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ELECTION PREPARKTION | |§

JLITIES OF THE ELECTION - PROBATE JUDGE

DUTIES AND RESPONSIB

MONTHS BEFORE THE ELECTION

THINGS TO DO
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BEGOME FAMILIAR WITH:

© EQUIPMENT
© CALENDAR (REVIEW ELECTIONS CALENDAR, ADD T0 YOUR WORK/PERSONAL CALENDAR)

© SET UP PLANNING MEETINGS WITH CIRCUIT CLERK, SHERIFF, BOARD OF REGISTRARS, ELECTION CLERK,
ETC.

® PROCESS
® REVIEW ELECTION HANDBOOK
® CONTACT SECRETARY OF STATE OFFICE, OTHER JUDGES/CLERKS/SHERIFFS/REGISTRARS FOR TIPS/HELP

POLL WORKERS

© SEND REQUEST TO LOCAL PARTY CHAIRPERSON TO SOLICIT LISTS OF PROPOSED POLL WORKERS
° [NOTE-LOCALPARTY MAY NOT PROVIDE LISTTO YOU)

® SEND LETTER TO POTENTIAL POLL WORKERS WITH ELECTION DATE(S] TO DETERMINE [IN ADUANCE! IF
THEY ARE AVAILABLE TO WORK — REQUEST CONTACT NUMBER AND OTHER INFORMATION AS NEEDED
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POLL SITES

© SEND LETTER TO POLL SITES WITH DATES T0 GIVE NOTICE OF ELECTION
¢ BE SURE YOU HAVE ACCESS AND ELECTION DAY CONTACT INFORMATION
® BE SURE YOU ARE AWARE OF ANY ADA ISSUES

® VISITS SITES TO ENSURE AGGESS, CONDITION, ADA COMPLIANGE, ETC.

MEETINGS

¢ SCHEDULE MEETINGS AND PLANNING SESSIONS WITH COMMISSION, CIRCUIT CLERK, SHERIFF, BOARD
OF REGISTRARS, APPOINTING BOARD, CANUASSING BOARD, ETC., TO KEEP ALL IN THE LOOP

 BRIEF BUT ROUTINE MEETINGS ALLOW FOR UPDATES OF INFORMATION AND SMOOTH PROCESS
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SUPPLIES

® REVIEW OLD LISTS & STATS FROM SITES TO KNOW WHAT T0 ORDER
® REVIEW NUMBER OF REGISTERED VOTERS/UOTER TURNOUT, ETG.

© BE SAFE, NOT SORRY!

TESTING MAGHINES

® CAN ONLY TEST MACHINES WITHIN TIME FRAME ALLOWED BY LAW, BUT..

® PRIOR TO TESTING DATE
® CHARGE MACHINES
® CHEGKEQUIPMENT & FUNCTIONALITY
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NOTIGE

® BE SURE NOTICES ARE PUBLISHED TIMELY
® REFER BACK TO ELECTION CALENDAR [SOS WEBSITE, ES2S CALENDAR, CODE OF ALABAMA)

® PREPARE FOR TIMELY PUBLICATION IF YOU DO NOT HAVE A DAILY LOCAL PAPER
® |.E.—PRPER ONLY RUNS ON SUNDAY, MAY NEED TO RUN NOTIGE A WEEK EARLY FOR COMPLIANCE

CANDIDATES

® CANDIDATE FILING IS ONLINE FOR COUNTY AND STATE OFFICES NOW

© BECAUTIOUS IF CONTAGTED BY CANDIDATES FOR ‘HELP
® BEST TO REFER TO PARTY OR SOS OFFICE
® DONTWANT TO GIVE WRONG INFORMATION
® APPEARANGE OF IMPROPRIETY (HELP SOME/NOT OTHERS)
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MONTH PRIOR TO ELECTION

POLL WORKERS

® FINALIZE LIST OF POLL WORKERS WITH APPOINTING BOARD AND COMPLETE APPOINTMENT TIMELY

® BESURE YOU HAVE ENOUGH (MINIMUM OF 4 PER SITE, CONSIDER NUMBER OF VOTERS AND TURNOUT]
® BE SURE POLL WORKERS APPOINTED FROM COUNTY/DISTRICT/ETC.

© SEND LETTER AND PUBLISH NOTIGE ACCORDING TO LAW/CALENDAR

® BEPREPARED FOR CALL-IN/NO-SHOW WORKERS (APPOINT ‘AT LARGE OR HAVE BACKUPS)
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POLL SCHOOLS

® GET ES&S TO HELP!

® THEY PROVIDE A GREAT HANDOUT AND RRE EXPERIENCED IN ELECTIONS

° IFYOU CHOOSE TO DO YOUR OWN, CAN STILL GET HANDOUT(S) AND INFORMATION
© SCHEDULE MULTIPLE SESSIONS
© GONSIDER RECORDING A VIDED

® BEPRESENT AT YOUR POLL SCHOOLS (JUDGES, CIRGUIT CLERKS, SHERIFFS, REGISTRARS)
° FAMILIARIZE YOURSELF WITH THE PROCESS AND POLL WORKERS

© WILL NEED TO ADD YOUR OWN DETAILS FOR LOGAL MATTERS, POLL PAD, CONTACT NUMBERS, LOCAL PROCEDURES FOR
ELECTION DAY WORK, RESULTS, ETC.

PUBLIC TESTING

® BE SURE TO PUBLISH NOTICE OF DATE/TIME FOR PUBLIC TESTING
® BESURE TO BE AVAILABLE AND PREPARED FOR ATTENDEES/MEDIA
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COURT ORDER

® CONSIDER GETTING AN ORDER FROM YOUR CIRCUIT JUDGE OR OBTAIN HIS/HER CONTACT INFORMATION
FOR ELECTION NIGHT IN GASE YOU NEED TO OPEN SEALED BOXES/MATERIALS

SUPPLIES AND MACHINES

® GHECK SUPPLIES WHEN THEY GOME IN FOR ACCURACY
® SUPPLIES
® BALLOTTYPE/NUMBER OF BALLOTS
® BESURE YOU HAVE A PLAN FOR DELIVERY OF MACHINES AND SUPPLIES

® BESURE MACHINES ARE TESTED AND READY TO GO
© BALLOT MACHINES
° AUTOMARKS
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POLL PADS

¢ SET UP ELECTION

¢ CHARGE PADS £

® GHECK EQUIPMENT : ;
£

MISGELLANEOUS

¢ SCHEDULE DATE/TIME FOR POLL PAD PICKUP

* PROVIDE CONTACT INFORMATION AND NUMBERS TO POLL WORKERS
® PUT PROBLEM TYPEWITH SPECIFIC NUMBER:
® SECURITY - SHERIFF
© VOTER INFO - REGISTRARS
© MACHINE/BALLOTS, ETC. - PROBATE OFFICE
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WEEK OF ELECTION

PLAN FOR ELECTION DAY

® BESURE TO HAVE STAFF AVAILABLE FOR PRE-ELECTION/A.M. GALL CENTER
® HAVE STAFF AVAILABLE TO ANSWER CALLS AND HANDLE ISSUES BY 6:00 A.M. ON ELECTION DAY
° A RUNNER IS HELPFUL (IMACHINE/SUPPLY ISSUES)
® SHERIFF/DEPUTIES MAY HELP WITH THIS (GET THERE FASTER WITH A BLUELIGHT! ©)

® HELPFUL TO VISIT THE VOTING SITES
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PLAN FOR NIGHT OF ELECTION

© WHERE TO BRING RESULTS

* INTAKE PROGESS

® HOW TO GET RESULTS TO PUBLIC
* IMMEDIATE STORAGE

PLAN FOR POST-ELECTION

® REPORTING

® GLEAN-UP

© STORAGE

® PROVISIONALS

ol
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ELECTION DAY

MORNING OF ELECTION

* BEPREPARED FOR ISSUES

* MACHINES

* LOCATION ISSUES

* SUPPLIES ;
* POLLPADS |
© GALL-INS .5

® HAVE EXTRA SUPPLIES READY TO DELIVER IF NEEDED
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DURING THE DRY

® CHECK IN WITH OTHER OFFICERS [CIRCUIT GLERK, SHERIFF, REGISTRARS)
© VISIT SITES IF POSSIBLE
© SET UP FOR POST-ELECTION:

® INTAKE

® REPORTING
® PUBLICAGGESS

AFTER ELECTION

© BRIEF MEETING WITH INTAKE STAFF
® ASSIGN DUTIES FOR INTAKE AND PROCESSING
® HRVE SOMEONE ASSIGNED THE TASK OF REPORTING TO MEDIA

© BEPREPARED FOR WHERE TO STORE MATERIALS (TEMPORARILY]
® REPORTING TO STATE

® GO HOME RND REST!I!

© NEXT DAY — GET PROVISIONALS TO REGISTRARS
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