
Election Training
ELECTION DAY

JUDGES AND ALTERNATE JUDGES



Compensation Form and OATH

Please fill out this form completely. 
THIS NEEDS TO BE SIGNED IF YOU WANT TO 
BE PAID. 

PLEASE FILL IN THE TIME 
YOU LEAVE!
 Make sure you are 
accurate with your time! 

This Oath needs to be 
read out-loud BEFORE 
doing anything in the 
polls. Once your team 
is all present, the Oath 
needs to be 
administered and 
EVERYONE needs to fill 
out the form. 

Once the oath is given 
EVERYONE NEEDS TO 
PUT ON NAME TAGS

Oath of Election Officer: “I swear (or affirm) that I will not in any manner request or seek to persuade or 
induce any voter to vote for or against any candidate or measure to be voted on, and that I will faithfully 
perform my duty as an officer of the election and guard the purity of the election; Oath of Person 
Assisting Voter: “I swear (or affirm) under penalty of perjury that the voter I am assisting represented to 
me they are eligible to receive assistance; I will not suggest, by word, sign, or gesture, how the voter 
should vote; I will prepare the voter’s ballot as the voter directs; I did not pressure or coerce the voter 
into choosing me to provide assistance; I am not the voter’s employer, an agent of the voter’s employer, 
or an officer or agent of a labor union to which the voter belongs; I will not communicate information 
about how the voter has voted to another person; and I understand that if assistance is provided to a 
voter who is not eligible for assistance, the voter‘s ballot may not be counted.”

The Judge and Alternate fill out the portion 
under “persons who delivered supplies”



REQUIRED POSTINGS Please Check Poster Board for most of these required postings. 

Notice of Total Number of Voters Who Have Voted* Yellow paper posted on the outside of the 
door. (see Texas Election Code 61.007(c))
Precinct(s) Vote Here (out side of door)

 Map of Voting Precinct(s) / Map of Polling Places (poster)
 Notice of Voting Order Priority* (see Texas Election Code 63.0015) (poster)
Notice of Prohibition of Certain Devices within 100 Feet of Voting Station* (see Texas Election 
Code 61.014, 62.0111) (poster)
Distance Marker* / No Electioneering or Loitering within 100 feet of the entrance to the

polling place (see Texas Election Code 61.003, 61.004, 62.010) (metal sign)
 Voter Instruction Poster* (see Texas Election Code 62.011(a)-(d)) – Poster must contain 
certain information in each voting station and one or more other locations in the polling place 
where it can be read by persons waiting to vote. (poster)
Sample Ballot(s)* (see Texas Election Code 62.012) (on table in front of poster)
List of Declared Write-in Candidates* (if applicable, post near sample ballot and in each

voting station) 
 Notice of Acceptable Identification Poster (see Texas Election Code 62.016) – Posted in a 
prominent place on the outside of the polling place (poster)
 Voter Information Poster* (see Texas Election Code 62.0115) (poster)
 Voter Complaint Information Poster* (see Texas Election Code 62.0112)(poster)
Vote Here Signs* (In order to direct voters to the polling place from the street) (flags)



Opening Procedure for 
“Oscar” DS300

• Scanner lid will be closed with 
red tag seal. Verify number on 
DS300 chain of custody 
paperwork in Judges folder. 
(Part 1) Sign if seal numbers 
match. If no match, call Election 
office.

• Remove seal and place in “used 
seals envelope”

• Open scanner screen and note 
red seal on USB compartment. 
Verify seal is the same on chain 
of custody form. Sign part 2 of 
custody form (do not remove 
until end of day)

PART 1: DS300 PRECINCT COUNTER SCANNER LID (sealed with red zip tag seal) SEAL # _____________________ 
1. Voting system delivered to precinct (completed by election official/clerk) 
 

VERIFIED BY: ______________________________________________________ ELECTION OFFICIAL/CLERK 

ELECTION DAY (before 7am): VERIFY THAT THE RED ZIP TAG SEAL IS IN TACT 
 

VERIFIED BY: ______________________________________________________ ELECTION JUDGE/CLERK 

 

PART 2: DS300 USB STICK COMPARTMENT (Seal is RED – Official Elections Seal) 

1. UPON DELIVERY 

SEAL #________________________ VERIFIED BY: ______________________________________ ELECTION OFFICIAL 

2. ELECTION DAY 

BEFORE 7AM (Turning on equipment): Election Judge and a witnessing clerk will verify and sign below that the seal 

number documented above is the same on Election Day). 

SEAL #_______________________       VERIFIED BY: ____________________________________ ELECTION JUDGE/CLERK 

             VERIFIED BY: ___________________________________ ELECTION JUDGE/CLERK  



Opening Oscar Cont. 

• Screen will come on when lifted. 

• Enter the election code when 
prompted. (Code will Always 
start with a Capital Letter) Code 
is the Date of Election i.e. 
Nov52024

• Election code is the same for all 
equipment. 

• Press OPEN POLL

• A ZERO TAPE WILL PRINT 
AUTOMATICALLY

• Ensure the public count is ZERO. 

• IF IT IS NOT 0, DO NOT USE! 
CALL OFFICE IMMEDIATELY!

• Verify Date, Time, Election and 
polling location. 

• Press Go to voting mode.
• Verify seal on Ballot Box Door 

is the same as written in part 4 
of Chain of Custody form. Sign 
where indicated. Do not cut 
seals until after 7PM

• Verify Seals on “mail 
slot” are the same as 
written in Part 3 of 
Chain of Custody form

Part 3: EMERGENCY BALLOT BIN 
ELECTION DAY: 
 
1. TESTING/DELIVERY (verify empty and write down seal number): Early Voting Clerk and a witnessing clerk will 

verify and sign below that the emergency ballot bin on the DS300 was empty prior to delivery to the polls. 

SEAL #____________________ VERIFIED BY: _________________________________________ELECTION OFFICIAL 

SEAL #____________________ VERIFIED BY: _________________________________________ ELECTION JUDGE/CLERK 

2. IF EMERGENCY BALLOT BIN IS USED OR SEAL IS CUT – Log new seal number on line below and re-seal with new 

seal. (If Scanner stops working and emergency ballot bin needs to be used during election – call election office 

immediately!) 

SEAL #____________________ VERIFIED BY: _________________________________________ELECTION JUDGE/CLERK 

SEAL #____________________ VERIFIED BY: _________________________________________ ELECTION JUDGE/CLERK 

PART 4: BALLOT BOX DOOR 
1. TESTING / Delivery  
SEAL #____________________ VERIFIED BY: ________________________________________ELECTION OFFICIAL 

2. BEFORE 7AM (verify the seal is intact and sign. DO NOT CUT OFF UNTIL AFTER 7PM) 

SEAL #____________________ VERIFIED BY: ________________________________________ELECTION OFFICIAL 

SEAL #____________________ VERIFIED BY: ________________________________________ ELECTION JUDGE/CLERK 

3. AFTER 7PM cut seal to remove ballot box. Place used seals in gold envelope labeled “used seals” in judge’s 

election binder) 



EXPRESS VOTE VOTING MACHINES

• Remove seals from USB 
compartment. Place on Chain of 
custody paperwork in squares 
provided.

• Verify Election seals match the 
seal numbers written in Part 2 of 
Chain of Custody paperwork. 

• Turn on machine and close/lock 
door of compartment. 

• Once screen has come on you 
will be prompted to enter 
Election Code. This is the date of 
the Election. This will always 
start with a Capitol letter. i.e. 
Nov52024

Part 2: ELECTION DAY  

BEFORE 7AM: Verify and document Express vote official election seal number before turning on equipment. 

When ready to turn on machine pull off the red seal and affix in the space at the bottom of this page. 

 

A. EXPRESS VOTE MACHINE TOTAL #: _________________________________ 

VERIFIED BY: ______________________________________________________ ELECTION JUDGE/CLERK 

VERIFIED BY: ______________________________________________________ ELECTION JUDGE/CLERK 

B. Media Stick/Power Compartment: (Seal is RED – Official Elections Seal) - verify that the red official 

election seal is the same documented above in part 1 section B.             

SEAL #__________________________ VERIFIED BY: ___________________________ ELECTION JUDGE/CLERK 

SEAL #__________________________ VERIFIED BY: ____________________________ELECTION JUDGE/CLERK 

SEAL #__________________________ VERIFIED BY: ___________________________ ELECTION JUDGE/CLERK 

SEAL #__________________________ VERIFIED BY: ____________________________ELECTION JUDGE/CLERK 

SEAL #__________________________ VERIFIED BY: ___________________________ ELECTION JUDGE/CLERK 

SEAL #__________________________ VERIFIED BY: ____________________________ELECTION JUDGE/CLERK 

 

 

 

 

 

 

 

 
 

 
 
 

 
 
 
 

 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 

AFFIX DELIVERY SEAL HERE 

UPON OPENING POLLING LOCATION 



Signing In 

EXPRESS POLL BOOK:
 LAUNCHING AND LOGGING IN

• To get to the initial launch screen, 
touch the Launch button. When 
prompted, enter the Pollbook 
Qualification Code (“PQC”) then touch
Submit. (This code will always be 
REEVES+year i.e. REEVES24
• All passwords are provided on the 
Password card in the judges folder
• ALWAYS CHECK THE POLLING LOCATION BEFORE 
SIGNING IN

• If the polling location in incorrect click the 
“change poll” on the right  

• Once the correct poll place is selected, you will 
need to complete the dual sign in process. 

• Tap the box under the User Name box to type in 
the login R432 then repeat for Password R432 
and touch Sign In.



Open Poll – Voter Search

Opening the Poll

From the Monitor Poll screen, touch Open Poll.
Once the poll is open, you will see the 
number of voters who have checked in. At the 
start of the day this number should be ZERO. If 
this is not 0 you need to double check the polling 
location is set for Election DAY.. The checked in 
voters should match the number of ballots 
counted on the “Oscar” DS300 Scanner. 

Exception: Provisional Ballot voters will 
check in on the poll pad but their ballots 
will not get counted in the scanner. 

Searching for 
Voters
To Scan ID 
barcode, select 
the scan barcode 
button on the 
main screen. 

Line up the barcode on 
the back of the 
Texas Driver’s License or 
Identification Card.

Be patient. It 
might take a 
second for the 
results
You can also place the 
card onto the table and 
tip the pad to better line 
up the bar code.



SEARCHING VOTERS CONT.

IF no voter is found click the X in the top right hand 
corner of the screen box. 
You can then perform a manual search for the voter.

Searching for Voters
To conduct a search, select the Search for Voter
button on the main screen. Select a search field and
use the onscreen keyboard to enter the voter’s 
Date of Birth, and match the Last Name, First Name,
  
Matching results will be displayed below.

Green Voter may vote a standard ballot.
Yellow Some action is required before voter 
can be issued a standard ballot.
Red Voter cannot vote due being issued a 
mail ballot or voted previously in the same 
election. 

Voter Details & Status
Color Description



BALLOT BY MAIL 
VOTERS
RED ACTIVE BALLOT
• New Law: Voters who do not 

surrender their ballot by mail 
MUST VOTE PROVISIONAL

• If there is a “RED” ACTIVE BALLOT 
ISSUED next to the voters name in 
the poll book they HAVE received a 
ballot.

• The voter must bring the ballot with 
them in order to vote a regular ballot. 

• This form needs to be filed out and 
included with the surrendered ballot. 

• If the voter claims they did not 
receive a ballot in the mail they 
still need to vote PROVISIONAL.

• Please call us to verify we did not 
receive the voted ballot.

• If you are unsure; call us! 

 432-287-0222 x4 



The Check in Process
WHEN THERE IS A 
PROBLEM…

• Pay attention to Date of 
Birth when checking 
voter ID

• Sometimes there is a 
problem with the voter’s 
registration

• IF THERE IS A “Yellow” 
Caution THE VOTER 
needs to fill out a 
statement of residence 
card. This paper work 
goes in THE GREY 
ENVELOPE.

• VOTER MUST FILL OUT 
A STATEMENT OF 
RESIDENCE BEFORE 
VOTING

PLEASE NOTE: We now have new 
Electronic Poll Pad to speed the check 
in process. Poll pad operators will still 
need to tell the ballot pullers what 
box the voter is voting in. 

IF YOU CAN NOT FIND VOTER 
CALL 432-287-0222 X4



The Check in process and 
Voters on Suspense 
YELLOW CAUTION VOTERS

• Look the voter up in the poll 
pad. (On election day the poll 
pad can be switched to county 
to find a voter and direct them 
where to go)

• PAY ATTENTION TO THE 
COLOR; YELLOW MEANS 
THERE IS A PROBLEM WITH 
VOTER REGISTRATION.

• IF there is a “Yellow” notation 
the VOTER must fill out the 
Statement of Residence 
BEFORE voting.

• Remember! This is a Voter 
Registration Document! This 
needs to be filled out 
completely!

• CHECK THE DOCUMENT 
BEFORE ALLOWING THE 
VOTER TO VOTE.

• We are not in a hurry! We 
need to be accurate!



VOTER ID… WHAT CAN A VOTER USE?



Reasonable Impediment Declaration

If a Voter does not possess an acceptable form of 
photo ID, (can be expired up to four (4) years) and 
can not reasonably obtain an Acceptable Photo ID, 
these steps can be taken to allow the voter to cast a 
regular ballot.

• Voter must 
have a “List B” 

form of ID.

• Voter must be on the 
List of Registered voters.

NOTE: If a voter DOES NOT 
have a list B ID they can vote 
Provisional and they will need 
to fill out a RID.  They will have 
six (6) calendar days after  
Election day to present a 
Photo ID to the Voter Registrar 
to “Cure” their Ballot. 

Voter fills out the top part of the RID
 Election Judge fills out the bottom portion. 
RID is returned in the GREY ENVELOPE #4



Oath of Assistance Oath of Interpreter

The Assistant must repeat the Oath aloud 
and complete the form for each voter 
assisted.
The Assistant SIGNS THE FORM AND FILLS 
OUT ALL THE INFORMATION. 

Judges: DO NOT FILL OUT THIS 
INFORMATION!

This form is for people assisting voters 
Not staff.

Each person acting as an 
Interpreter must repeat this oath 
aloud and sign the form for each 
voter. 

Judge must print name 
and SIGN all documents!



Curbside Voting and 
Transportation Assistance

• Designate ONE person to handle 
curbside voting.

• Take someone with you if possible.

• If the same person has transported 
more then 7 (seven) voters they need 
to sign this form.

• If the person that provided 
transportation also assists the voter 
with reading or marking the ballot, 
the person must repeat the Oath of 
Assistance ALOUD and sign it prior to 
rendering assistance.

• Remember: the oath needs to be 
read ALOUD for EVERY voter 
being assisted. 



PROVISIONAL BALLOT ON THE POLL PAD

• Issuing a Provisional Ballot

• If the voter needs to be issued a provisional ballot:

• From the Voter Details screen, tap Issue Provisional

• Issue a provisional ballot from the Voter Details 
screen.

• Select a reason for issuing a provisional ballot.

• Provide a reason why a provisional ballot is being 
issued.

• Tap Next.

• Tap the green flip screen button and have the voter 
sign the screen.

• Tap Done Signing after the signature is captured.

• Verify the signature, then tap Accept.

• Type in the voter’s precinct in the Precinct box and 
tap Next.

• Enter the voter’s precinct.

• Select whether the voter will be issued an 
ExpressVote Activation Card or a Paper Ballot.

• Tap Issue Ballot.

• Tap Complete Check-in to finish checking the voter 
in. 

Once you have called the office and 
have verified that the voter is not 
registered in Reeves County and needs 
to vote provisional, you will need to 
add them to the poll pad. Follow the 
directions on the screen. You will need 
to add all of the information for the 
voter. 



PROVISIONAL BALLOT ENVELOPES

Please Note: Provisional Voters 
Check in at the Cure Table. The 
Poll Pad will instruct you on 
what to do to vote them. Be 
sure to click “Issue Provisional 
Ballot” 
THE ELECTION JUDGE NEEDS 
TO VERIFY AND SIGN THE BACK 
OF THE PROVISIONAL 
ENVELOPE 1ST! 

Please Call us if you have 
any questions! 

What goes in the 
Envelope? 

Provisional 
Envelopes, list of 
Provisional voters 
goes in the 
Envelope for 
Provisional Ballots.



WHEN TO VOTE 
PROVISIONAL

• New Law: If voter does not 
surrender their mail ballot 
Voter MUST VOTE 
PROVISIONAL

• Voter is not Registered in 
REEVES County

• Please call Voter Registrar to verify 
Voter is not Registered. Do Not 
Guess!

• Voter has No ID and no List B 
ID

• Voter is in the wrong Election 
precinct “voting box”

• Please Note: IF Voter is in the 
wrong polling location PLEASE 
ADVISE VOTER TO GO TO THE 
RIGHT POLLING LOCATION 
Please remind the voter that 
Their vote will not count if 
Provisional Ballot is cast in the 
wrong Election Precinct 
“voting box” 

THIS BOX MUST BE COMPLETED 
BY ELECTION JUDGE BEFORE 
GIVING TO VOTER

THIS BOX TO BE COMPLETED BY THE VOTER! 
MUST HAVE A REEVES COUNTY ADDRESS!

REMEMBER! 
THIS IS A VOTER 
REGISTRATION 
FORM!

DO THIS 
FIRST!



KEEPING TRACK OF 
BALLOTS AND 
BALLOT CARDS

1. Write your initials, then write the Start of 
Day Public Count and Start of Day 
Voted in Person # from the E-Pollbook. 
This number should be ZERO. If not, 
CALL THE OFFICE!

2. At the end of the two hour period, write 
down the PUBLIC COUNT from the 
DS300 and the # VOTED IN PERSON 
from the E-POLLBOOK in the Hourly 
Ballot count columns. The total number 
of checked in voters on the pollbook 
should match the Hourly Public Count 
from the DS300. If not, explain in the 
other/comments section on the back of 
this sheet.

3. Write down the Hourly totals in the Hourly 
Summary Report Section for columns B 
thru E every 2 hours so at the end of the 
day you know how many ballots were 
used.

4. The Total Ballots Issued column serves 
as an hourly record of ballot distribution.

5. Use this to “count” your ballots at the end 
of the night. 

BALLOT RECONCILIATION & CHAIN OF CUSTODY FORM FOR ELECTION DAY 

POLLING LOCATION TYPE OF ELECTION DATE OF ELECTION AUTHORITY CONDUCTING 
ELECTION 

 
 

  REEVES COUNTY 

 

 OPEN POLLS HOURLY BALLOT COUNT HOURLY SUMMARY REPORT 
ELECTION 
DAY 

WORKER 
INITIAL 

START 
OF DAY 
PUBLIC 
COUNT 
(DS300) 

START OF 
DAY VOTED 
IN PERSON 
(E-
POLLBOOK) 

WORKER 
INITIAL 

(A) 
HOURLY 
PUBLIC 
COUNT 
(DS300) 

VOTED IN 
PERSON (E-
POLLBOOK) 

(B) 
# BALLOTS 

IN 
EMERGENCY 

BIN 

(C) 
# 

PROVISIONAL 
BALLOTS 

(D) 
#  

SPOILED 
BALLOTS 

(E) 
#  

SIGNED 
BY JUDGE 
BUT NOT 

USED 

TOTAL 
BALLOTS 
ISSUED 

A+B+C+D+E 

7:00 AM  0 0         

9:00 AM            

11:00 AM            

1:00 PM            

3:00 PM            

5:00 PM            

7:00 PM            

            

            

            

            

TOTALS            

 

 

1. Write your initials, then write the Start of Day Public Count and Start of Day Voted in Person # from the E-Pollbook. 





What to put in the Ballot 
Box at the end of an 
Election. (7:00 p.m.)

Check for stray ballots inside 
“Oscar” Lock blue box and use 
seal taped to blue box. Seal 
number should match what is 
written on blue paper

Put blue paper 
inside ballot box!



How to fill out the Blue Form
Box #     Reeves County      date General • Line 1. How many voters checked 

in on the poll pad?

• Line 2. How many Provisional 
Ballots ? (voters who checked in 
on the poll pad but did not put 
ballot in Scanner.)

• Line 3. How many Ballots were left 
in machine? (Voter checked in but  
did not place the ballot in the 
scanner)

• Line 4. Subtract line 2 &3  from 
line 1. 200 voters –5 provisional 
voters - 1 thrown out = 194

• Line 5. How many Ballots are in 
the Box? (Same as Line 4)

• = 194 ballots in the box.

200
5

1

194

194



CLOSING THE POLL

• To Officially close the polls, remove 
red seal covering USB compartment. 

• Write/Verify Seal # and place sticker 
in place provided. 

• Press CLOSE POLL button inside 
compartment.

• Let it print all reports, judges sign and 
place in RED media bag.

• Press Finished – Turn off  

Follow directions on the Screen

• REMOVE THE MEDIA STICK! 

• PLACE IN RED BAG AND INSERT SEAL

• BRING RED BAG, BALLOT BOX, 

• PROVISIONAL BALLOTS

• AND PAPERWORK TO ELECTION 
OFFICE

• IF YOU HAVE ANY PROBLEMS CALL 
THE OFFICE 

• 432-287-0222 X4 OR 254-226-4420

• You do not need to count all the 
unused ballots. The poll pad keeps 
track of the ballot cards used. You 
only need to account for the ones you 
signed. 

CHAIN OF CUSTODY AND SEAL ACCOUNTABILITY LOG  

TRANSPORT OF USB STICK ON ELECTION NIGHT 

County: REEVES COUNTY TX 
 

Election:  

Precinct:  
 

Polling Place:  

 
PART 1: USB COMPARTMENT 

AFTER 7PM on Election Night (Closing the poll): Election Judge and a witnessing clerk will verify and sign below that the 

seal number did not change the entire time of Early Voting. USB compartment was not tampered with. 

SEAL #____________________VERIFIED BY: __________________________________________ ELECTION JUDGE/CLERK 

VERIFIED BY: __________________________________________ ELECTION JUDGE/CLERK 

 
 
 

 

 

OPEN COMPARTMENT AND PRESS CLOSE THE POLL! FOLLOW DIRECTIONS ON THE SCREEN FOR CLOSING POLL.  

DO NOT FORGET TO REMOVE USB AND PLACE IN RED MEDIA BAG ALONG WITH RECEIPT THAT PRINTS OUT.  

 

PART 2: RED MEDIA BAG 

1. AFTER 7PM CLOSING POLLS (judge: seal within the RED bag the DS300 media stick and record seal number 

below) 

SEAL #____________________ VERIFIED BY: _________________________________________ ELECTION JUDGE/CLERK 

 

AFFIX SEAL HERE 

UPON CLOSING POLL 



Envelope 2 – Yellow

General Election
  BOX # 

REEVES COUNTY CLERK

POLL 
WATCHERS 
FORM

Reeves County

3rd     November    20

Be sure to fill out the 
Compensation form 
accurately so we can pay 
you in a timely manner.

Each envelope tells 
you what goes in 
side. Please read this 
list and check off 
each item.



Envelope 3 – Pink
Presiding Judge

This is yours to keep for 
22 months. If you have 
trouble with getting 
paid, this is your proof. 



Envelope 4 – Gray

General Election

STATEMENT OF RESIDENCE CARDS
For those with an “S” next to their 
name on Poll Book.. Yellow Caution 
Voters. 

For people not on the list 
Registered Voters. 
*Voter Registrar will tell 
you to fill this out.*

For voters that 
have an “ID” next 
to their name. 
Please note that 
they also need to 
fill out a Statement 
residence card.

Box #

Voter Registrar telephone number 
is on the supply box. If you have a 
question about Voter Registration 
please call us at 432-287-0222 
Option 4



Spoiled Ballots – Dark Yellow
Return with unused Ballots

Please note: 
When 
recording 
numbers for 
Blue Ballot 
Box Seal the 
number of 
spoiled 
Ballots 
needs to 
counted on 
Line 3. 



Any Questions? 
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