CHECK LIST FOR ELECTIONS

___________________________________________________DATE OF ELECTION

SIXTY DAYS PRIOR TO ELECTION

/___/
Email to SBE regarding extra hours on Thursdays for AB voting/DIT needs to know

/___/
Schedule Instruction Meeting for officers of Election

/___/
Order absentee voting materials

/___/
Notify DMV staff that we will need our parking spaces due to AB voting & extra hours open to public

FORTY-FIVE DAYS PRIOR TO PRIMARY & GENERAL ELECTION

/___/
Public Notice--Final Registration Day

/____/
Legal notice --AB voting and extra hours for AB voting

/___/
Schedule Elec. Bd. Meeting to receive official ballots from printer

/___/
Fill out(SBE-116(2)Form) “Certificate of # of Ballots Recd from Printer” for signature of Elec. Bd. At meeting

/___/
Do a “Refresher” meeting for staff to go over procedures for upcoming election

THIRTY DAYS PRIOR TO ELECTION

/___/
Memo to Registrars--Effective date of registration form to be put on information sheet for new voters

/___/
Decide what precincts are to be split

/___/
Notification to:



/___/a)  Sup. & Assoc. Sup. of schools



/___/b)  Polling places



/___/c)  Provost of Quantico to have Gate 2 open

/___/
Place a copy of each machine Sample Ballot in file box marked "Voting Machine Sample Ballots" located in locked closet

/___/
Begin to prepare "while books are closed" lists(give all adds,deletes,changes,corrections to designated person)

/___/
Place five copies of each Sample paper Ballot in file box marked "Paper Sample Ballots"

/___/
Update Referendum/Questions file with question info on ballot

/___/
Send copy of sample ballots to McCoart, Ferlazzo & libraries/COEX, local papers

/___/
Check phones at schools

TWENTY DAYS PRIOR TO ELECTION

/___/
Preparation of precinct election materials

/___/
Notices--Election Officer Instruction Meeting

/___/
Notices to Party Chairmen--programming of voting machines

/___/
Notice to Sheriff’s office regarding machine custodians in building to program/transport machines

/___/
Notice to Sheriff’s office regarding being in building for Ascertainment

/___/
Do Schedule for Monday/Election Day and Day After in office and for Ascertainment

FIFTEEN DAYS PRIOR TO ELECTION

/___/
Prepare Results Sheet (Tally Sheets, computer)

/___/
Send copy of results sheet, precinct tally sheets, & sample ballots to Co Information Officier if they are helping media with returns.

TEN DAYS PRIOR TO ELECTION

/___/
Prepare election night call in sheets

SEVEN DAYS PRIOR TO ELECTION


/___/  Prepare receipts for delivery of paper ballots, AB List & all other election material for Chiefs

/___/  Prepare lists of election materials provided to each precinct

/___/  Prepare receipt for delivery of absentee ballots, except for Town elections

/___/  Prepare lists of election materials provided to each precinct

/___/  Prepare dummy number notices and attach to front of poll books

/___/  Prepare voting machine key envelopes (after machines are programmed)

/___/  Send letter to party chair. & indp. candidates regarding challenged ballot mtg.

SATURDAY BEFORE ELECTION





/___/  RVLs and pool books in proper accordion jacket for supply bags

/___/  Alphabetize officer of election oath forms for swearing in of CO on pick-up table

/___/  Prepare Election Day Transaction Adds or deletes form for election day

/___/  Prepare Telephone log sheets for election day

/___/  Make additions & corrections to Election Rosters/Poll Books

/___/  GR signs off on the above

SUNDAY BEFORE ELECTION






/___/  Run AB lists on printer
/___/  Absentee Ballot delivery preparation


a.  Verify final names on lists with ballots


b.  Pack ballots and applications for delivery

/___/  Have key envelopes with oath letter attached

/___/  Prepare machine custodian oath letters (for delivery of paper ballots & AB list, list of precinct election materials, AB List

MONDAY BEFORE ELECTION  -- BEFORE 8:30 AM



/___/  Have Electoral Board Secretary sign AB list

/___/  Put on EO pick-up table: voting machine keys, receipt for delivery of paper ballots and AB List, list of precinct election materials, AB List

MONDAY BEFORE ELECTION







/___/  Cellular phones to machine custodians and Board

/___/  Forms, badges, materials, telephone & precinct lists, machine keys to custodians

/___/  Pull record card of all voters added to roster who actually voted.  Enter voting record on VVRV

DAY AFTER ELECTION








/___/  Check returned precinct election materials

/___/  Deliver any "Returns" which belong to Clerk of Court

/___/  Prepare for Noon Challenged Vote Meeting (if necessary)

/___/  Remove new applications for processing and check RVL’s for any changes,corrections/notes

/___/  Prepare paper ballot reconciliation form for each type of paper ballot for signature of Sec. Elec. BD

/___/  AB ballot applications to Clerk of Court

/___/  Account for “plus & minus” report

/___/  Deliver keys with oaths of machine custodians to Clerk of Court

ASCERTAINMENT


Go over instructions for write-in votes with EB Assistants


Total Write-in for each office agrees w/SOR Write-in entries


Registrar makes net changes in Reg. Entries


Complete Votes Cast column with information from SOR


Enter totals on Abstract of Votes


Do the data entry on the State Computer


Do data entry on County Web


Fax copy of Abstracts to SBE and mail per instructions

FIFTEEN DAYS AFTER ELECTION





/___/  AB ballots received after election go to Clerk of Court

AFTER DEADLINE FOR INITIATION OF CONTEST OF ELECTION HAS PASSED

/___/  Poll/RVL books from Clerk of Court __________________
/___/  Place all Poll books/RVLs into cases per SBE instructions for courier

/___/  Voting machine keys from Clerk of Court __________

/___/  Attach Custodian & Officer keys and put on key canvas within 30 days after return

AFTER ROSTERS ARE RETURNED BY THE SBE

/___/  Verify "list of those who voted" with poll books & RVLs, 

/___/  Remove Military non-registered voters from computer

/___/  Process roster E.O. changes

/___/  CHECK Absentee Poll Book

DATE 

