End of Night Paperwork
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Election Night Checklist

1 Election Results Report (tape) from each machine posted on the door of the precinct

L. ITEMS BROUGHT TO CLERK OF COURT’S OFFICE

Clear Plastic Clerk of Court Bag — page 66

All Machine Cartridges
Original White Machine Certificate (MC-52) Note: 3 places on this form for recorded times
1 Election Results Report (tape) from each machine

Clasped “C” key envelope (C-03) with keys from each machine (With the B-02 key
envelope inside ONLY IF a machine was opened & documentation is on back of envelope)

Completed Affidavit of Payroll and Non-Disclosure (AFF-PND)

‘White Copy of the Notation of Irregularities form

White Copy Challenge of Voter (CV-56)

1 Red cartridge seal that has been cut from each machime

Completed Green “Tell Us About Your Day™ form

Completed Purple Safety Checklist

Beige Incident Report (even if unused)

Red Binder with stickers - Election Day Information

Federal Elections Only - Election Day Provisional Packet (ED-PP) with afl provisional items

Precinct Specific Envelope (PSE)

All posted signs and sample hallots (with tape folded over so papers do not stick together)
Used A and B-02 key envelopes

II. ITEMS TO BE MAILED ELECTION NIGHT

Secretary of State Envelope (S-19) — page 64

Signed Yellow Poll List (PL-53-Gold)

1 Election Results Report (tape) from each machine
1 Zero Proof Report (tape) from each machine
Yellow Copy of Machine Certificate (MC-52)
Yellow Copy Notation of Irregulanities form

Election Night Checklist

III. ITEMS TO BE LOCKED IN VOTING MACHINE (cont)
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REGISTRAR OF VOTER’S GREEN NYLON BAG
(with PINK precinet index card) to include

Registrar of Voters Envelope (ROV) — page 63

1 Election Results Report (tape) from each machine

Pink Copy of the Machine Certificate (MC-52)

Pink Copy of the Notation of Irregulanties form

Signed Pk Poll List (PL-53-Pink)

Completed Address Confirmation Card (ACC)

Completed Voter Identification Affidavit (AV-34)

Completed Pink Precinct Register Correction (PRC)
Completed Pink Copy of the Challenge of Voter form (CV-56)
Completed LA Voter Registration Application (LA-VRA)
Completed Voter Assistance Form (VAF)

Physician’s Certificate for Assistance

Written, signed statements regarding voter’s inability to read
Additional items for the Registrar of Voter’s green nylon bag:

O Black precinct register binder

O Absentee supplemental list (L-SL) if any, along with envelope placed in the back of the
precinct register binder

SECRETARY OF STATE GREEN CANVAS SUPPLY BAG to include:

General Forms Clear Bag — page 65

All clean, unused signs and forms

Blue Painters Tape

Informational Pamphlet for Election Day Voting (IP-ELECT DAY)
Yellow Pad

Morning’s broken red seal from ROV green nylon bag

Pens (that still write)

Laminated Audio Voting Keypad Quick Chart

Page Magnifier and Magnifying Ruler

Braille Book for Audio Voting Instructions (AVK-B)

Federal Election Only - Braille Book for Federal Elections/Provisional Voting
Information (CI-51) in the Braille Book Envelope (BBE)

Rl SR S R R Bl B Rl e

X ¥

X X ¥ ¥ % Xx

*
*
*
*
*
*
%
*
*
%
*
*
*
*
*
*
*
*
*
»
»*
*

x



Closing Machines Ps. 59

Distribute all 4 Official Election Results reports as follows:
* One in the Gold S-19 Secretary of State Envelope

* One in the Pink ROV envelope

* One in the Clear Plastic Bag

* One posted on the outside wall or inside on glass so that they public may
view from the outside of the location

PRECINCT




Machine Certificate #2

Time the machines were closed

Pg. 61

Public Counter Numbers (found on machine’s operator panel)
Protective Counter Numbers (found on machine’s operator panel)
Any visible damage to the machines

Precinct Register Seal (ROV Bag Seal)

ITI. All Commissioners sign and list the time and date of signatures

II. CERTIFICATENO.2 - FILLED IN AT THE CLOSING OF POLLS

WACHINE MACHINE MACHINE WACHINE MACHINE MACHINE MACHINE

1A 810  pm, uo|ngrnach|neswereclosedagalnsifunhervonng Seral numbers on

machines closed were the following: .......................... ...-’ Setalt 1167 1168 1169 1170
2. PUBLIC COUNTER NUMBERS {right side ofthe operator panel) shown wiere the following. ......... @ E';:Ir':er 4 62 30 5 5
3. PROTECTIVE COUNTER NUMBERS (left side of the aperator panel) were the folowing: ......... 5 |Prtective 1187 1030 1105 1205

Counter#

4, List any visible damage at the close of the election to a voting machine by serial number that Visible
oceured QUG e SlRCHON: ..o s e ? Damage None None None None

5. The Precinet Register was resealed by the commissioners at the end of the election with seal number(s): 746511 o —
6. After locking machines, place veting machine keys into the C-03 Envelope, sign, and deliver to the clerk of courtin the Clear Plastic Zipper Bag.

1. COMMISSIONER CERTIFICATION - SIGNED AFTER COMPLETION OF BOTH CERTIFICATES

IN WITNESS WHEREOF, we have signed ournames at__ 8:25  pm, onthe Sth day of April L2
Commissioner-in-Charge Signature: Jow Williamy End of Night
Commissioner's Signafure: Wil Farradn Commissianer's Signature: Jow White ROV Bag Seal
Commissioner's Signalure: Justin Hillvagin Commissioner's Signalure: Jored Grow Found attached to the
DISTRIBUTION: Original {white}is delivered to the Clerk of Cout inthe Cleer Plastic Zipper Bag the yellowis put intothe 5-19 (Secretary of Stee Envelope), and the pink s putinthe ROV Envelope (Registrar of Veters Envelope) inside of the front cover
Prepared and Fumished by Secretary of State Maching Certificates (MC-52) Rev. 1119 on the Precinct Regi ster
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Pg. 62

AFFIDAVIT OF PAYROLL AND NON-DISCLOSURE

FOR ELECTION DAY COMMISSIONERS

St Tammany

Use Ballpoint Pen — Press Hard

Ward 422 Precinct  Date

01/01/vear

Each commissioner shall complete his or her payroll information below and sign. By signing this affidavit, each commissioner swears that
the payroll information herein is true and correct to the best of his or her knowledge and acknowledges that he or she is prohibited by law
from disclosing any confidential voter information listed in the precinct register.

NAME
(Please Print)

MAILING ADDRESS

SIGNATURE
(of Commissioners)

INITIALS  HOURS WORKED

(BEx- 53

9. 20\

i Joln Doe

123 my street, wy city, La 70000

Commissioner

Last four SSN’s o000

JD 6304

Zo/tdn cﬁoe unitor

[ Johumy S. Doe TT1

7949 1st street, wmy city, La 70000

m

&4Fpm_|

Commissioner

Last four SSN’s [010)00)

JSD_|e:20aw

Gt DL

&1Fpin_|

[ Jane WMarie Little

U556 same street, same city, La 0000

Commissioner

Last four SSN’s D002

ML [¢:304

&1%pm]

Gomerbttle

Commissioner
Last four SSN’s

Sally Note WMe

729 Any street, same city, La 70000

Commissioner-in-Charge
Last four SSN’s 0002

SNM _ [¢:30a

21Bpn]

QBaly Nz

m

Sign at the END of the night

Disposition:
Place in the clear plastic zipper bag which is to be delivered to the Clerk of Court. Affidavit of Payroll & Non-Disclosure (AFF-PND)
Rev. 6-15 Prepared & Furnished By Secretary of State

No one can sign for you!



AFFIDAVIT OF PAYROLL AND NON-DISCLOSURE P g o 62

FOR ELECTION DAY COMMISSIONERS

Use Ballpoint Pen — Press Hard

St Tammany  pasish 52 Ward 422 Precinct  Date ___()1/(07/! vear

Each commissioner shall complete his or her payroll information below and sign. By signing this affidavit, each commissioner swears that
the payroll information herein is true and correct to the best of his or her knowledge and acknowledges that he or she is prohibited by law
from disclosing any confidential voter information listed in the precinct register.

NAME MAILING ADDRESS SIGNATURE INITIALS HOURS WORKED
(Please Print) (Please Print) (of Commissioners) (Bx. 5:30%
TolauTe [122 wy street my city, La 70000 , 162040 1o47pm
~'Commissioner \ an e unior ~ T :
m

Last four SSN’s QQQ:‘

| JOMMMVémZZﬁig_eZ:I }7&0} Ast street, wmy city, La 70000 % @ : 61'\7PVV\:|
Last four SSN’s 0000 U

Commissioner

Last four SSN’s D00 2

Commissioner ’
Last four SSN’s

[ Jane Marie Little }46@ same street, same city, 1.a F0000 ,QM&WMZ& IML T1¢2pa 61'\6PW\]

(4

Sally Note Me [ 260 Any street, same city, L.a 20000 st 1202 L adenm
Commissioner-in-Charge | %d[[p Q% !
Last four SSN’s QQQ% = m
Disposition:
Place in the clear plastic zipper bag which is to be delivered to the Clerk of Court. Affidavit of Payroll & Non-Disclosure (AFF-PND)

Rev. 6-15 Prepared & Furnished By Secretary of State

The Commaissioner-in-Charge should ensure that
all documentation 1s complete, prior to signing.

Incomplete or inaccurate information slows
processing your paycheck.




Inside the Clear bag
see pages 66-67

This is the clear bag the CIC brings to
the COC at the end of Election Night

This would include the following:

All Machine Cartridges
Original White Machine Certificate

1 Election Results Report (tape) from each
machine

Clasped “C” key envelope with keys from each
machine

Completed Affidavit of Payroll and Non-
Disclosure

White Copy of the Notation of Irregularities form
White Copy Challenge of Voter

1 Red cartridge seal from each machine
Completed Green “Tell Us About Your Day” form
Completed Purple Safety Checklist

Beige Incident Report (even if unused)

Red Binder with stickers - Election Day
Information

Results Report Clear Bag

Notation of
Irregularities

Machine
Cartridge

Payroll
| Affidavit

| Tl
......

T e ot o ACIATIY g e ot ot Gt 50004700 |

POLLING FACILITY

Tell us about your
day, Incident
Report, Safety
Checklist

Tnbrior Serey Vo N NA|

Challenge of Voter

Red
Cartridge
Seal

m | Machine

At

(RS- o ol

herman, sy, it

c o
Please place this form in the Clear Pouch and return
o the Clerk of Court.

‘Thank you for your cooperation.

Certificate

Election Day Information
(5or rterencepursoves o)

PRECINCT
«Precinct»

In addition to the Clear bag bring the PSE envelope with all your used supplies & posted

signage & S-19 SOS envelope (to be mailed)

For Federal Elections only you need to include the “Provisional Ballot Envelope”
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Inside the PSE

You will place all the informational
signs that were posted around your
precinct walls. This envelope is brought
back to the COC at the end of the night

Vote Here Sign

Stop
Electioneering

YOTE HERE

ELECTION DATE:

e KBNS R

This would include the following:

POLLING PLACE HOURS: % “AT&BY Electioneerin
« Vote Here Sign S 10 i “ | KeyEnv. [ 5 sasithin £nA J
— : . B Accessible
« Sample Ballot Poster Sample Ballot Voters’ Bill of Entrance
SANPLE BALLOT { Voters
INSTRUCTIONS FOR VOTIN 3

1

« Election Day Voters’ Bill of Rights Poster

identify yourself (

LOUISIANA VOTER
AND VOTING 1

« Notice to Voters Sign

If with: ACCESSIBLE
- icense, ENTRANCE
« Accessible Entrance Sign 3 PN ification card,

*ognized picture ID that

d signature before voting.

icture IDSyousmay, yote

« STOP Electioneering Sign

The “A” key envelope is to be placed in the PSE envelope. If you didn’t have to open the
“B” key envelope for a warehouse technician and only opened it at the end of the night to
unlock the machines, you will need to place the “B” key envelope inside the PSE envelope.



Inside the S-19 Envelope
see page 64

4 Gold SOS Envelope E.-
'\m] M el

77 .. FTER ELECTION. COMMISSIONERS ENCLOSE THE FOLLOWING IN THIS ENV/
* ONE (1) POLL LIST (PL-S3-gold)

NO POST/

The CIC will need to mail this envelope to the
Secretary of State office at the end of the night

* ONE (1) MACHINE CERTIFICATES (yellaw copy) (MC-52)

* ONE (1) OFFICIAL ELECTION RESULTS REPORT from each machine

OFENVELOFE AND MAIL ON FLECTIONNIGHT 10 3335 SECRETARY 0/
P. 0. BOX 94125

BATON ROUGE

3 lz gecrelary of State’s Envelope

This would include the following:
« Signed Yellow Poll List

« 1 Election Results Report (tape) from each POLL LIST

machine ertificate

| (3|

i
-

« 1 Zero Proof Report (tape) from each machine

Poll List

« Yellow Copy of Machine Certificate

Notation of
Irregularities

« Yellow Copy of Notation of Irregularities

SRR
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Inside the ROV Pink Envelope

*x X

Challenge of Voter form
Completed LA Voter Registration
Application « Absentee supplemental list (LL.-SL) if any,
along with envelope placed in the back of
the precinct register binder

« Black precinct register binder

* %

*
*

»x
»x

*
*

« Completed Voter Assistance Form

X
X

*
*

Physician’s Certificate for Assistance

X
X

*
*

Written, signed statements regarding
voter’s 1inability to read

o
'k*i * %
*
*4:* see page 63 -64 % %
: . o »*
* This envelope goes inside the ROV bag T - e
x ** (green nylon bag with pink tag) in the ReP‘f':f o Pink e Notation of *’" *
X X audio machine, at the end of the 3 == Irregularities %
**‘ x night i ¥ | * **
MMl This would include the s A Address conf. 01
*i* following: Poll || card * %
x « 1 Election Results Report (tape) from Machine | =~ | List Voter * %
* ** each machine Certificate [~ = Registration App ** %
X X «  Pink Copy of the Machine Certificate = Preci == = *
* . ) recinct
X X «  Pink Copy of the Notation of | Register ***
*4(* hiregular.ltles form' Fj Correction * %
. « Signed Pink Poll List Assistance ; f "’"‘"’wﬂm:;?f:{-_-; Voter ID ***
x X « Completed Address Confirmation Form - || Challenge [ Affidavit »
x of Voter
X X Card ST e = — *‘,*
MMl - Combleted Voter Identification —— * %
Y 1 L L L *
* Affidavit _ . . Additional items for the * %
x X « Completed Pink Precinct Register Resi £V ’ 1 »
;x* Correction egistrar of Voter’s green nylon % %
o « Completed Pink Copy of the bag: ‘,*,‘.
X *
X *
s *
™ *
% *

10
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Inside the General Forms Clear Bag
see page 65

This bag needs to go inside the green canvas bag (SOS bag) and stays in the lead machine at
the end of the night

In the clear bag: -

GENERAL FORMS

« All clean and unused signs and forms =

DO NOT DISCARD
In the green canvas bag: CONTENTS
REPLACE IN BAG

inpec ing.

« Blue Painters Tape

« Informational Pamphlet for Election Day Voting
(IP-ELECT DAY)

*  Yellow Pad
Stickers for voters provided by the SOS office

Morning’s broken red seal from ROV green
nylon bag

Pens (that still write)
+ Laminated Audio Voting Keypad Quick Chart
Page Magnifier and Magnifying Ruler

Braille Book for Audio Voting Instructions
(AVK-B)

« Federal Election Only - Braille Book for Federal
Elections/Provisional Voting Information (CI-
S1) in the Braille Book Envelope (BBE)




Locking Up the Machines

Use the “Election Night Checklist” provided
Items to be locked in the machines at the end of the night are:

Supply Machine
with the magnifying ruler, page magnifier,
braille booklet, tape and the clear general forms bag containing all
your recyclable forms.

Audio Machine

ROV bag containing: Precinct Register and
* the ROV envelope (Your blue seal for this bag is found attached to

the 1nside of the precinct register).

If you have any questions regarding the blue seal
or any ROV forms please contact the ROV office:

Covington (985) 809-5500
Slidell (985) 646-4125

12



