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Voting Equipment

Touch Writer Duo & Scan
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Manuals & Videos

Training videos that include equipment setup & closing, 

other procedures and manuals can be found at:

http://elections.tarrantcounty.com/trainingandmanuals
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Lead Clerk

V In charge of and responsible for the management and conduct of 
the election.

V Assign duties fairly so that every clerk is utilized equally.  Cross 
train all clerks so they feel confident to be the Lead should the 
need arise.

V Serving curbside voters is not optional.  Failure to comply will 
result in team being dismissed and not asked to return for future 
Elections.

V Notify EV Coordinator if you need to leave for more than an hour.

V Responsible for documents ( such as time cards) transferred via 
runner and calling in totals every night.

V You are a team! Do not treat clerks as children or your personal 
servants.
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Rules & Requirements

VRegistered voter of Tarrant County.

VCannot hold an elective public office (Precinct Chair is not a public office).

VNot a contested candidate for public office, an employee or relative 
within the second degree of consanguinity or affinity (blood or 

marriage) of an opposed candidate for public office .

VCannot be a Campaign Treasurer or Campaign Manager of an 

opposed candidate in the election.

VPolitical thoughts & views are kept to self.
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Time Recording

V All Clerks must sign in and out daily on their paper time card.

V Lead Clerk must verify that all time is accurately completed.  

V Failure to document time correctly can result in disciplinary action.

V All clerks are to take at least a 30 minute lunch. Exceptions must

have approval.

V New hires must contact CornerStone Staffing at 817-332-5882 
x171 for processing.  *Failure to comply, will cause a delay on wages 

being issued.
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Appropriate Items to Bring

Be prepared to be inside all day, items you might bring are:

V Cell phone & charger *Personal calls should be taken away from the voting area.

V Eyeglasses

V Sweater / jacket

V Lunch & snacks
*Unless offered, do not help self to food/drinks at the polling place.

V Non -alcoholic beverages

V Medications you take

V Something to read

V Appropriate attire and shoes ïdress comfortable, yet professionally

NOTE: Kitchen amenities are not a requirement and might not be available for 
your use.  Check with the facility if you will require refrigeration for your items.
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Not Allowed
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Leave the following items at home to avoid the appearance of 

partiality and to minimize disruptions:

Pets, except service animals

Family members not working, including children

Radios, televisions, cameras, iPads, etc.  *Plugging in personal 

devices with the voting equipment can cause a power shortage or outage.

Alcoholic beverages

Campaign or political party materials or attire

Items for soliciting your personal business



Preparing Polling Place

V Arrive at the location an hour prior to the polls opening on the first day, 
and half an hour prior each day following. 

V Clear Bag has Key Envelope with keys and passwords.

V Set up the ePollbooks and MiFi immediately.  Upon logging in, Elections 

staff is able to monitor locations are online.

V Post all signs and notices.
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Curbside Unit

ü Black base pre-filled with pebbles (about 12 lbs.), 
tubes and sign are inside a white cardboard box 
and placed near the equipment carrier.

ü Place curbside unit in an area outside of the 
polling place that is conducive for curbside voting.

ü Voters who are physically unable to enter the 
polling place may vote from their vehicle, curb or 
entrance to the building.

ü After voting, the clerk collects the ballot using the 
Secrecy Folder and deposits the ballot in the 
Scan.  Or an assistant of the voter may deposit 
the ballot.
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Posting Signs and Notices

Prior to opening the polls, post everything that is in the envelope marked 
Signs and Notices to be Posted, including but not limited to:

V ID Required for Texas Voters

V Prohibition of Certain Devices Within 100 Feet of Voting Stations

V Distance Marker

V Vote Here

V Firearm Notice

V Voter Information

V Voter Complaint Poster

Communicate with the facility on where to post signs inside the building.

Place óVote Hereô signs close to the building so voters can locate the entrance to the 
polling place.

Check signs/notices throughout the day to ensure they are still intact and in place.
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Preparing Ballot Stock

ü Clerks must stamp the Elections 
Administratorôs initials (HG), on 

the back ( arrow side) of a supply 

of ballot stock.

ü Stamp is in the óEarly Voting 
Miscellaneous Suppliesô kit

ü Place several prepared ballots 
on the table.

ü Voters can select any ballot 
from the stack;  do not hand 
it to them .
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Notice of Voting Order Priority

Section 63.0013

MUST be posted where it can be 

read by those waiting to vote.

Voters with mobility problems may be 

accepted for voting ahead of others 

in line.

Wait to receive such a request or 

have a clerk check the line for voters 

who appear eligible and offer them 

the opportunity to move to the front of 

the line.
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