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Welcome to
2020 Election Judge
Early Voting Training

Robin M. O’Connor

Lake County Clerk

LakeCountyClerk.info

Information presented today

• Early voting basics

• Pre-election set up

• Daily opening and closing procedures

• Processing routine voters

• Processing voters with special circumstances

• Final closing procedures
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Early voting sites are universal

Eligible citizens can vote 
(or register and vote) at any of the 

16 early voting sites no matter 
where they live in Lake County

Daily Opening Procedures

3

4



Early Voting Training for March 2020

3

Follow details in 
manual

• Begin with the 
security 
materials pouch 
in blue tub

• Confirm serial 
numbers on 
pouch and 
security card 
match

Unlock file cabinet

• Use keys in security 
materials pouch
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jetpack

• Turn on the first 
morning

• Should remain 
turned for the 
duration of 
early voting

• No need to turn 
off every night

Power up ALL 
ePollbooks

This will ensure a 
current  database 
on each unit
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AskED and ExpressPass software 
load automatically

Log in with ExpressVote 
User Name and Password
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Please send a “Chat” with list of 
workers. Note if hours are different 
than assigned

ExpressVote unit for 
print-on-demand 
ballots
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Unlock side panel 
and turn on power

Enter election code on back of 
password card
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Code is case sensitive. Enter slowly and wait 
until each letter/number turns into “ * ” before 
entering next letter/number. Press “Accept”

Each time a packet is opened, 
count ballots.

Place sticker on ballot label form in red binder.
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Also done for ExpressVote ballot 
stock

Unlock ballot bin lid and screen
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Record and confirm voter totals on
Daily Applications Envelope 

Complete the Ballot Bin Daily 
Security Checklist
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We have found it helpful…

• If possible, one judge should serve as a quasi Ballot Box 
judge

• Rotate roles through the day
• Help with print-on-demand ExpressVote questions
• Direct traffic to voting booths 
• Collect privacy sleeves and pens
• Dispense stickers

You are 
working as 

a TEAM

At some sites, judges 
do both check-in and 
ballot issue tasks for 
a voter

Still verifying 
signature and 
ballot with 
fellow judge

Some sites have separate check-in 
and ballot issue areas

Plan to rotate stations every couple 
hours

Everyone must be willing to serve 
in all roles
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Pollwatchers may be present

• Only need to surrender credentials once for each EV site 
they wish to observe

• After that they can sign in and out

• If present, announce voter’s name and address (party, if 
a primary)

• Can observe, request clarification of procedures, and 
challenge voters

• Cannot touch materials, assist voters, or be a part of 
decision on challenge

Processing a Routine Voter:
In preferred voting site

Voter will receive a pre-printed ballot
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What is a preferred early voting 
site?

• Serves voters 
generally within 
voter’s home 
township borders

• Example: Maria lives 
in Mundelein and 
votes at Fremont 
Township Office in 
Mundelein

• She will receive pre-
printed paper ballot

Ask voter’s name and enter few 
letters

Too many results
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Application prints

Voter verifies and signs
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Together, judges verify signature

One judge initials application
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Review info with voter and
select “RECORD CHECK-IN”

ePollbook 
knows to issue 

pre-printed 
ballot

Issue pre-printed ballot

• Ballot issuing process depends on your site
• You issue the ballot after verifying with a second judge,

or
• Another judge acting as a Ballot Issue Judge at a second table 

may issue ballot
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Final instructional screen

Add application to accordion 
folder
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Processing a Routine Voter: 
Outside the preferred area

Voter will receive a print-on-demand ballot

Voting outside the preferred 
area?

• Beyond voter’s home 
township borders

• Example: Robert lives 
in Mundelein and 
votes at Antioch 
Township Office in 
Lake Villa

• He will vote a print-
on-demand ballot on 
the ExpressVote unit
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Ask voter’s name and find on 
ePollbook

Process as a routine voter ensuring 
that two judges verify signature 
match
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ePollbook programmed to know 
what kind of ballot

ePollbook knows 
to issue print-on-

demand ballot

Review info with voter then select 
“RECORD CHECK-IN”
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One judge initials application

Place ballot stock in 
ExpressVote printer

With cut corner in 
upper right position
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Press “CODE”

Bar code, precinct, 
and ballot style 
print on ballot stock
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Add your initials

Precinct and ballot style 
numbers must match

MG

0000000123
0000123
LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
WAUKGAN 333 001, NP

---------------------------------

---------------------------------
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0000000123
0000123

LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
ELA 100 123, DEM  ELA 100 123

-----------------------------------------------------------------------------

-----------------------------------------------------------------------------

Variations you might see…

Township   Precinct   Ballot Style   Party Township   Precinct   Ballot Style

0000000123
0000142

LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
WEST DEERFIELD  396  593  REP  WEST DEERF

-----------------------------------------------------------------------------

-----------------------------------------------------------------------------

Or you might see…

Township    Precinct    Ballot Style    Party    Township (truncated)
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0000000123
0000142

LAKE/ILLINOIS
GENERAL PRIMARY 2018
03/20/2018
WEST DEERFIELD  391  REP  WEST DEERFIELD

-------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------

No ballot style?
Only style in precinct

Township    Precinct    Party    Township 

Place application in 
accordion folder
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Final coding screen

Voter uses touch-screen to make 
choices, then prints ballot

• Direct voter with 
ballot to ExpressVote
unit

• Voter is not going to 
ballot issuing area as 
unit will print votes 
on ballot stock

• May have to give 
voter some general 
operation 
instructions
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Note the special tray for casting 
ExpressVote ballots

Trouble coding 
the ballot stock?
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If there is a 
problem 

coding the 
ballot stock 

- STOP

ExpressVote software 
may not be running or 
may have stopped

Do not send voter to 
another unit

Voter’s information is 
still in the print queue

Next voter processed will 
get the previous voter’s 
ballot information

Select “PROBLEM”
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Re-insert ballot stock in printer 
and select “CODE”

SPECIAL CIRCUMSTANCES

Assisted Voter Affidavit
Grace Period Registration

Provisional voter
Inactive voter
Spoiled ballot
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SPECIAL CIRCUMSTANCE:
Assisted Voter Affidavit

Only affidavit to be completed 
manually
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Offer ExpressVote as alternative

• No need to complete 
paper affidavit

• Protects voter’s 
privacy

SPECIAL CIRCUMSTANCE:
Grace Period Registration
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Grace Period Registration

• First-time registration 

• Name or address update to current record

• Voter can be processed at any early voting location

• Must vote at the time of registration

• Applicant must meet all voter registration requirements

• Present two forms of valid identification

Considerations

• For a busy early voting site, set up a designated voter 
registration station

• Allows faster processing of routine voters
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Because voters can vote and 
register at any early voting 

site, every search defaults to
“Entire Jurisdiction”

Because voters can vote and 
register at any early voting 

site, every search defaults to
“Entire Jurisdiction”

Requires two forms of valid 
identification

• One must show current Lake County physical street address 
• Not business address or PO box

• A list of acceptable documents can be found
• Under the icon in the ePollbook’s upper right corner
• On Grace Registration Form

• Insufficient identification?
• Process as a provisional voter

?
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OUR REGISTRATION FORM 
IS MANDATORY

• It is a self-certifying 
form that is completed 
and signed by the 
voter

• Voter is signing the 
attestation that they 
are qualified to 
register and vote

• Use information on 
form to enter into the 
ePollbooks, not voter’s 
ID

DO NOT accept other forms 
voters may bring in 

• May not have

• All the information 
we need

• Affidavit/attestation 
at the bottom 
specifically designed 
for grace registration
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Grace Period Registration:
New Registration

Give clipboard and form to 
voter

• Instruct voter to:

• Complete the form

• Read the oath and 
sign the form

• Return form to judge 
when finished 

• Present two forms of 
valid identification
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Voter selects type of 
registration

Voter completes #1 through #10
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Voter MUST date and sign form

• Verify form is 
completed and 
signed

• You will be entering 
information from #1 
through #10 into 
ePollbook

73

74



Early Voting Training for March 2020

38

Enter few letters of each name

For a new registration, 
there should be no match
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Select “REGISTRATION”

Enter voter’s address from 
Grace Registration Form, not 
identification
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Select valid address in blue bar. If 
none found, call Early Voting Hotline

Ask for voter’s move date.
If less than 30 days, not eligible to 
register at this address
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• When entering driver’s license or state identification 
and Social Security number:

• Only one is required, both fields must be filled
• Read screen for instructions

• For driver’s license or state identification, do NOT use 
state abbreviation before or after 

Make sure names are complete. 
Fields outlined in red are required.
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Enter types of identification 
presented

Application 
prints
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Read and follow screen 
instructions

Verify voter’s information

• Name and address

• Party, in a primary

• Voter’s signature 
• Compare signature to 

Grace Registration 
Form to ensure both 
are signed
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Pre-printed or print-on-demand 
ballot?

ePollbook will 
tell you

Remember, to select 
“RECORD CHECK-IN”
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Follow instructions on screen

Completed Grace Registration 
Form

• Place in the 
Completed Grace 
Registration Forms 
Binder

• It is CRITICAL we get 
the completed forms

• This is our only 
record of the voter’s 
registration
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Grace Period Registration:
Address Change

Date voter moved

Current Address

Old Address
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Find Elisabeth’s current record

Select “No Match/Challenge”
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Elisabeth’s address has changed

Enter her current address from 
Grace Registration Form
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Valid Lake County street address

• Lake County Street Master is the U.S. Postal Service’s 
database in ePollbook.

• Must be a residential, physical street address

• Business address or P.O. box not valid for registration

• If no address found; call Lake County Clerk’s office

Valid address found
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Enter date voter moved 

Voter has options
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New information will populate

Add driver’s license, state identification, 
or last 4 digits of Social Security number
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Enter types of identification 
presented

Have voter verify application 
information Verify this 

is new 
address
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Verify information and 
select “RECORD CHECK-IN”

If voter is not in preferred site, 
ePollbook will guide you
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All ballots are initialed by 
judges

ANH

Information must match

0000000123
0000142

LAKE/ILLINOIS
GENERAL PRIMARY

WAUKEGAN  333  001  NP  WAUKEGAN
-----------------------------------------------------------------------------

-----------------------------------------------------------------------------

Precinct and 
ballot style

(and party in a
primary)
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Place application 
in accordion file

Completed Grace Registration 
Forms

• Place in the 
Completed Grace 
Registration Forms 
Binder

• It is CRITICAL we get 
the completed forms

• This is our only 
record of the voter’s 
registration

109

110



Early Voting Training for March 2020

56

SPECIAL CIRCUMSTANCE:
Provisional Voter

Reasons

• In circumstances where identification is required, voter 
cannot produce any identification or registered voter in 
same precinct as witness.

• Voter requested and received ballot by mail, appears in 
the voting site, and cannot surrender ballot.

• Voter is already marked as voted, appears in the voting 
site, and insists on voting.

• ePollbook shows that voter is already processed under 
Grace Period Registration and insists on voting.

111

112



Early Voting Training for March 2020

57

Provisional ballots

• NOT put in the ballot bin during early voting or on 
Election Day

• NOT initialed by judges

• Secured by judges and returned to the Lake County 
Clerk’s office

• Voter has seven days after Election Day to present 
required documents to the Lake County Clerk’s office

• Lake County Clerk’s office will review documentation 
presented by voter for determination

Provisional ballot supplies

Why Your Ballot
Is  Provisional

How to Process 
a Provisional Voter

Provisional 
Voter Envelope

Spanish
Template

Provisional
Stamp

113

114



Early Voting Training for March 2020

58

Provisional Ballot Envelope

• Do not use Grace 
Registration Form

• Envelope is an 
affidavit

• Serves as voter’s 
registration form

Provisional Ballot Envelope

• Judge completes 
front and back of 
Provisional Ballot
Envelope

• Voter and judge sign
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Provisional Ballot Envelope

• Enter information on 
envelope into 
ePollbook

• Select “Provisional” 
when given the on-
screen choice

• If ePollbook can’t 
find voter’s address, 
contact our office

Enter “Ballot access number”
118
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Use provisional stamp.
Avoid the timing marks.
Do not initial ballot.

PROVISIONAL

For the voter

• Remove and keep the white receipt from affidavit 
envelope

• Give voter
• Ballot
• Ballot marking pen
• Provisional Ballot Envelope
• Verbal instructions for returning the ballot 
• Directions to voting booth
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After marking ballot, voter will

• Fold the ballot 

• Place it the in 
Provisional Ballot 
Envelope

• Seal the envelope

• Return sealed 
envelope to the 
judge

P
R

O
V

IS
IO

N
A

L

No provisional ballots in bin
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Locate Provisional Ballot 
Security Envelope

Voted provisional ballots

• Enter voter’s 
information on 
security envelope

• Place sealed 
affidavit/ballot 
envelope in security 
envelope

• Return security 
envelope to ballot 
cabinet
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Give to voter

• Provisional Voter 
Ballot Receipt

• Why Your Ballot is 
Provisional 
information sheet

• Reminder about the 
ballot access number

SPECIAL CIRCUMSTANCE:
Inactive Voter
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Inactive voter that has not 
moved

• Always follow the prompts on the ePollbook screen

• Voter signs under the application and the affidavit, 
election judge signs on affidavit

• Can use witness or 2 forms of identification to prove 
residency

• If identification chosen, record the 2 forms on the 
application (must contain voter’s Lake County physical 
street address)

• Voter information card from Lake County Clerk’s office is NOT 
identification

Application
Charles Smith

Charles Smith

GS

George Sam

Driver Lic
Ins Card

Affidavit

Voter’s application signature

Election judge’s initials

Voter’s affidavit signature

Election judge’s signature

Identification presented
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SPECIAL CIRCUMSTANCE:
Spoiled Ballots

Spoiled ballot process

• Voter folds ballot & places in Spoiled Ballot Security Envelope and seals
• Judge completes information on envelope
• Re-processes voter on ePollbook
• New application prints out – will indicate it is for a spoiled ballot
• Issue new ballot to voter
• Place spoiled ballot in spoiled ballot collection envelope
• Place application in accordion file – no need to locate first application
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Detailed steps

• Enter spoiled ballot 
information on front 
of collection 
envelope

• Keep in ballot 
cabinet drop file

Locate voter

smi
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Verify that you have selected 
the correct voter

Select “CANCEL/SPOIL”
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Voter’s year of birth

Select “SPOIL BALLOT”
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Follow on-screen directions

Re-process as routine voter
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Spoiled ballot application

Note that the second 
application prints 
“SPOILED BALLOT” 
at the bottom 

Voter again verifies information 
on application and signs

139

140



Early Voting Training for March 2020

71

Signature verification

Select “RECORD CHECK-IN”
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Daily Closing Procedures

Procedures in manual

• Follow steps in 
manual

• Work as a team to 
accomplish all tasks
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Record date at 
end of day

Initial at bottom 
both at end of day 
and next morning

ePollbook total
Confirm it matches 
total from Tabulators

Record 
“Public Count” 
from each tabulator

Locate and complete 
Daily Application Envelope

Find voter total from menu go 
to “ADVANCED”
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Go to “SUMMARY”

Total voters processed
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Check for pending voters on 
each ePollbook

Go to “CONFIGURATION”
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Click on the pending number 
to force an upload

“Public Count” from each ballot 
bin
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Confirm tallies match at 
the end of each day

Report discrepancies immediately

Remove voted application from 
all  accordion files

• Place voted 
applications in 
Daily Applications 
Envelope

• Seal and secure 
envelope in file 
cabinet
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Power down all ePollbooks

Power down ePollbook printer

155

156



Early Voting Training for March 2020

79

Power down ExpressVote printer

Leave jetpack powered on

• Should always 
remain turned on 
for the duration of 
early voting

• No need to turn off 
every night
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Lower ballot counter screen & 
lock #3

Lower cover and lock #2
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Turn off the ExpressVote and 
lock compartment

Secure cabinets and pouch

• Secure applications in 
file cabinet

• Lock file cabinets and 
place blue seal over 
lock

• Place keys in pouch
• Record red tie security 

number on card 
• Insert card in pouch 

and seal
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Outside signs

• If the sign contains 
hours, it can remain 
standing

• If the sign does not 
show this 
information, lay 
down in place so not 
visible from the 
street

Final Day of Voting…
After all voters in line have been served
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Different ending dates

• Saturday, March 14
• Twelve sites with regular hours

• Monday, March 16
• Four sites with extended hours

• Gurnee Village Hall
• Jane Addams Center (Bowen Park)
• Lake County Main Courthouse Lobby
• North Chicago City Hall

Final closing procedures

• Follow steps in 
manual

• Work as a team to 
accomplish all tasks
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Locate Daily Applications 
Envelope in blue tub

Record Precinct Ballot Totals on 
envelope
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Check for pending voters

Record “Public Count” from 
each ballot bin
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Daily Applications Envelope

• Totals should balance

• Sign and date

• Place voted 
applications in 
envelope

• Seal and secure 
envelope in file 
cabinet

Secure all ballot bins as in 
daily procedures
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Return power cord 
to compartment

Close door and 
lock #1
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• Turn off and relock 
access door

• Unplug power cord and 
place in cloth case

• Return terminal to cloth 
case

• Pack table in its box

• Place next to ballot bins

ExpressVote
terminal

Pack in cloth case
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Disassemble table and pack

Power down ExpressVote printer
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ExpressVote printer

• Unplug printer

• Remove cables

• Pack printer in 
styrofoam packing 
pieces

• Place in cardboard 
box

• Place in file cabinet

Take down all signs and booths
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Power down all ePollbooks

Power down ePollbook printer
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Add security tie 
to ePollbook’s
zipper tabs

jetpack

• Turn off and unplug

• Pack in pouch

• Place in blue tub
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REMEMBER…

Red binder 
MUST be 

returned in 
the blue tub.

File cabinet 
and keys

Lock ballot cabinets 

Place blue seal over lock

Write serial number on security 
card

Remove red tie from pouch

Place card with writing showing 
and keys in pouch

Place keys in Security Materials 
Pouch and seal with red tie
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Blue tub

• Pack supplies and envelopes as per packing list on blue 
tub

• Security Materials Pouch
• Extension cord
• Power strip 
• Electioneering zone measuring wheel

• Place next to ballot bins

Thank you!

You will do a 
great job!

Robin O’Connor
Lake County Clerk
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