist voters having difficulty 
scanning their ballot.
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Voter Casts a Ballot
● Remain in proximity of scanner to answer questions.
● Remind the voter to insert their ballot either direction 

and wait for green light to ensure ballot is accepted
● If there is an error, the scanner.

will print an error report.
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No Issue
Ballot 

Accepted
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Overvote
Ballot 

Rejected

72



Undervote
Ballot 

Accepted
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Blank Ballot
Ballot 

Rejected
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Give
Voters a
Chance to 
Fix their 
Ballot

If Ballot is Rejected…

● Direct voter to the printed tape 
and explain to the voter why the 
ballot was rejected.

● If the voter realizes they made a 
mistake, send them to the Chief 
with their ballot to get a 
replacement ballot.

● If the voter completed their ballot 
as they intended, re-insert ballot 
and instruct the voter to press 
the “Accept Ballot” box.
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Closing the 
Polls
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Just Before Closing
At 6:45pm , an election officer must go outside and 
announce “Polls Close in 15 minutes.”

Anyone in line by 7:00 pm can vote. If you have a line, place 
an Election Officer at end. 
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Closing the Scanner

Chief Inserts 
Close Card

Chief Follows 
Screen Prompts

Print 3 Copies
Election Summary
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Make sure no ballots are in the emergency bin



In closing the scanner, the Chief will:

● Export ballot images
● Shutdown the scanner and 

turn off the power
● Remove the scanner media
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Call In Results
Your polling place should call in your results to 703-228-3456 
as soon as possible.

You should not complete the whole Statement of Results first. 

You’ll need:  
● Provisional Numbers from Log
● Pollbook Check Ins
● Results Tape
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Closing the Ballot Marker
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Close Report

● Only need 1 Copy
● Give to Chief or appointed officer
● Record information on Ballot Record 

Report Part 6
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Shut Down and Power Off

83



Packing the Pollbooks
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Before Packing Up the Pollbooks

Chief must:

● Record the total number of 
check ins and voters from 
outside the polls 

● Export voters from EACH 
pollbook to the iSync drive.  

Pollbooks do not turn off

Just pack carefully.
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Ballots 
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Box up the Ballots

● Voted Ballots go in Box 3
● Unused ballots go in Box 6
● Do not seal boxes until you 

are sure all ballots are in the 
appropriate boxes

● All ballots must be 
returned with the Chief
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Clean Up the Polls
● Remove signs and tape from floors and walls
● Make sure all items that were outside are cleaned up
● Pack up privacy shields and voting booths
● Assist Chief with tasks as assigned
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Closing Reminder 

● Statement of Results #1
● Statement of Results #2
● Yellow Printed Return Sheet
● Box 3 Label (counted ballots)
● Oath (at beginning of day)
● Pink Payroll Sheet (at beginning of day)

All Election Officials must sign 6 things
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Chief Returns Key Items
The Chief or Assistant Chief will return ballots, media, and other 
critical items to the Office of Voter Registration and Elections.
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You Return Home
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Updates:

vote.arlingtonva.us

Email:

pollworkers@arlingtonva.us
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Thank You
- - - - - - - - - -
Questions?
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