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COMMISSIONS TO 
SERVE ON  

ELECTION DAY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6 

 COMMISSIONER TO SERVE AS COMMISSIONER 

 
 

***If you receive this notice, you are definitely serving.*** 
 

If for ANY reason, you cannot serve on the date indicated  
on the commission, please call the  

Clerk of Court’s Elections Department IMMEDIATELY at 736-6394. 
 
 
 
 
 

 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 

 

Precinct where you will serve 

 

Date of election 
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 COMMISSIONER TO SERVE AS ALTERNATE COMMISSIONER 
 
 

***If you receive this notice, you are on stand-by.  The commissioner-in-
charge in your precinct will call you if you are needed.*** 

 
 

If for ANY reason, you cannot serve on the date indicated  
on the commission, please call the  

Clerk of Court’s Elections Department IMMEDIATELY at 736-6394. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Precinct where 
you will serve 

Date of election 
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OPENING THE POLLS 
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STEPS TO OPEN THE POLLS 

 
  
        1.  Arrive at the polls promptly at 5:30 A.M. to make sure that the deputy custodian has opened the 
 precinct.  Call the Clerk of Court’s office at 736-6394 if the deputy custodian is not there or if there 
 is a problem.. 

 
 2. Swear in your commissioners.  If someone has failed to arrive, make replacements from your alter-

nate list.  Call the Clerk of Court’s office if someone did not show up for work and you have no al-
ternates on your list and you need a commissioner. 

 
 3. To open the voting machines, see detailed instructions for the AVC ADVANTAGE, “Opening the 

Polls” instructions on page 4 of the Election Day handout.  ALL VOTING MACHINES MUST BE 
OPENED. 

 
 4. Open the voting machine with the precinct tag first.  It contains the supplies and the precinct regis-

ter.  Have one commissioner get the Precinct Supply Envelope and verify that the supplies and 
forms are inside.  Verify the ballot on each machine with the sample ballot from the supply enve-
lope and the Official Zero Proof Report.  Verify the time on the Zero Proof Report AT THE TIME 
IT PRINTS.  Set your watch by this time.  Call the Clerk of Court’s office if there are any discrepan-
cies. 

 
 5. Because every machine has been programmed with a cartridge, all machines must be opened and 

the results printed out. 
 

 6. The Commissioners should post the sample ballot, “Official Zero Proof Report” (for each machine), 
CARD OF INSTRUCTIONS, and “NOTICE TO VOTER” in a conspicuous place at the principle en-
trance to the polling place.  Post the STOP SIGN on the outside of the precinct near the principle 
entrance. 

 
 7. Clear all political materials (signs, pamphlets, etc.) within 600 feet of the precinct, except those on 

PRIVATE property.  Check throughout the day to make sure that the are within 600 feet is kept free 
from “electioneering” material.  NOTE:  600 feet is the length of two football fields; it’s more than a 
city block.. 

 
 8. Verify any watchers by asking for their commissions and for photo identification.  Compare the 

name on the identification with the name on the commission. 
 

 9. When the Supplemental list of absentee voters is delivered by a deputy clerk of court, print 
“Absentee” by the voter’s name in the precinct register.   Initial the notation.  These people shall 
not vote in person. 

 
10. When the Supplemental List of registered voters is delivered by a deputy clerk of court, put this in 

the front of the precinct register.  If a voter’s name is not found in the precinct register, look on the 
Supplemental List.. 

 
 11. Have everything ready to go by 6:00 A.M. sharp. 

 
12. MAKE SURE THAT YOU DO NOT ACTIVATE THE VOTING MACHINE UNTIL A VERIFIED 

VOTER APPROACHES THE MACHINE. 
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 “A” KEY ENVELOPE 
 
 This envelope is delivered to the Commissioner-in-Charge by the Deputy Custodian by 5:30 
A.M. on the morning of the election.  COMPARE ALL NUMBERS ON THE ENVELOPE TO THE 
NUMBERS ON YOUR MACHINES.  After checking to be sure that all the numbers match, record 
the numbers on the Machine Certificate form. 
 

PLACE THE EMPTY “A” KEY ENVELOPE IN THE PRECINCT  
SUPPLY ENVELOPE (PSE) AT THE END OF THE NIGHT. 

Front of “A” key envelope 
 
Complete the blanks on 
the envelope using this 
sample as a guide. 

Back of “A” key envelope 
provides detailed  
instructions to guide you 
when opening the polls.  
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 WHICH MACHINE DO I OPEN FIRST? 
 

The machine with this tag. 
 

 
 
 
The machine with this 
tag is the  
machine with the PSE 
supply envelope and 
the precinct  
register inside. 
 
 
 
 
               This tag is located on top of the machine. 
 
 
 
 

At the end of the evening,  
place the signed  

blue P-16 envelope  
and the blue canvas bag  

with black precinct register  
and the sealed ROV envelope)  

into the back of the  
supply/lead machine. 

SUPPLY MACHINE 
 

USE GOLD KEY TO OPEN BACK DOOR 
ELECTION SUPPLIES INSIDE 

 
 

WARD    PCT. H-007 
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OPEN AND SETUP THE MACHINES 

 
 
 

  
          
  
  For detailed  

instructions on opening 
and setting up the AVC 
Advantage voting  
machines, refer to 
“Opening the Polls”  
on page 4 of the  
Election Day Handout 
(Steps 1-17). 
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 TAPE SIGNED ZERO PROOF REPORT(S) TO THE WALL 
PLACE IN THE P-16 ENVELOPE AT THE END OF THE NIGHT 

 
 
 
 

VERIFY THIS REPORT AGAINST THE: 
  
1. SAMPLE BALLOT 
2.  FACE OF THE VOTING MACHINE 
 
After all commissioners sign the tape, post on the wall 
near the sample ballot and the card of instructions.  Put 
in the P-16 envelope at the end of the day. 
 
Verify all information for accuracy. 
 
As soon as this report prints, verify the time and set 
your watch to correspond.  Do not close the polls prior 
to 8:00 P.M. (20:00). 
 
Verify that all counters are ZERO. 
 
Fill in the date of the election. 

Fill in date here. 

 

All commissioners sign here. 
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       SAMPLE CONTROL PANEL 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PROTECTIVE COUNTER NUMBER — this number indicates the number of votes that have been 
cast on that machine in its history of service in elections. 
 
PUBLIC COUNTER NUMBER — this number indicates the number of votes that were cast on that 
machine for that specific election.  This number should always read zero when the polls are opened 
on election day. 
 

THE PROTECTIVE COUNTER AND PUBLIC COUNTER WILL ADVANCE BY 
ONE EACH TIME A VOTE IS CAST.  

 

955                                  

Press the green 
“Activate”  
button to set 
the ballot for 
the voter. 

 

Public 
Counter 

Protective 
Counter 

0                                  
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 MACHINE CERTIFICATE & LIST OF COMMISSIONERS 
 

 
Machine Certificates 
 
Use the numbers  
provided on the  
machines, seals, and 
counters to complete this 
form. 
 
All commissioners must 
sign this form. 
 
The original goes in the 
clear Clerk of Court 
pouch (Zip Loc bag);  
put the copy in the blue  
envelope, one copy in 
the yellow envelope. 

List of  
Commissioners  

 
This form is to be  

completed as a  
record of  

commissioners who 
served on election day. 

 
 
 

 
All commissioners 

must sign this form. 
 

The original goes in 
the clear Clerk of Court 

pouch (Zip Loc bag);  
put the copy in the 

ROV envelope. 
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 SIGNAGE TO BE POSTED 
 

 Notice to Voters 
 
Post near the sample ballot.

STOP sign prohibiting 
electioneering. 
 
Post on the wall or door at the      
principle entrance to the precinct. 

Card of Instructions to Voters 
 

Post on the wall near the sample ballot. 
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WHERE ARE THE KEYS KEPT DURING THE DAY? 

 
“B” KEY ENVELOPE 

 
 This is the envelope where you SEAL the keys to the voting machines during the day.  This 
envelope is to be opened ONLY under two conditions: 
 
 1. You may open the envelope at 8:00 P.M. after the machines have been closed to further 
  voting     
  OR 
 2. Machine technicians who are repairing the machines may open the envelope to gain 
  access to the keys. 

Front of “B” key envelope. 
Complete the blanks on 
the envelope using this 
sample as a guide. 

Enter the machine 
numbers here. 

All Commissioners must sign. 

 



19 

 
SAMPLE SUPPLEMENTAL POLL (VOTER) LIST 

 
  Occasionally names are added to the voting rolls after the Precinct Register has been printed 
by the Registrar of Voters.  The Supplemental Poll (Voter) List is to be attached by the commission-
ers to the front of the precinct register on election day.  This list will be delivered by a deputy clerk 
of court on election day.  If a voter comes in to vote and his name is not in the Precinct Register, 
check this list. 

Sample page 

 

Front of  
Envelope—
This will be 
delivered by a 
deputy clerk 

of court. 
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SAMPLE SUPPLEMENTAL ABSENTEE LIST 

 
  Occasionally the Registrar of Voters receives Absentee Ballots after the Precinct Registers 
have been closed and placed in the voting machines.  The Supplemental Absentee List, delivered by 
a deputy clerk of court on election day, is to be opened IMMEDIATELY.  Use this list to mark 
“absentee” by the corresponding names in the Precinct Register.  If a voter comes in to vote and his 
name is on this list, the person shall not be allowed to vote. 

Front of  
Envelope—
This will be 
delivered by a 
deputy clerk 

of court 

 

Sample page 
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POLL WATCHERS 

 
 All poll watchers and their alternates will be issued a Commission, like the one shown below, 
from the Clerk of Court.  A Watcher commission will be blue.  An Alternate Watcher commission 
will be yellow. 
 
 IMPORTANT NOTICE:  A candidate SHALL be entitled to have both a watcher and an al-
ternate watcher serve at the precinct on election day.  But they shall NOT serve at the same time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 1. When an individual identifies himself as a poll watcher, a commissioner should ask  
  the individual for their commission and some form of photo identification. 
 2. The commissioner should verify that the commission and the photo identification 
  match. 
 3. Refer to the yellow “Informational Pamphlet” in your supply envelope for the powers 
  and duties of a poll watcher. 

Candidate Name 

 

Precinct the  
watcher is allowed  

to observe 

Watcher name and 
address 

Election date 
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POLL LISTS 

 
YOU MUST MAINTAIN TWO POLL LISTS 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
   

Your packet will have two Poll List 
booklets:  one with yellow print; 
one with blue print. 
 
At the end of the night, put the 
yellow booklet in the SOS Yellow 
S-19 envelope; put the blue  
booklet in the Blue P-16 envelope. 
 
All Commissioners must complete 
and sign the back of both  
booklets 

Back 

 

 
 

Front 

 
 

Inside 
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AFFIDAVITS  
USED AT THE POLLS 
ON ELECTION DAY 
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VOTER IDENTIFICATION AFFIDAVIT 

 
 You are required to identify each voter by asking for a Louisiana driver’s license, a Louisiana 
special identification card, or some other form of generally recognized picture identification.  If a 
voter does not have a photo ID, he/she must provide further identification by presenting his/her 
current registration certificate, providing his/her date of birth, and providing other information 
stated in the precinct register that you request and he/she must execute a “VOTER IDENTIFICA-
TION AFFIDAVIT,” several of which are included in your supplies.  Also, you will find in your 
supplies a “NOTICE TO VOTERS” which you must post with the other supplies and ballots that 
you are required to post. 
 
 NOTE:  FAILURE OF A COMMISSIONER TO REQUITE THE VOTER TO SUBMIT A 
PICTURE ID OR IDENTIFICATION AND EXECUTE A VOTER IDENTIFICATION AFFIDA-
VIT CAN RESULT IN A FINE AND/OR IMPRISONMENT. 
 
 CLERK’S NOTE:  If a voter does not have a picture ID, he/she must provide further informa-
tion by answering questions regarding their date of birth and mother’s maiden name, or other infor-
mation as contained in the precinct register.  If a voter provides you with a non-picture ID (i.e., voter 
registration card) they still must answer the required questions and complete the Voter Identifica-
tion Affidavit (AV-34). 
 
 

 
 
 
 

 
 
 
 
Fully complete the 
form using this  
sample as a guide   
 
 
 
 
 
The voter and  
commissioner  
must sign 
 
Put the form in the 
ROV envelope 
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ADDRESS CONFIRMATION AT THE POLLS 

  
***NOTE TO COMMISSIONERS*** 

 If the applicant has checked BOX 3, you must pay careful attention.  If the voter indicates that 
it has been MORE THAN 3 MONTHS since they have moved, that person may NOT vote under 
state law. 
  
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

  
   

 
 
 
 

Fully complete the 
form using this 

sample as a guide.   
 

 
 
 
 
 

The voter must 
sign. 

 
Put the form in the 

ROV envelope. 
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SAMPLE PRECINCT REGISTER PAGE 

  
 When you see a notation in the register like the one shown below, the voter must complete 
the Address Confirmation at the Polls form.  If the voter indicates that they moved MORE THAN 3 
MONTHS AGO, state law does NOT allow them to vote in state or local elections.  This person 
would, however, be allowed to cast a provisional paper ballot in a federal election. 
 
 

 
 
 

ADDRESS CONFIRMATION REQ. 

“Address Confirmation Required” 
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AFFIDAVIT OF VOTER 

 
 Explanation to Commissioners:  Form AV33, the AFFIDAVIT OF VOTER, is to be used ONLY 
with permission from the Registrar of Voters.  If a voter arrives at the polls and you are unable to 
locate the voter’s name in the alphabetical listings or the Supplemental List in the front of the black 
precinct register, contact the Registrar of Voters for assistance.  The ROV will determine if the 
voter’s name was incorrectly spelled or omitted from the precinct register by mistake.  The ROV will 
also determine if the voter is eligible to vote at another precinct and direct the voter to the proper 
location.  If the ROV directs you to allow the voter to vote at your precinct, please fill out form 
AV33.  Please check the box indicating whether the voter’s name was omitted or incorrectly spelled.  
Please have the voter sign the form and provide his/her correct address.  The Commissioner also 
needs to sign the form. 
 

***IMPORTANT CLERK’S NOTE*** 
***Please write on this form the name of the employee of the Registrar of 

Voters who authorizes use of this form.*** 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete the form in its entirety.  Have the voter sign form;  
commissioner also signs. 
 
Place the original of this form in the blue P-16 envelope; the  
duplicate goes in the ROV envelope. 
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CHALLENGE OF VOTER — At Polling Place  

NOTICE TO LEAVE PREMISES 
  
 
 
 

 

 

Challenge of Voter — 
At Polling Place 

 
 
 

Fully complete the form. 
 
 
 
 

All Commissioners  
must sign. 

 
Put the original in the 

blue P-16 envelope; put 
the copy in the ROV  

envelope. 

Notice to Leave  
Premises 
 
 
 
Fully complete the form 
with date of election; com-
missioner or law  
enforcement officer must 
sign. 

 
 
 

Give the original to the 
violator; put the copy in 
the blue P-16 envelope. 
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CLOSING THE POLLS 
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REMOVING RESULTS CARTRIDGE 

 
  
 
This gray seal is threaded through the 
Blue Results Cartridge located in the 
back of the voting machine.  Check the 
number on this seal against the “A” Key 
Envelope that is delivered by the Key 
Custodian.  Break this seal  
after 8:00 P.M.—NOT before.  Place bro-
ken seal in the blue P-16  
envelope. 

 
 

At the end of the evening,  
place the signed  

and sealed  
blue P-16 envelope  

and the 
blue canvas bag  

(with the black precinct  
register and the  

sealed ROV envelope)  
into the back of the  

supply/lead machine. 
 
 
 

ALL RESULTS CARTRIDGES MUST BE 
BROUGHT TO THE CLERK OF COURT’S OFFICE 
IN THE CLEAR CLERK OF COURT POUCH (ZIP 

LOC BAG) ON ELECTION NIGHT!!! 
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OFFICIAL ELECTION RESULTS REPORT 

 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
   

Fill in date here. 

 

AT THE CLOSE OF THE POLLS 
FROM EACH MACHINE: 
 
PRINT 4 COPIES, SIGN, AND 
DATE EACH. 
 
Distribute the copies as follows: 
 
1. Clear plastic Clerk of Court 

pouch [Zip Loc bag] 
 
2.  Yellow S-19 Secretary of State  
 Envelope  
 
3. Blue P-16 Envelope 
 
4.   Post on wall/door where visible    
 from outside the precinct 

All Commissioners must sign 
each copy. 
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ENVELOPES  
USED AT THE  

END OF THE NIGHT 
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“C” KEY ENVELOPE 

 
BRING TO CLERK OF COURT’S OFFICE ON ELECTION NIGHT 

 
 The machine keys to all machines are sealed in this envelope at the end of the day and re-
turned to the Clerk of Court’s Office by the Commissioner-in-Charge. 

 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
   

All Commissioners must sign. 

 

Enter the machine 
numbers here. 
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ROV ENVELOPE 

 
LEAVE IN THE BLUE REGISTRAR OF VOTERS BAG  

WITH THE PRECINCT REGISTER 
 

 Place Voter Identification Affidavits (AV-34) in this envelope.  Make sure envelope is sealed, 
then place in the blue canvas bag with the Precinct Register.  Leave the bag in the back of the Supply 
Machine. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
   

Look for the ROV notation and 
black dashed line around the 
edge of the envelope. 
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P-16 BLUE TAMPER-PROOF ENVELOPE 

 
LEAVE IN THE SUPPLY VOTING MACHINE 

 
 Place the blue copy of the poll list, one copy of the zero proof report, and one copy of the re-
sults report (from each machine) in this envelope.  Complete the information on the back of the en-
velope. 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
   

Front 

Back 

Look for “P-16” and the 
“TAMPER-PROOF  
ENVELOPE” language 
around the edge of the  
envelope. 

Commissioners  
complete and sign 
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S-19 YELLOW TAMPER-PROOF ENVELOPE 

 
MAIL THIS ENVELOPE 

 
 Place the yellow copy of the poll list, one copy of the zero proof report, and one copy of the 
results report (from each machine) in this envelope.  Mail to the Secretary of State’s Office.  There is 
a mailbox located outside of the Clerk of Court’s Office where you will deliver the results cartridges. 
  

 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

Back — Commission 
completes the blanks 
in the top portion only. 

 

Front 

Postage will be  
Provided here. 

Look for the “S-19” and 
the “TAMPER-PROOF  
ENVELOPE” language 
around the edge of the  
envelope. 

 Back 
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WHEN THE POLLS CLOSE 

 
   
         1. The polls close at 8:00 P.M. sharp.  Announce that they have closed. 

 
   2. Any voter in line at 8:00 P.M. is entitled to vote.  If possible, get any voters inside the 

 precinct building and lock the doors.  If not, a Commissioner needs to be posted at the 
 end of the line to turn away any voters who attempt to vote after 8:00 P.M. 

 
   3. Certify the correctness of the poll lists and sign the back cover. 

 
         4. To close the voting machines, see detailed instructions for the AVC Advantage,  
  “Closing the Polls” on pages 6 and 7 of the Election Day Handout (Steps 1-17). 
  
         5.  After you have completed assembling all of the paperwork and envelopes, get to the 
  Clerk of Court’s Office expeditiously, yet safely. 
  
 

 
THANK YOU FOR SERVING AS A  

JEFFERSON PARISH  
ELECTIONS COMMISSIONER 

 
 
 
 
 
 
 
 

 
 

VISIT THE  
CLERK OF COURT ON THE  

WORLD WIDE WEB: 

www.jpclerkofcourt.us 
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NOTES 
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