Opening the Polls and
Setting up the AVC Voting Machines

1. Get to the polling place by 5:30 a.m. The building should be open. CALL THE CLERK OF COURT'S
OFFICE @ 295-4765 if the Commissioner-in-Charge has not arrived by 5:30 a.m. If any commission-
er has not arrived by 5:30 a.m., the Commissioner-in-Charge shall select an alternate in accor-
dance with the procedures outlined in the Informational Pamphlet provided in the PSE ENVELOPE.

2. The Commissioner-in-Charge should administer the Oath of Office, (located on the back cover)
to all commissioners prior to opening of the polls (6 a.m.).

3. Get the key ENVELOPE A from the custodian and verify that any watchers present have a commis-
sion for your precinct.

4. All commissioners, IN THE PRESENCE OF THE WATCHERS, perform their duties and responsibilities.
STEPS TO OPEN POLLS are as follows and remember to ALWAYS USE EVERY VOTING MACHINE!
STEP 1 Open the machine with the Supply Tag first. Remove plastic cover. Determine the
best location of the Avc VOTING MACHINE(S). Secure each Avc machine in position by locking
the rear machine wheels.

STEP 2 Pull the power cord from the power panel on the side of the avc machine. (Be
careful not to pull too far). Plug it into the nearest AC (electrical) outlet. Verify that the
AMBER LIGHT next to the power cord is lit thus indicating that there is electrical power at
the outlet. If need, machines can be plugged into one another.

STEP 3 Unlock the back door by using the coLb boor key. Compare the seal number
recorded on KEY ENVELOPE A with the seal number on the RESULTS CARTRIDGE located in the
back of the avc machine.

STEP 4 Remove the Operator Panel, the clear plastic bag containing the Braille Book, the
Magnifier and the Black Audio Bag from the location in the back of the machine. Place the
operator panel on the side of the machine that is most convenient. Place the Black Audio

Bag on top of the machine and keep the Braille Booklet and Magnifier with supplies. NOTE:
Once you commence voting you will not be able to open the back of the machine for sup-
plies or to relocate the operator panel.

STEP 5 Turn the Power Switch, which is located in the back of the AvcVvOTING MACHINE a
guarter turn to the left, to the ON position. Frequently forgotten step!

STEP 6 Activate the machine, by inserting the sILVER POLLS KEY into the pPoLLs swiTcH, and
turn to the left into the vertical position. Remove the SILVER POLLS KEY IMMEDIATELY. The
OFFICAL ELECTION ZERO PROOF REPORT Will automatically print. Check the time as the report
begins to print. Make a notation if the time on the AVC Machine is incorrect and caLL THE
CLERK OF COURT'S OFFICE AT 295-4765. Once the Operator Panel is activated, compare the
ProTeCTIVE COUNTER NUMBER to the number recorded on KEY ENVELOPE A. THE

PUBLIC COUNTER SHOULD BE ZERO.



STEP 7 While the OFFICIAL ELECTION ZERO PROOF REPORT IS printing go to the front of the AVC
Machine and lift the Voter Panel into the upright position. bo NOT USE THE RED LATCH RELEASE HAN-
DLE TO LIFT UP THE VOTER PANEL. Once the Voter Panel is in the upright position, get behind the
machine, lift up on the Latch Release Handle to tilt the Voter Panel into the proper voting position .
The upright position is for handicap voters.

STEP 8 Unlock the front doors with the coLb DOOR KEY. Lift the top of the Privacy Panel and
rest it on the notches located on the upper part of the doors of the privacy panel. Remove the
Privacy Curtain from the Storage Tube (the long blue tube located on the bottom of the AVC
Machine). Insert curtain rods into brackets.

STEP 9 Once printed, remove the OFFICIAL ELECTION ZERO PROOF REPORT from the printer. Make
sure there are zeros by each candidate or proposition listed. Compare this report to the
Sample Ballot & the Ballot on the face of the AVC Machine to make sure all information is the
same. All commissioners must sign the ELECTION ZERO PROOF REPORT. POST AT THE PRINCIPAL
ENTRANCE OF POLLING LOCATION.

STEP 10 Remove all supplies from back of machine, close and lock the rear door with the
GOLD DOOR KEY. DO NOT OPEN THE REAR DOOR UNTIL VOTING IS COMPLETE; (8p.m. or
when last voter has voted, whichever is later) or under the direction of a voting machine tech-
nician.

STEP 11 Seal the coLD boor KEY and the SILVER POLL KEY in the KEY ENVELOPE B, and all com-
missioners sign the envelope. boO NOT OPEN THE ENVELOPE UNTIL 8 PM OR UNTIL LAST VOTER HAS
VOTED WHICHEVER IS LATER. YOU are now ready for voters.

5. Complete CERTIFICATE NO. 1 OF THE MACHINE CERTIFICATE.

6. Commissioner-in-Charge must post the SAMPLE BALLOT , an OFFICIAL ELECTION ZERO
PROOF REPORT for each machine, the CARD OF INSTRUCTIONS, a STATEMENT OF PROPOSED
CONSTITUTIONAL AMENDMENTS, if any, and any additional notices provided in the election sup-
plies at the entrance to the polling place. A STOP SIGN and VOTE sign with arrows should also be
posted outside of the polling place where they will help voters find you. Also post form DH (Vote Here).

7. Clear all political materials within a radial distance of 600 feet of the entrance to the polling place
except materials located on private property. CONTINUALLY check the area for political materials
throughout the day.

8. MAKE SURE THE PARISH, DATE, WARD AND PRECINCT NUMBERS ARE ON ALL FORMS AND
ENVELOPES! Make sure that you have all necessary forms and seals. The RED SEAL is found in the
front of the Precinct Register (used to reseal register after polls close). Put the cut seal in the PSE
ENVELOPE. If you have materials from another Ward and Precinct or you do not have everything,
CALL THE CLERK OF COURT'S OFFICE BEFORE NOON AT 295-4765 so that additional supplies
can be delivered.

9. If you have any mechanical, supply (forms or seals), or commissioner problems CALL THE CLERK
OF COURT (PARISH CUSTODIAN) AT 295-4765.

10. If you receive a SUPPLEMENTAL LIST OF ABSENTEE VOTERS, open the envelope immediate-
ly. Write the word ABSENTEE where the voter would sign and put your initials in the appropri-
ate column. Place the envelope and the list in the PSE ENVELOPE when you have finished.



11. If you receive a sUPPLEMENTAL POLL LIST place it in the front of the Precinct Register binder. Place

the envelope that the list came in into the PSE ENVELOPE.

12. Activate the Voting Machine only when the voter has been properly identified, completed any

forms and signed the precinct register.

13. Any address changes for payroll must be turned in by noon on Election Day in order for the
check to go to that address. PLEASE DO NOT TAPE ANYTHING TO THE VOTING MACHINE OR THE PRECINCT
REGISTER. IF YOU NEED TO NOTIFY THE CLERK OF COURT’'S OFFICE OF SOMETHING, MAKE A NOTE AND DELIVER

THE NOTE ON ELECTION NIGHT.

Proper Voting Position \

The operator
panel can be
hung on either
side of machine

Wheel Lock

Latch Release Handle

Voter Panel

SUPPLY MACHINE

|USE GOLD KEY TO OPEN BACK DOOR
ELECTION SUPPLIES INSIDE

Ward 1 Pct. |
11667-11668

The machine with this tag is
the one with the pse ENVELOPE,
CLEAR PLASTIC POUCH, BLACK
AUDIO BAG, BRAILLE BOOKLET &
MAGNIFIER AND THE PRECINCT
REGISTER. Remove these items
upon opening.

Curtain Tube

Amber Light

AT THE END OF THE EVENING PLACE THE
BLUE P-16, BLACK AUDIO BAG, BRAILLE
BOOKLET, MAGNIFER AND CANVAS BAG (WITH
THE PRECINCT REGISTER & REGISTRAR OF
VOTERS ENVELOPE), IN THE BACK OF THE
MACHINE.



IN THE MORNING:

The Deputy Key Custodian delivers this envelope to the Commissioner-in-Charge by 5:30 A.
M. Compare all numbers recorded on the envelope to the numbers on your machines and
make sure the keys inside the envelope match the ones listed. Record the seal and protective
counter numbers on the Machine Certificate. If there are any discrepancies call the Clerk of
Court (Parish Custodian) @ 295-4765.

KEYS

THiS ENVELOPE CONTAINS KEYS OF VOTING
MaAcHINES TO BE USEDIN

WARD LOCATION
PRECINCT ___
s
'oting Cariridge Seal Protective Counter
EAvELOIE A SEE OTHER SIDE FOR INSTRUCTIONS
Ave
PUT IN PSE

All poll watchers and the alternates will be issued a Commission from the Clerk of Court's
office. They must show this to you before they commence their duties. A list of certified watch-
ers and the candidate they represent will be delivered to you on Election Day. Do not keep the
commission; return it to them. Watchers can point out any infraction of the law to the commis-
sioners, must not interfere with the election process, they can keep notes and they can come
and go but there can be only 1 watcher per candidate at the polling location at any given time.
Do not allow a watcher to sit at the same table as the commissioners. Set them up close by.



MACHINE CERTIFICATE

Make any notations about the machine on this form e. g., machine damage, recurring problems from
one election to another. If an additional voting machine is delivered during the day, add that machine
number, protective counter and seal number to Certificate No. 1.

Notice
that there
is a time
when
you close
the polls
for voting
and
when

you finish
the
paper-

work.

Place the ORIGINAL in the CLEAR PLASTIC POUCH that goes to the Clerk
Place the BLUE COPY in the P-16 (Place in Put In Voting Machine Envelope)
Place the YELLOW COPY in S-19 (Secretary of State Envelope)



ZERO PROOF REPORT

Post this on the wall near the sample ballot and card of instructions. PuT IN THE P-16 AT THE

END OF THE NIGHT.  only print 1 of these report s
As soon as report
prints, verify time.
Call the Clerk’s
office @295-4765 if
the time is not
correct.

Make sure Public
Counter is Zero.

/Jerify that all

candidate counters
are zero. If there
is a discrepancy

«—call the Clerk’s
office at 295-4765.

e

Fill in the date. All com-
missioners must sign.
Commissioner-in-Charge
must post with other
materials near principal
entrance to the polling
location.



PUT IN PSE

Key & Supplement al Envelopes

After the voting
machines are
opened and ready
for voting, seal
the voting
machine keys in
this envelope.
Only open the
envelope after the
polls close or in
the event that a
technician needs
to repair a
machine.

This envelope will be delivered by a Deputy Clerk of Court during Election Day. OPEN
IMMEDIATELY. If there is an ABSENTEE Supplemental List write the word ABSENTEE by the

voters' names and put your initials. Do NoT ALLow ANYONETO Vote That Has Voted Absentee.
Place the SuppLEMENTAL PoLL LisT in the front of the Precinct Register behind the tab provided

for this purpose.

PUT IN PSE
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Use this form when there are
lockouts. After the voter has been
identified, mark the proper lockout
code or party affiliation on this
form and instruct the voter to
hand it to the person activating
the Operator Panel. Do not ver-
bally announce a voter's party
affiliation, or whether they can or
can't vote for a candidate or
proposition. Recycle these slips.
Place in PSE ENVELOPE at end
of the evening. Keep notes if
there are any questions about a
lockout or if ROV has been called
concerning a voter’s voting
district.

OPERATOR PANEL

If your machine is plugged into a
good ac outlet the RED LIGHT and
the AMBER LIGHT should be lit.

Look @ display to see if it says
Voter Active or Voter Inactive

ACTIVATE BUTTON

PUBLIC COUNTER- will be
zero when you open the polls

LOCKOUT BUTT ONS.
Select the proper lockout
number, then press the
Activate Button.




There are Duplicate (2) Poll List s

Start Here

2 INDIVIDUAL COMMISSIONERS MuST
LisT THE NAME oF EVERY PERSON WHO
VOTES ON EAcH PoLL LisT

PuT THE ONE WITH
BLUE INK IN THE P-16
(PUT IN VOTING
MACHINE) AND THE ONE
WITH YELLOW INK IN
THE S-19, SECRETARY
OF STATE)

Periodically check the Public Counter number on your machine/s and the number of voters on your
Poll List. If there is a discrepancy between the total number of voters who have voted on all of your
machines and the number of voters listed in the Poll List, make a note on back of both Poll Lists
describing the time and the details of what happened. The list printed in yellow ink goes in the S-19
and the one with the blue ink goes in P-16.



Assist ance to V oters

A voter who is visibly disabled and the person who will be assisting him in voting shall be
allowed to go to the front of the line to vote.

A voter shall not receive assistance in voting unless:

1. S/he is marked in the precinct register as needing assistance (see ASST Col) or

2. On Election Day s/he has a certificate of a medical doctor indicating the
voter’s inability to vote without assstance (which is put in the ROV Envelope)

3. A Mobility Impaired Photo ID Card issued by the Office of Motor Vehicles

If the commissioner-in-charge receives a certificate of a medical doctor or optometrist at the
polling place he shall put it in the REGISTRAR OF VOTERS ENVELOPE (ROV).

Voters in wheelchairs: The voting unit can accomadate most voters in wheelchairs while in
its natural voting postion. If needed, a minor adjustment can be made. Perform the following
steps if a voting unit adjustment is required:
Ask the voter if they would like the voting unit to be adjusted.
To adjust the display, go to the rear of the voting unit, and lift the red latch
release handle to move the display to the desired angle.
Voters with visual imp airment: 1 voting machine per precinct will have an audio control unit
to assist voters with visual impairment.
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How to Properly Identify V oters

The commissioners SHALL identify each applicant (INCLUDING SPOUSES, NEIGHBORS & FAMILY
MEMBERS), in the presence and view of the bystanders, by requiring the voter to submit his/her:
LouisiANA DRIVER'S LICENSE
LOUISIANA SPECIAL IDENTIFICATION CARD
OTHER GENERALLY RECOGNIZED PICTURE |.D. THAT INCLUDES A SIGNATURE

OTHER 1.D. INCLUDES: State I.D., Commissioner I.D., Military I.D., University I.D., and
Driver's Licenses from other states. It is important to remember that the voter does not have to
have a photo I. D. only that you ask for it. The voter fills out the form below if they don't have a
Photo I. D. and then identifies him/herself by providing their DOB, Mother's Maiden Name or
Address (found in precinct register) or by using their Voter I.D. card. In the space provided on
the form, list what the voter used to identify him/herself. Under no circumstances are you to
turn a voter away for lack of I.D.

If the voter refuses to fill out the form then they can not vote.

There is an Attorney General's Opinion that states that the voter does not have to sign their
name as written in the precinct register nor does the Photo I. D. have to have the same
name. You need to be comfortable that the person is the person listed on the precinct regis-
ter and the Photo I. D. is to aid in that process. You are to compare the signature on the I. D.
with the signature in the precinct register. TIP: Do not take the I. D. out of a wallet. If you can
not read it ask the voter to remove it for you. If a voter leaves their I. D. at the polls, please
bring it in to the Clerk's office that night. TIP: Only activate the voting machine once the voter
has been identified, signs the precinct register and has completed any forms if necessary.
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Inactive Voters

An inactive voter is one who has “Address Confirmation Required” by their name on the precinct reg-
ister. If this code is there the voter MusT fill the form out in order to vote. If there are any questions,
the voter can place a call to the REGISTRAR’S OFFICE @ 389-3940. IF THE VOTER HAS MOVED TO ANOTHER
PARISH, FOR OVER 3 MONTHS, THEY CAN NOT VOTE.

It is a good idea
to use the Voter
I.D. # New
Registrants are
only giving the
last 4 digits of
SSN or DL #.

If out of parish longer than 3 months the voter can not vote.

/ Addresses

must be phys-
ical but a
mailing
address can
be added.
Voter has to
use the name
in the precinct
register.

THIS FORM IS
Pink. ALL PINK
FORMS GO IN THE
ROV
ENVELOPE
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PRECINCT REGISTER PAGE

ALWAYS CALL THE REGISTRAR OF VOTERS
IF THERE ARE ANY QUESTIONS.

NEVER DENY ANYONE THE RIGHT TO VOTE
WITHOUT MAKING A PHONE CALL.

USETHISCOLUMNFORIDEN
TIFICAIONPURPOSEW®WHEN
THERHS NOPHOD LI D.

A VOTER IN THE CITY LIMITS WILL
HAVE 1 OF THE FOLLOWING
CODES IN THE CT- SPACE.
BR = BATON ROUGE

ZA = ZACHARY

B1-B5 = BAKER

CN = CENTRAL
OUTSIDE CITY LIMITS CT- IS BLANK

13



IF SOMEONE IS NOT ON THE PRECINCT REGISTER?
You call the Registrar of V oters @ 389-3940
Only use this form with the permission of the Registrar. The voter signs this form and the
blank register page at the back of the binder with the tab labeled "Voted by Affidavit".

Only commissioners, watchers or qualified voters may challenge the voter's right to vote. If a
challenge is issued then this form is filled out even if the commissioners determine that the
challenge is not valid. Challenges to vote are rare.

Grounds for
a challenge

NOTICE TO LEAVE PREMISES (NOT SHOWN): Once someone has been instructed
to leave the polling location the form must be filled out and given to the person. If they

still do not leave call law enforcement to assist you.
14



Make sure you fill in the Parish, the Date, W ard, and the Precinct Number

Whoever works the Primary also works the General (it doesn’t matter who was drawn). When
there is a Primary and a General Election, PLEASE note on the form who can work the

General (if you are not sure put a “?”); please include the Commissioner-in-Charge! CICs
please do not sign where the commissioners sign. Your spot is here.

Ignore the status
I

x -
- > Own
(@] —
= TS <5
52 oo

Address changes must be in by 12 Noon on Election Day or your check will go to the
old address. Incorrect information slows up the payment process. The Clerk's office

processes the payroll but then it is turned over to the state for payment. You will
receive a W-2 in any year that you work.

15



WHEN THE POLLS CLOSE

1. At 8:00 P. M. (20:00) announce that the polls are closed. If voters are still in
line try to get everyone in the building or room where voting is being conducted
and lock the door. NEVER CLOSE THE POLLS PRIOR TO 8:00 P. M. Allow any vot-
ers in line and any commissioners who have not voted to vote. It is a good idea
for commissioners to hold their vote until last. That way they can test the machine
if it has to be repaired.

2. Certify the correctness of the POLL LISTS and sign the back cover. If there are
any discrepancies between the total of all the public counters and the POLL
LISTS, make a notation of the reason on the back covers of both POLL LISTS.

3. Start to fill out Certificate No. 2 on the MACHINE CERTIFICATE, noting the time
that the last voter voted or 8:00 P. M., whichever is later.

4. Close the AVC Machine by following these instructions.

STEP 1 UNLOCK MACHINES BY removing the voting machine keys from
ENVELOPE B

STEP 2 CLOSE THE POLLS BY: (opening the back door of all the voting
machine with the coLD DOOR KEY;) inserting the SILVER POLL KEY into
the POLLS SWITCH and turn the key a quarter turn to the right.
Remove the siLVER PoLL KEY. The AVC VOTING MACHINE will
automatically begin printing ALL FOUR OFFICIAL ELECTION RESULTS
REPORT. Use scissors to separate reports.

STEP 3 All commissioners must sign and date all 4 reports. Ignore the
blank that requests a seal number. We do not seal the avcvoTinG
MACHINE

STEP 4 CLOSE THE FRONT OF THE VOTING MACHINE BY: taking off
the privacy curtain & tightly rolling it up so that it will fit in the stor-
age tube while the Result Reports are printing. Next fold the side
privacy panels in place and lock front door using the GoLD DOOR
KEY.

STEP5 LOWER THE LARGE VOTER PANEL BY using the RED LATCH
RELEASE HANDLE to lower the panel to the down position. Do
not let the weight of the panel rest on the Red Latch Release
Handle as you lower the face and do not force the panel down.

STEP 6 CUT THE SEALS on all the RESULTS CARTRIDGES. Place
seals in the PSE ENVELOPE. Place the CARTRIDGES in the
CLEAR PLASTIC POUCH that is delivered to the Clerk of Court.

STEP 7 TURN THE POWER SWITCH a quarter turn to the right to the
OFF position.

STEP 8 PLACE THE OPERATOR PANEL in its storage position. You can
lock the back door after you put in the CANVAS BAG, the BLACK
AUDIO BAG,the BRAIILE BOOK, MAGNIFIER and P-16. Now
lock the back door with the coLD boor KEY then remove keys and
place in ENVELOPE C that is delivered to the Clerk's office.



STEP 9 UNPLUG THE ELECTRICAL POWER CORD from the wall socket and
retract the cord into the machine. Unlock the wheel locks, and cover the
machine with the plastic tarp.

STEP 10 Place 1 RESULT REPORT FROM EACH MACHINE as follows:
1 report in the YELLOW S-19, Secretary of State Envelope
1 report in the BLUE P-16, Put in Voting Machine Envelope
1 report in the CLEAR PLASTIC POUCH that is delivered to the Clerk
1 report is posted on the OUTSIDE WALL OF POLLING LOCATION

5. Finish filling out the CERTIFICATE NO 2 of the MACHINE CERTIFICATE by filling in the
time that you finished closing out the polls and have all commissioners sign the certificate.
Original goes in the CLEAR PLASTIC POUCH for delivery to Clerk; blue copy goes in the
BLUE P-16 ENVELOPE, Put in Voting Machine; yellow copy goes in the YELLOW S-19,
Secretary of State Envelope

6. Fill out the PAYROLL SHEET (LIST OF COMMISSIONERS) and have everyone verify
that their information is correct. Please do not use nick names, only use the name as you
are registered to vote as that is how we have you listed. Original goes in the CLEAR
PLASTIC POUCH for delivery to the Clerk the Pink copy goes in the ROV ENVELOPE
which is placed in CANVAS BAG

7. Put the one ZERO PROOF REPORT that was posted during the day in the BLUE P-16.

8. Take down all signs posted and place them along with any extra supplies in the PSE
ENVELOPE. THROW ALL YOUR TRASH AWAY AND LEAVE THE POLLING LOCATION
NEAT. Make sure all forms for the Registrar are in the ROV ENVELOPE; this would be all
the pink forms. SEAL THE PRECINCT REGISTER WITH THE RED SEAL AND ALSO
SEAL THE ROV ENVELOPE and put the register and the ROV Envelope in the CANVAS
BAG. Place the CANVAS BAG, BLACK AUDIO BAG, THE BRIALLE BOOK, MAGNIFER,
AND THE P-16 in the back of the voting machine with the supply tag.

9. Make sure you have a Result Report from each machine and a Result s Cartridge
from each machine. This is critical for the Clerk to properly insure that all votes are
tabulated correctly on Election Night. Now you can sign and seal the back of the P-16
and S-19 ENVELOPES. If you do forget a form, DO NOT open the envelope as that invali-
dates everything else in there. Bring whatever you forgot to the Clerk’s office and on the
top right corner put the envelope where it should have gone.

10. Deliver to the Clerk of Court’s office: 1) CLEAR PLASTIC POUCH contaning results
cardridges, Result Reports and forms, 2) KEY ENVELOPE C, 3) PSE ENVELOPE WITH
ALL EXTRA SUPPLIES AND USED POSTERS

11. Mail the YELLOW S-19 ENVELOPE to the Secretary of State before midnight.
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This seal is threaded through the CARTRIDGE. In the morning, check this against the KEY
ENVELOPE A that is delivered by the KEY CUSTODIAN. Record seal number on MACHINE
CERTIFICATE NO. 1. Break this seal after 8:00 P. M. or when the last voter has voted,
whichever is later. Place broken seal in the PSE ENVELOPE.

The POWER
SWITCH is
Results > behind the
Cartridge OPERATOR
PANEL.
Make sure
you turn it off
BEFORE you
place the
operator
panel in this
position.

You will also find (not shown) a RED SEAL in the front of the PRECINCT REGISTER. This is
for you to seal the Precinct Register after the polls close. If you don’t see a seal, check the
bottom of the canvas bag to see if the seal has fallen out. Please call the Election
Department @ (295-4765) early in the morning if you don’t have one so that we can get one
delivered to you.

18



P-16 / PUT IN VOTING MACHINE ENVELOPE

Make sure you fill in the Parish, Ward and Precinct Number; sign the back of the
envelope; then seal it.
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S-19 Envelope
Make sure you fill in the Parish, Ward and Precinct Number; sign the back of the
envelope; then seal it.



Make sure you fill in the Parish, W ard, and the Precinct
Number . Please seal the envelope

21
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Make sure you fill in the Parish, W ard, and the Precinct Number
Do not throw anything away

BRING TO CLERK’S OFFICE



CLERK OF COURT ENVELOPE
A LARGE CLEAR PLASTIC POUCH

The Commissioner-in-Charge brings the following to the Clerk of Court's office as
soon as possible after the polls are closed.

MC-52 - Original Machine Certificate

LC-01 - Original List of Commissioners

Result Report/s from each machine

Blue Result Cartridge/s from each machine

Key Envelope C with keys from each machine

PSE Envelope with all supplies
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If someone is injured at the polls, immediately:

Take care of the injured party and notify the Election Department as soon as possible.
Determine if there were any witnesses and get statements from them making sure to
include their name, addresses and phone numbers. Get the injured party's name,
address and phone number. Write down what happened as best as you can remember.
Be sure to include observations about the facility. Was the floor wet; was it dark; were
signs posted; things of this nature. What time did it happen.

Be sure to bring in all statements when you deliver your returns to the Clerk's office.
It is a good idea to keep a note of any unusual occurrence. This would include an irate

voter, any problems with lockouts, forms or instructions. This is strictly for your benefit in
case there is a future investigation or a lawsuit.



