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Manual



Jom AL GEGENHEIMER
Clerk Of Court

Parish of Jefferson
Louisiana

Dear Commissioners and Commissioners-in-Charge:

Thank you for attending commissioner-certification school. Your service
assures free elections. You will work long hours at the polls, and [ appreciate
vour dedication.

This pamphlet is a convenient reference for use at the polls. Inside are (1)
copies of the forms to be completed on Election Day and (2) other information for

election-day use.

If you have any questions after your training class, call the elections
department at 736-6394 for help.

Thank you again for playing a major role in the Jefferson Parish political
process,

Best regards,

9&w B Negiodoren

JOMN A. GEGENHEIMER.

PO, Box 10

Ginerna, LA Joos4

(504) 364-2000

Fax {504) 362-6355

E-mail: jpegenheimerBclerkofeourt.co jefferson. la.us
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COMMISSIONS TO
SERVE ON
ELECTION DAY



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.




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






OPENING THE POLLS



10.

11.

12.

STEPS TO OPEN THE POLLS

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..

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.

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.

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.

Because every machine has been programmed with a cartridge, all machines must be opened and
the results printed out.

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.

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..

Verity any watchers by asking for their commissions and for photo identification. Compare the
name on the identification with the name on the commission.

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.

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..

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

MAKE SURE THAT YOU DO NOT ACTIVATE THE VOTING MACHINE UNTIL A VERIFIED
VOTER APPROACHES THE MACHINE. 10



“A” KEY ENVELOPE

This envelope is delivered to the Commissioner-

A.M. on the morning of the election. COMPARE ALL
NUMBERS ON YOUR MACHINES. After checking to
the numbers on the Machine Certificate form.

in-Charge by the Deputy Custodian by 5:30
NUMBERS ON THE ENVELOPE TO THE
be sure that all the numbers match, record

PLACE THE EMPTY “A” KEY ENVELOPE IN THE PRECINCT

SUPPLY ENVELOPE (PSE) AT TH

E END OF THE NIGHT.

KEYS

THIS EMVELOPE CONTAIMS KEYS OF VOTING
MACHIMES TO BE USE IN

14822 2bi4p
4825 A8

_ ELEMENTARY

WARD LOCATION
e -~ LARAIAN
precver H - 001 — HARA
AS FOLLOWS:
Varing Machine Cartriilge Seal
Bl e Humber
14821 370k5

Protective Councer
Mumisar

650
45

RE

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. ;

11

FORE THE POLLS OPEM

+ POSITION THE HACHIMES.

* LOCK THE WHEELS.

FLUG IH THE FIRST MACHINE, DALY CHAIN THE OTHERS TOGETHER, CHETK
FOR THE AMBER AC POWER LIGHT ON EACH MACHINE

COMPLETE YOUR SECURITY CHECE, THE WUMBER OW THE SIDE OF THE
MACHIME SHOULE MATCH THE HUMEER ON THE KEY CHAIN, THE SEAL
HUMEER OH THE ENVELDFETHAT HELD YOILIE KEYS SHOLILD HATCH THE SEAL
OH THE RLUE RESULTS CARTRIDGE. IF EITHER DDESHT WATCH IMMEBIATELY
CALL THE VOTIMG MACHIME WAREHOUSE AT

ATTACH THE DPERATOR FAHEL

= TLHEM THE POWER SWITCH OM,

RECORD THE PROTECTIVE COUNTER MUMBER AMD THE SEAL WUHBER ON THE
HACHIME CERTIFICATE.

WITH THE SILVEE POLLS EEY TURN TO THE OPEW POLLS PDIITION AND
REMOVE THE SILVER KEY. DO HOT USE IT AGAIN UNTIL TIME TO CLOSE THE
POLLS. ZERD FROOF WILl, BEGIH PRINTIHG,

RAISE - DOW'T FORCE - THE FACE OF THE MACHIME 1HTD AN LEPRIGHT
FOSITION.

«  TILT THE FACE OF THE MACHHE [HTO THE VOTING POSITION BY USING THE

RED EATCH RELEASE,

UMLDCE THE FEONT WITH THE GOLD KEY AHD UNFOLD THE BODTH.

« ATTACH THE CURTAIN ASSEMELY,

o REVIEW THE ZERO PROOF REPORT FROM THE PRINTER, VERIFY [T, HAYE EACH

COMMISS IDMNER SIGH 1T, AND POSTIT ONH THE WALL.

= CLOSE THE BACK DODR AND LOCE IT WITH THE GOLD KEY.

s EETUP ANT ADDITIONAL AVE MACHINES N THE SAME MANHER.

PLACE THE EEYS [N THE APPROFRIATE "B™ EHVELOPE.

* PDST THE SAHPLE BALLOT AND AMY SIGHS AND WAIT FOR THE VOTERS.

FOR MACHINE PROBLEMS IMMEDIATELY CALL THE VOTING MACHIHE
WAREHODUEE AT

DEFARTMENT OF ELECTIONS = REGISTRATION




WHICH MACHINE DO I OPEN FIRST?

The machine with this tag.

SUPPLY MACHINE

The machine with this
tag is the

hine with the PSE USE GOLD KEY TO OPEN BACK DOOR
mac ELECTION SUPPLIES INSIDE
supply envelope and
the precinct
register inside. WARD PCT. H-007

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.

12



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).




TAPE SIGNED ZERO PROOF REPORT(S) TO THE WALL
PLACE IN THE P-16 ENVELOPE AT THE END OF THE NIGHT

S S S 4 e U I e SR E

OFFICIAL TRAINING ZERD FROOF REPCRT
S5 e R RN M S

Date 1271503 Time 11322
VERIFY THIS REPORT AGAINST THE: ————— B
1.  SAMPLE BALLOT MRl S o
2. FACE OF THE VOTING MACHINE ThLis oy :
Procinct-Diskvist
Pet 001
After all commissioners sign the tape, post on the wall - —

near the sample ballot and the card of instructions. Put S ;
in the P-16 envelope at the end of the day. A

Rerort Source Internal Machine Memorw

Verify all information for accuracy. PRECACENE 0L PRIEY:

As soon as this report prints, verify the time and set
Candidate Tatals

your watch to correspond. Do not close the polls prior Candidate Tatal
to 8:00 P.M. (20:00).

T L E 5 N
. TREAGURER €1}
: Fi
Verify that all counters are ZERO. R — "
F4 DADDY WARBUCKS 0
e . . FE  JOHN DOLGH 0
Fill in the date of the election.
x ECHOOL. BOARD fLl
Gl
23 ELLA MENTRY o
24 MLKE ROWSKOPE o
¥ SCHOOL BOARD (1
a5
G7 AL -JEBRA o
GE JIM KLASS o

. o Electlion OFF ioevs
Flll mn date here. Please Comelete Before
Processineg thae Flirst Voter
We the wundersiened Electlion OFF icers do

havrebu certifu that on the me———
dmii af — =0 the Public
Candidate, and Guestion Counters wore
found to be zevro and the Protectliuve

Counter vread L1173 before the Folls
ware Dponed.

Sianed:

All commissioners sign here.

Printed 7315 v5.00a  12-15.09 11:23

14




SAMPLE CONTROL PANEL

" .

i

Publi

]/U_Hg/,wc Connter aaiin H
Protective Zddvoninge ountet I- L
Counter TERT

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

@ the voter.

Ligs TN ToT

OPERATOR pApEL

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.
15



MACHINE CERTIFICATE & LIST OF COMMISSIONERS

Machine Certificates

Use the numbers
provided on the
ch,le_E,.CE nTlFﬁﬂEERSW i machines, seals, and .
SSSKERS b e s v P, Vo i i i counters to complete this
form.
5730/ 5737 5182 - ' . .
37685 290 | T16% All commissioners must
— =11 sign this form.
eSO (495 | 718 |
i - X o 1 A e The original goes in the
WO o : || | | W | W | clear Clerk of Court
Bddess 5'?357 | =731 5?52. = pouch (Zip Loc bag);
—|J'r£' {4 1185 | put the copy in the blue
= '?.*.5 599 | 903 .
£l un b ! FE‘-"JDRE THE’SE Em f envelope, one copy 1n
B30, ELECTION [HTE ., the yellow envelope.
&ﬁ &L )2
Dobon B, Qe
.5k s s e .-..'..;'.-:.-;..'-.'... .-..-....' S —
LISTINF COMMISSIONERS FikR
LiSt Of JEFFERSOM Parish, Ward o Diésirici, H-p07 Precimct pare: ELECTION DATE
Commissioners ey Clova: b o it it o i i e e — _
\.'l."|1l MAN J.'.\ilii.'l. DIRESS ‘1-1( "ﬂ.l'l. IH‘ 'I"*.I_].'I \E L] .!."I.-'Ei'l.i!'..*i
This form is to be . JOHN. .’3 PUBLIC 209 COLONIAL DR. E,,'r,,f, & ?um,,q, Jee T
completed as a i .M q"ﬁ qq o HARAM AM, LA, 0IZ3
record of | *- JANE SMITH 1CO_HIckoRY AVE e doukit Js oy
CommiSSionerS WhO 54 - EEIE? BE’ ﬂHﬂE‘ HARAH.M":J L&1m13 m
served on election day. E J#NE_ E)GE 200 COLININ.. DR. JP o
s T T TTIT BARRMAN, LA 10123 -
1 JOHN D:JE 16b AOLOMIAL DR, JD ,/'
P

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.

il‘ll\. I:' r:.l II".\'I urmy |'_'I pa Leem ol L I|::':\:'| :’.'III'
585 55 5555 g {ZI'E E.M ﬂ' H
2525 GITH US- EL‘JD
— age., ﬂ‘num
II.'I.- --!.llk.'!:l"- 4L in the envelope (M-14} whick ; e Cherk ol Cnt
Place DUTPLICATE in ROY envelpe
LO (Hew. L0

HARAHAN,

I—i.ﬂ-ﬁﬂll-l-"&h!. LA.TOZ3




SIGNAGE TO BE POSTED

Notice to Voters

Post near the sample ballot

NOTICE 10 VOTERS

You muyg present
C58 q r{_.nl'm]d '.| Ver'e
IV 3

1
I-I- ||=1J|_,_-i |.:

ICCNse, 3 {UJ"- dna specigl i
L

[1-;1':- o "err Zene IT*'|.- FEC0rmIzad
I e e r Gl ".l i
I Orier W vote, If You do i : o
Picture [y, oy
YOu may wvote
Yie todz I
privvndy ng 1 L
: id nrhr;. iden itifying i u,.rn"muu
EC1 iF] ‘ =
CXeCUtin an atfidanyit ¢ to that effect 1 :
et .I"l i

do no fm e g
a Lovisiang dyi

4 army er \ [
ICense, g

Lr'i.'-" LJ L] "
-~ N2 spacyal § .._.u*m.u*ru_n arl
cdl '-'\.- 'I L
s : btained frop the Deparim nt f
o ENt nf
b?m '-,iLE;Lf., n1Lr(_L‘F+_‘LIH.'~ f_]" & of
tor Valin |
ehicles, f*ﬂ*ru ”“‘U‘l' e gf
0]

"I] Hln_ = d d
r |[ Iflj'l'l j'll‘ tI=: |'||r|_| (RE IRy
J.||

STOP sign prohibiting
electioneering.

Post on the wall or door at the
principle entrance to the precinct

Card of Instructions to Voters

17

Post on the wall near the sample ballot



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.

dssued by SECRETARY OF STATE

FARISH WARD or DIS TRIET. PRECINCT
JEFFERSOM H-o87

BEFORE electlon, Commissioners fill in blanks and sign balow,

El‘lter the maChine We hereby cerilfy we have sealed in this envelope the keys or Masisr PEB which belong to
VOTING MACHINES NUMBERED: i
numbers here. -

. S M [ c D [ E F
s780 | s131 | 6732

; - D ! ; 7 . [ J K L
| |

! |

I

h [ [ )
COMMISSIONER Iﬂ]‘-}..’f‘lu.?u_t']&il COMMISSIONER ﬂ&.ﬂ-’j o

.
COMMISSIONER ;Im i 5}5 i COMMERSIONER H"mq oy it
COMMISEIONER-IN-CHARGE _Md‘ N sl

: i ) KEYS or '
DURING election, Comm keep this envelo lad. S
PG e MASTER PEB |
i i . Master PEB and destroy this envelope. SEALED |
e DURING VOTING
B-02 R s ———— )
Front of “B” key envelope. All Commissioners must sign.
Complete the blanks on

the envelope using this
sample as a guide.

18



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.

|sund by

SECRETARY OF STATE

PARESH

_JEFFERSOM

\WARD CR DASTEICT PRECIMCT

00|

SUPFLEMEMTAL LIST

This mivalope MAY he ussd iy the Regisiror of Yetars in traramilling 1o e I'r.rl'.’l_fu.w:-!i-u- 1he
mugsprlamanbal Tl of parsars voing ahsenime AHOYCE supplemeniol precno regiskar,

Ragizhiar of Yatars delivars supplamenta lisl inames of oll parsans fram whom

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

ohaeriea ballats by mail have been seesived afer the lost doy foor mli|.|(_| nlosaniee
AND/OR in pemon and before elacion doy) AMOYCR supplemental pracinck regisler
SUPPLEMEMTAL (nanmes of mail regiatrants whose '{zn[i;.-.ﬂiun n'u_n:!l_ng wdt!s tﬁr;_n|,=lluf.f_u‘1lerll|n':
C " REGISTE nting of the ariginol precined regisier) fo Farigh u.llr.l-:h iars. - F arish Custndinr
e |r'lrl:_--lull:'h~.l'..-|:rr. jo Deputy Parish Cuslodian wha delivars fo Commusicoerin-
o Chorge,
L-5l
: GE 10
RUN DATE: 03/25/9% DEPARTWMENT OF ELECTIONS AND STRATION FAGE
POLSUPL SUPPLEMENTAL POLL LISTING - PARISH REPORT :
; FOR PARISH 52 - ST, TAMMANY FOR ELECTIRMAT 05/25/1959  AS OF 05/04/1939
SRAES
VITER , i ]
= ER : :
iotg HAME COMMI"EI?}['{[]:JLQ WINWECT DISTRICTS HOTYA SIGHATURE
000&024840 WORTMATM 0 1202 FLORIDA AVE CG-0L S@ll ;I;E—C;;Gfé—ll'.; 51;—[1:30{;15— MW RA
fifes TH 03/04/1941 CT-2C TW-08 8C- WO A
Ll GLASER PEOIBEOLSE- [ ¢ 4 F 1) 1!
j 12 8B-13 JP- W RA
0004024844 WORTHANH o0 St 1202 FL(‘JE‘].ID.!\ AVE %ﬂ%‘-géﬁb\f"—rléﬂfﬁ’fﬁ;g i]{:..l.fgggcl})_ﬁjp FW .
20,10 =1 - al
e Rt Voo PSOVBEOLSE- £ 1 1 1 1 1

Sample page

19




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.

EECFETF{;‘:'I‘S;J‘;;TF.TE
PARISH wiARD O DEETRICT PRECIMCT
JEFFERSON | oo Front of
g Envelope —

; This will be
delivered by a
deputy clerk

el e e e ht of court

i ) i ) al i 25 of all parsons frem whom

- . Ragistror of Yobars delivers supplemental list [nomes o .
SUPPLEMENTAL LIST uLL-E*}emuu ballots by mail hove been receivad offer the lost day "':""‘“h'_-'g L1I:”dl.-"|‘-m
AMD/OR in parson and before elecion day] AND/OR ‘%"F'E?'E"ll."--"'*-?!' o TLIMII r::u!"e:
SUPPLEMEMTAL [nomes of mail regisrnts whose varficolion moiling wos completed afler he

irving © Iy =] Yo Porsh Custadion. Porish Cugladion
- ~ . prinding of ihe or iginel pracine register] o
PRECIMCT REGISTER

ri ] i dal [ mabaner-in-

fhen delivers bo Deputy Porish Crstodion who dalivers o Commesa
Charge.

L-5L

SAMPLE OT ABSENTEE SUPPLET\’[_ENTAL LIST Fer
[ : DEPARTMENT OF ELECTIONS AND REGISTRATION
e AHSENTEE SUPPEMENTAL LIST
ST. TAM{ ALY PARISH

- : TOR ELECTION; 05730199 OFFI4® DATE: 0524199
i STATE ZIP
: ADDRESS
WARD PREC PI REGNUM . __ NAME
' / 4 ARL RIVER LA 704523239
1ES / B 64342 NELSO}»‘] RO FPE o Lhare
- i DUT E;]Fl's DTRE’DOS%HM Sgﬂuirsﬂ"l!E- MADEEUFUG MAIL-BALLOT REQ: 03/05/9% BALLOT MAILED: 05/13/98 MAIL VOTE: 15/24/99
MILT: OUT-Ob- H BH 4
COMMISSIONER [MITIALS, ——-
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.

Commission to Serve as Precinct the
Watcher watcher is allowed
to observe

1

BETATE OF LOLUSIANA PRECINGT! T
FPARNSH OF JEFFERSDON

Creetings: Watcher name and
address

NAME: Eleanor Roosevell
ADDRESS:; 125 Main St «
Metairie LA 70007

o Jp s al } PP &
s permed fo serewe as @ wnetcher in e elechod(s) B be felad on :

Election date

April 17, 2004

Jefferson Parish Board of Election Supervisors

Candidate Name

Eleanor Roosevell
125 Main St Candidate: Theodore Roosevell
Metalrle LA FOOOT

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. 21



POLL LISTS

YOU MUST MAINTAIN TWO POLL LISTS

POLL LIST-

STATE OF LOUISIANA

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

22



AFFIDAVITS
USED AT THE POLLS
ON ELECTION DAY

23



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).

VOTER IDENTIFICATION AFFIDAVIT
Fully complete the
form using this
sample as a guide

STATE OF LOUISIANA WARD/DISTRICT AND PRECINCT  H-0077
PARISH OF JEFFERSON

BEFORE ME, the undersigned comm1sswner rsonally came and appeared

ROWN
who, stated that he (she) do&s not have a Louxsmna driver’s license, a Louisiana special identification
card, or other generally recognized picture identification; however, he (she) has given
BIRTHDATE ¢ MOTHER'S MAIDEN NAME as

List Information Given

proof of his (her) identity. The voter and
%.“Q %@u,zﬂ 150 ONIAL DR commissioner
ignaturt oter Address of Voter must sign
_&%«mﬁ\, ELECTION DATE
ture of Commissioner Date .
Put the form in the
ROV envelope
DISPOSITION: PLACE IN ROV ENVELOPE
AV34 Prepared and Furnished by
1/98 Secretary of State

24



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.

)

y

N,

The voter must
sign.

Put the form in the
ROV envelope.

@

ADDRESS CONFIRMATION AT POLLS

TO COMMISSIONERS: This form is to be completed by a voter who is: (1) identified as an inactive voter on the
precinct register; or (2) challenged on the basis that he or she no longer resides at the address where he or she is
registered and the challenge is valid.

TO VOTER: If you are identified as an inactive voter, the registrar of voters has reason to believe that your address
on file in his or her office is inaccurate. You were mailed an address confirmation card and have failed to respond.
You are required to confirm your address at the polls today.

If you are a challenged voter you are required to confirm your address at the polls today since you were challenged
on the basis that you no longer reside at the address where you are registered and the commissioners have determined
that the challenge is valid.

Part I and Part II of this form must be completed, After completion, sign the form and return it to the commissioner.

PART I: You must check one of the boxes below. If Box 3 is checked, please provide all information requested.

{ 1. Ihave not changed my residence.

O 2. Ihave permanently changed my address to an address within the same parish.

I moved on (date) to an address in another parish (check one) less than 3 months
ago, or more than 3 months ago. I understand that to continue to vote, I will have to register to vote in
my new parish.

B3

PART II: Please be sure to complete all the information required. You are not required to furnish your social security
number and telephone number; you may do so on a voluntary basis.

” i OO —' Voter Identification Number (found on precinct register) 000 I l'77 703

Ward/District/Precinct

ADDRESS CONFIRMATION: (Please print clearly)
Name on registration JOH SMITH A
Date of birth Aml L |7.| | :ns Social Security Number (optional) qqq .. qq-ﬂﬁq
Telephone Nut‘nber (optional) .Day: ( SOH ) I 2 3 = ‘{567 Home: (50'-’ ) 89 9 - ? ,0 I
This confirms that the address where I reside is: (MUST BE ADDRESS WHERE YOU CLAIM HOMESTEAD EXEMPTION, IF ANY)
Street/Apt. 1215 COLONIAL CLLB DR,
City, State, Zip_ HARAPAN, LA.701Z3
The address where I receive my mail, if different, is:
Street/Apt. P,O 4

City, State, Zip_ HARAHAN, L-A. 70123

X
(Sighature or mark of voter)

If you are unable to sign your name, two witnesses to your mark must sign here:

BLECTION DATE

(Date)

Witness Signature Witness Signature

WARNING: Any false statements made on this address confirmation form constitute an election offense and will
be punishable as provided by law.

DISPOSITION OF FORM: PLACE IN REGISTRAR OF VOTERS (ROV) ENVELOPE

ACP (Rev. 3/01) Prepared and Furnished by Secretary of State
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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.
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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.***

STATE OF LOUISIANA
AFFIDAVIT OF VOTER

{required by RS, T8:531.1 or 18:562)

r 4| n
On Eled: I|_i-:."."'] |)-' Lui:_—"_ , personally came and appeared:

{Primt Yorter’s Nome)

who stated that; He{she) is a gqualified registered voter in the Parish of oJ I:[I-Er-i:_'j-f_ |
Ward/District Precinct . and thats
his{her) name was omitted from the precinet register

his{hery name was imcorrectly printed on the precinet register as

voler's regular polling place was not opened and voter had not voted absentec,
Slpmatare of Voter Residence Address of Vater
Slanature of Commissioner Mailing Address if different from abooe
DISPOSITION: Place ORIGINAL in P-16 envelope: place DUPLICATE in ROV envelope.
AVI33{Rev. 4102 Prepared and Fumnizhed by the Secretary of Siate
—

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.

98941

CHALLENGE OF VOTER -- At Polling Place

The undersigned hereby challenges the right of

(name of person challenged)

to vote at the ward/district/precinct

Parish of on the ground that:

(check applicable box below)

] The-applicant is not qualified to vote in the election;
The applicant is not qualified to vote in the precinct;

The applicant is not the person whose name is
shown on the precinct register.

This challenge is made and entered in accordance with R.S. 18:565

Dated and signed the _____day of

(signature of challenger)

(address of cha]leﬁgéi’)

Disposition:
Place ORIGINAL in P-16 envelope.
Place DUPLICATE in ROV envelope.

CV-56 (Rev. 1/99)

NATIONAL FORMS & SYSTEMS - 1-800-529-8860

INSTRUCTIONS TO COMMISSIONERS

The commissioners present shall determine the validity
of the challenge. If they determine by majority vote that
the challenge is valid, the applicant shall not be
permitted to vote. If the valid challenge determines that
the applicant moved within or outside the parish within
the last three months, the voter shall be permitted to
vote upon completing an address confirmation card. If
the majority determines the challenge is invalid, the
applicant shall be permitted to vote.
DETERMINATION OF CHALLENGE
(check applicable box below)
| The challenge is valid.
| The challenge is invalid.

(commissioner-in-charge)

(commissioner)

(commissioner)

(commissioner)

(commissioner)

Prepared and Furnished by Secretary of State

NOTICE TO LEAVE PREMISES

k=3ed b

{name and address of vioelalor)

ORIGINAL 10 violater
lace DUPLICATE in P-T4 envelope.

NT-LF {Rev. §1%¥)

1462, vou are herehy ordered to leave the

aix months, or
malty shall bea fne of mod

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.




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

Sar-ial Mumber

3
Frobect Ive Coun ks 1
|
Publlc Counter
precincbe-Distiric
TEBT PREGINCT
il

Palline Plase ID
Ballot Yersion

b | M een OF i
Fareort Howrce In ternxl MaehRine T O

e

SAMPLE BALLOT ELECTION

ks [ i
Candidakte Tobtals

Candidxk

® GIWERHOR 113
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g & WASHTHGETON

o4 A, LINGOLH

n5 7. JEFFERSOH =
Ed LIEUTENANT GOVERNCR 4

EL
E: LOUTEE E. AlMA
B4  MARTY GRAW

E5 JIN BALAYA

[ == I &

% TREASLURER
|

F3  DlamoHD JIM !

Fal 1R R WERALICES |

F5  JIHW DOLGH
¥ goHooL. BOARD DIST A 13

L1}
3  ELLA MEMIEY

Gd  HINE ROLEKOFE o
H ECHOOL EOARD DIST B

&a )
&7 AL JEERA «:l
cE  JIM KLASS 0

Writa In Votes
fin Write [n Vokes Ln Famorw

Election OFficaws
5 " The Pol
Tleass Comploto AT EEr t.]n:.:ln*-_:}_n. Poll=
Ue the undersioned Election OFf icers do
haraby certify thak on the

the =crutind of eash
tha palls  From Furthal e

shtnlned this erintod record of votes
sk oo this machine and that after ine
enll=s clo=ed. the Frotective Eay
vaad 1T2 and ERe Puklic Courrbe “wad

= boer soalod

3 and the machlne hao

wihih seal #

Aianod:

Tpeinkad 48930 w5 .00d 0S-0s-02 21:45

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

Fill in date here.

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.

Issved by
SECRETARY OF STATE
| PARISH | WARD ORDISTRICT | PRECINCT
JEFFERSON } H-007 DISPOSITION

e SN e S Commissioner-in-Charge
seals this envelope in presence of
other Commissioners, and delivers
on election night to:

AFTER election, Commissioners fill blanks and sign below.

Enter the machine ALLPARSHES EXCEPT
RLEANS:
numbers here. We hereby certify the enclosed keys belong to VOTING MACHINES NUMBERED: Clerk of Court
DA 5 c 5 E Fiagss] Courthouse
15730 i5731 5752 |
. ) ORLEANS PARISH ONLY:
o2 ’C\ Qi "; o > -
e J)_LL pb&,{.‘u{ N ’%B%um DCL i Clerk of the Criminal
COMMISSIQNER J COMMISSIO ) 1P District Court
o MC(/ X ot _ Wamy, &1“;};'{;&4‘{), Parish of Orleans
COMMISSIONER A - COMMISSIOMER Criminal Courts Building
30 ,/yujjl Tulane Ave. & Broad St.
ONMISSIONER-IN-CHARGE New Orleans, Lovisiana
C—o3 A ]
Rev. 2/89

All Commissioners must sign.
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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.

Faaued by

'
HPITARY OF STATE

| FARLEH ’wm R ESSTRICT | PRECRECT
AFTEH"‘"““‘- » Bl CL LT,
ACP ~— ADDRESS CONFIRMATIONS AT POLLS

AV-33 — srrioavis oF vorens purLicanes)

AV-34 —voren mesmmcanion arroavr

CV-56 — cuaiiences or vatens murLicares

LC-01 —usrorcommssionsns purLicares
— PHYSICIANE CERTIFICATES

DISPOSITION — ammacH tornocivct ReciEten

{FOMft DELIVERY TO REGISTRAR OF VOTERER)

Hﬂ“ Raegisirar of Volesrs Envslops

T ]

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.

Commissioners
complete and sign

TO BE COMPLETED BY COMMISSIONER:

Thes crarerd e s s, by - -

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

Back
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N AETEI SEALING

NOT OPE

[k

_pROOE EM wELOTE ---

TAMEPER

Look for the “S-19” and
the “TAMPER-PROOF
ENVELOPE” language

around the edge of the
envelope.

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

SOEN AFTER SEALING Postage will be
e L. D0o-RoT D TER .
TamMpPEL - PROOE EMVELOPE Do PrOVIded here.
_ ; ‘iﬁhzrﬁe{w *EWL

im0 TPRECTCT #

5 THACT

(u[8) pOSTAGE NEC.E'&SP.R'I
E———
THE ROLLOWIHNG N THES EB4Y ELOF
1 ECTION oMM RIERS ENCLOGE THE ROLLO
AFTER ELES , 0
PL-53 1 Troll List {yelioss copr}
. 1
Certificares [yellow copy
I'-iC-S'E. 1 Machine

oy 1, B complesd
¢ | yelbon copy s B =08

; d,{_.mll.'p:ll-'c'-ll StapesCTl
] {hnlakion T!'H'-"h it
1857 1B

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

—

ry

E.sua] Result [Jl ¥ Sheet from each aachine
AN L n L c !“'Hil.l-Lﬂi
] Conso 1&'“—10 E lectial Hgrualt Sheet, if P

740 10N O

p—

. CRETARY OF FTAT

il “_.J..“,r,,.u;:u\e.?m_____'.- SEC

AFTER SEALISEC AL ON ELECTION HIGH
£ S

of EvELDE

P, 5O #4125

paTIdN ROUGE . LA
§-19 Sceretary of Stare’s Envelope

(IS
{Rew. WOZ

IO BE COMPLETED BY COMMISSTONER:
¥ ENVELOPE = D& nOT OFEN AETER T g
. cp 0 F ERY R
TAMPER - TROO

Front -

FOR USE BY SECRETARY OF STATE STAFF ONLY

by cxrelope war apored by

Back
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WHEN THE POLLS CLOSE

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

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.

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

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).

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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