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IMPORTANT PHONE NUMBERS

DEPUTY REGISTRAR AV 703-324-4711

Issues including emergencies, policies & Cell phone provided separately.
procedures, elections officers, ARs,
unauthorized persons, SOR efc.

RECEIVING 703-324-5101

Questions about number, location and status

of mailers/ballots.

MAILER CHECK IN 703-324-5208

HANDCOUNT/SOR Team Leader cell phone provided

Questions about mailer adjudication, VERIS separately.

status, handcount policies & procedures, and

SOR organization & compilation.

OPEN/EXTRACT Team Leader cell phone provided

Questions about O/E operations schedule, separately.

procedures.

SCAN Team Leader cell phone provided

Questions about scan operations. separately.

CURE Team Leader cell phone provided
separately.

Questions about curing policies &
procedures, mailer cure and rejected status.

FFX COUNTY TECH SUPPORT 324-4357 (dial 703 by cell)

Questions and guidance about FFX County
access, computer problems, efc.

OKTA/VERIS SUPPORT 833-716-0001
Questions and guidance about VERIS
access.

GOVERNMENT CENTER SECURITY 324-3434 (dial 703 by cell)
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1 Election Overview

General Information

The November 5, General and Special Elections include the following contests:

President/Vice President

Member, United States Senate

Member, United States House of Representatives
Mayor and Town Council, Town of Herndon

2 Bond Issues

1 Constitutional Amendment: Taxation and Finance

Per state definition, “Pre-processing” consists of opening, extracting, and scanning. It does not
include mailer check-in, which is regarded as an “administrative” function.

AB processes occur at different times throughout the election cycle. Mail receipt, mailer check-in,
opening and extraction, scanning, and curing begin prior to election day and continue on election day
through post-election. It is likely CAP operations will be conducted on Saturday, November 2, prior to
Election Day and Saturday, November 9, post-election depending on the workload.

Post-election CAP convenes Wednesday, Thursday, Friday. CAP operations may be extended
through Saturday, November 9t closing day. This includes check-in of all mailers, cures, FWABS,
and handcounting ballots.

Handcount operations take place post-election, generally on Thursday. However, based on volume
of ballots, handcount operations may be conducted on Wednesday.

All rejected ballots are processed by the Chief/AChief on the final day of post-election operations.
Mailers postmarked after election day will be marked “late”.

FWABSs are reviewed and checked in, as appropriate, a final step of post-election mailer check-in
operations.

At a minimum, four Election Officers (EOs) will serve in CAP on Election Day. Generally, this includes
a chief, assistant chief and an EO in all functional areas. Additionally, a chief and assistant chief will
be present when open/extract, scanning (pre-processing), and handcount functions are underway to
oversee operations and provide support as necessary.
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CAP / Absentee Ballot (AB) Processes

Mail Receipt — The Mail Receipt team receives or picks up mail from the mailroom and drop boxes.
The team sorts, date stamps, counts, bundles, and stores unopened return mailers. A meticulous
recording of counts is essential. Chain of custody logs (transmittal forms) are created and maintained
for bundled mailers.

Mailer Check-in — The Mailer Check-in team receives bundles of unopened mailers, verifies the
information on the Voter Statement, checks for material omissions, identifies mailers for cure, updates
the voter’s status in VERIS to “pre-processed” and inputs the bundle number. Unopened mailers are
returned to storage. The team maintains an accurate count of processed mailers and continues the
chain of custody logs. Mailer check-in operations further include FWAB evaluation and check-in
conducted after all qualified mailers have been pre-processed on the final day of post-election
operations.

Mailer Opening and Ballot Extraction — The Open and Extraction team opens the checked-in
mailers and removes the ballots. After open/extraction process completion, mailers and ballots are
packed in boxes, taped, labeled and signed. Verifying documentation is signed and enclosed inside
the packed box. Packed ballots are stored securely, awaiting scanning.

Scanning — The Scan team scans ballots on the DS850 machines. On completion, ballots are
packed in boxes, taped with tamper proof tape, labeled and signed, along with verifying
documentation. Packed ballots are stored securely. Digital ballots not scannable (DNS) are secured
separately until handcount operations begin.

Curing — The Curing team receives mailers that could not be checked in due to material omissions,
contacts these voters to notify them of the issue(s) and receives voter affidavits or corrected
submissions. Cured ballots are returned to the mailer check-in team for processing.

Handcount — Post Election, all email and digital nonscannable (DNS) ballots are handcounted and
tallied. At the end of each handcount session, results are input into the summary handcount tally
sheet. The final handcount results become part of the Statement of Results (SOR) and the
handcount summary serves as an SOR verifying document.

CAP Chief’s Role

The CAP Chief/AChief are required to serve through the entire operational day and may not
depart until all operations are completed.

The CAP Chief has the following responsibilities:

SOR. As the overall coordinator of CAP, the Chief is responsible for creating the final Statement of
Results (SOR) and assembling the supporting documentation. There is no CAP SOR for election day,
only the interim results report from the Electionware system. There is one final SOR produced by
CAP, completed on Friday, November 8" (may be extended to Saturday).

EOs. Swears in all subordinate assistant chiefs and election officers, collects oath forms, distributes
and collects compensation sheets, distributes election security tags and assigns tasks as needed.
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CAP Operational Oversight. The Chief verifies all operations are conducted appropriately
and expeditiously, maintains security of ballots and voter information, and ensures required
documentation is complete and accurate.

The CAP Chief may serve as a team leader for operational units, as needed, i.e., FWABS,
Handcounts.

CAP SOR and Final Day Oversight.

e Completes the CAP SOR(s) with all supporting documentation on final post-election day
(original, copy and yellow printed return).

e Coordinates with staff to obtain reports (e.g., voter turnout, ballot count and votes, cured
mailer summary, handcount interim and summary). The vote results report will be available
after all data from the DS850s has been uploaded into Electionware.

e Coordinates to ensure all cured mailers are processed.

e Coordinates to ensure all email and DNS ballots are handcounted and tallied.

e Coordinates to ensure FWABs are processed, a final functional step.

e Coordinates to ensure rejected mailers are reviewed and processed appropriately. Note -
The Chief is uniquely positioned to take a “hands-on approach” to oversee and adjudicate the
final rejected mailer review process.

e Prepares and turns in required envelopes and boxes.

e Ensures all required signatures are present prior to turn in (Note: Staff remains until
required signatures are completed).

Authorized representatives (ARs). Itis the responsibility of the Office of Election (room 323)

to verify that ARs are registered voters in Virginia and to issue badges and/or vests to qualified
individuals.

The CAP Chief receives letters of authorization, ensures the number of ARs/CAP function complies
with established protocol, and makes certain that representatives have access to observe but not
interfere with election operations. The CAP Chief will resolve any issues involving ARs.

During pre-processing (open and extraction, scanning) and handcount operations, Virginia law
permits properly designated individuals to serve as authorized representatives and observers. During
administrative mailer check-in functions, authorized representatives and observers are invited to be
present.

For a general or special election, parties or independent candidates may send one representative to
observe each of the two pre-processing operations: open/extraction and scanning. One
representative per party is likewise invited to observe mailer check-in functions. During handcount,
parties or independent candidates may have authorized representatives present to observe the
process.
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2 CAP Election Timeline

PRIOR TO ELECTION DAY

1.

2.

Review, sign, and return your Chief Acknowledgement Letter.

Call or text your assistant chief to confirm assignment and discuss hours, parking, food, etc.
Notify us ASAP at 703-324-4711 or 324-5208 if the assistant chief is unable to serve.

Attend scheduled CAP chief/assistant chief training (date TBD).

Provide your cell phone number to Elections staff so the staff process team leaders can

contact you on Election Day.

FYI, the cafeteria is currently open on a reduced schedule, 7 a.m. to 2:00 p.m., with limited

offerings. It is recommended to bring your own lunch.

Request information regarding Chief's computer, SOR manner of access and location.

Confirm time CAP operations begin.

Review CAP processing rooms. Staff will be available for questions.

CAP DAILY CHECKLIST

Conduct the following activities daily.

Arrive at designated start time. Confirm following day start time (usually
9:30am).

Welcome EQ’s, administer oath, distribute compensation sheets.
Check-in with team leaders, ensure necessary supplies and forms are
available.

Welcome Authorized Representatives (ARs). Obtain authorization form.
Place into designated envelope in Chief’s tray. Make sure ARs complete
sign-in sheet. Provide ID badges if not already provided by main office.
Confirm ARs are wearing distinctly colored vests, provided during main
office check-in, while in CAP. Review general AR guidelines highlighting
location, use of cell phones and laptops (no photographs, video or audio
recordings), take phone calls and conversations outside of operational
room). ARs interact solely with Chief, AChief and Team Leaders.
Monitor and coordinate all operations throughout the day.

Remain in CAP daily through the end of operations.

Maintain security and integrity of the election processes and premises.
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ELECTION DAY

CAP ELECTION DAY TIMELINE
9:30am Depending on volume of work, CAP operations start.
4:00pm Mailer check-in, including completed cures, and open/extraction of ballots
to be completed.
5:00pm Scanning of ballots to be completed. Exporting of data to begin.
7:00pm Completion of data exports. Thumb drives to appropriate elections office
staff (Sean Stewart, Deputy Registrar AV) for secure storage.

Early Morning

Confirm location of the Chief's computer (room 339, mailer check-in area) and how to locate
and access the SOR (consult Sean Stewart, Deputy Registrar AV).

Review responsibilities, tasks, and emergency procedures with EO(s).
CAP operations begin 9:30am (Confirm).

o Poll opens at 6 a.m., CAP starts later at 9:30am (confirm time).

¢ Verify mailer check-in staff are in place, have received mailers and are ready to begin.

e Verify that mailer receipt and open/extract teams are present and ready to begin
operations.

Review election integrity and security mindfulness with staff. Remind staff regarding the
limited use of cell phones -- no photography, video or audio recording, keep personal phone
usage outside of operational rooms.

Remind staff to maintain operational security of election office premises by not allowing
“tailgating”. Tailgating occurs when an unauthorized individual gains access to a secure area
by following directly behind an authorized staff member through an entry point. Caution staff
against holding the door open for any person, including former staff, and others not displaying
a proper ID badge.

During the day

10

Check in with all team leaders and process teams periodically. Note any problems and
facilitate communication between teams as necessary.

Verify that DS850 scan team has arrived and set up for scanning operations. Check to
ensure scan team has the required forms and supplies and that forms are appropriately filed
and signed.

Verify that checked in mailers from receiving are provided to open/extraction team
expeditiously and with signed tracking logs.

Verify that extracted ballots are moved to scan team in batched boxes with tracking log.
Maintain your Chief's Notes to include explanations of issues, such as:

e Abnormal encounters (with EOs, authorized representatives, unauthorized intruders).
¢ Problems with digital scanners and other computers/machinery.
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Prepare for end-of-day, 4:00pm - 7:00pm

Mail receipt team will process all mail received during Election Day deliveries.

2. Coordinate with team leaders to close mailer check-in and open/extract operations by 4 p.m.
enabling ballots to be scanned by 5 p.m. Work to help maintain a smooth, timely transition
among these operations.

3. All email and DNS ballots are organized and securely stored for post-election handcount
operations.

4. Rejected ballots are securely stored by the cure team for proper handling on the final day of
CAP.

5. FWABS are held by the registration team for processing at the end of mailer check-in
operations on the final day of CAP.

6. Scan team exports data from DS850 as soon as all ballots have been scanned.

7. Ensure all processed materials (mailers) are placed into appropriate envelope/box or secured
as directed. Do not seal!

8. Provide all unprocessed ballots and DNS ballots to staff for secure storage.

After 7 p.m.

1. Closing Reports — DS 850

e DS850. Scan team prints Ballot Statistics report (3 copies). Scan team places in labeled
green folder.

e DS 850. Reports (including zero reports) are retained by scan team until completion of
post-election scanning. Scan team places reports in labeled green folder.

e DS 850. Remove thumb drive and close machine. Provide thumb drive to Sean Stewart,
DR/AV, for secure storage.

2. CAP SOR - only Electionware report required Election Day
e Copy of DS850 Electionware report delivered from main office. File with CAP materials

for reference. No SOR entries required.

3. Mailer & Ballot Quality Assurance and Final Packing — Election Day

o Boxes, envelopes and materials - Pack, tape, seal with signature labels, and number, if
needed (Follow signing checklists). Load onto carts.

o Verify extraction team tapes full #5 boxes closed, seals with tamper-proof tape, places ID
label at the end of box, and places signature seals across top.

o Coordinate assembly and transport of boxes onto carts. EOs may assist in this effort.
Sealed #5 and #3 boxes go to loading dock or other designated location. Store partially
filled #5 boxes to continue during post-election.
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POST ELECTION - WEDNESDAY

1.

Convene CAP operations at designated start time, if necessary. Staff may be moved to other
teams depending on work flow throughout the day.

Mail Receipt --

¢ Organizes mailers received from precinct dropboxes, delivered after precincts close on
Election Day, to sort/count/date for delivery to mailer check-in on Thursday.

e Continually processes incoming mail received throughout the day.

o Creates batches of checked-in mailers to prepare for open/extraction process.

o Verifies postmarks to ensure mailers are received in accordance with established
deadlines. Continues through the final day of CAP operations.

e Ensures ballots to be handcounted are appropriately sorted, organized, and assigned
precinct handcount tracking documentation.

e As appropriate, obtains FWABs from Deputy Registrar AV, sorts and organizes, assigns
FWAB tracking documentation, transfers to mailer check-in FWAB team.

REMINDER -- Deadline to return Vote by Mail ballots to be counted:

o November 5 at 7:00pm = Deposited in a drop box or hand delivered to the office.
o November 5 = Mailed ballots must be postmarked and received by noon on November 8.

Depending on number of DNS and email ballots, handcount operations may take place on
this day. Check with mailer check-in team leaders regarding status of handcount operations.
CAP mailer check-in and open/extract staff may be used for handcount operations. As time
allows, offer to assist in preparations for handcount operations.

Working with pre-assigned teams of mailer check-in staff (VERIS access required), conduct a
“pre-review” of FWABs only to determine if a UOCAVA ballot has been submitted by any
FWAB voter. This pre-review helps to save valuable time on the final day of CAP. Ask mail
receipt to inquire and obtain FWABs from Deputy Registrar AV. Using VERIS, review FWABs
to determine if the voter has also submitted a UOCAVA ballot and whether it has been
received. If so, the FWABs should be marked “void”. Keeping FWABs in the same bundle,
including those marked “void”, return to mail receipt for appropriate action. (see tab 6 FWABs
below).

POST ELECTION - THURSDAY

12

1.

Ensure available cured mailers are delivered to mailer check-in for processing. To help create a
timely and smooth operation on the final day of CAP, it is efficient to process the bulk of cured
mailers on Wed/Thurs rather than delay until Fri operations.

Depending on the number of DNS and email ballots, begin or continue handcount operations.

Coordinate end of day activities to ensure all ballots, processed and unprocessed, have been
appropriately secured.

As needed, discuss with team leaders and staff the possibility of Saturday operations.
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POST ELECTION - FRIDAY

CAP CLOSING DAY TIMELINE
9:30am Depending on volume of work, CAP operations start.
4:00pm Mailer check-in, including completed cures, and open/extraction of ballots,
Handcounts, FWABs and rejected to be completed.
5:00pm Scanning of ballots to be completed.
7:00pm Completion of data exports.

Note: Operations will continue Friday until ALL ballots have been checked-in and
preprocessed or handcounted, if necessary. Above times may need to be adjusted.

1. Ensure all remaining cured mailers are delivered to mail receipt for mailer check-in processing.

2. Conduct final processing of all properly postmarked mailers/ballots. All operations continue —
mail receipt, mailer check-in, opening/extraction, scanning, handcount.

3. Ensure rejected mailers are delivered to check-in staff for review and processing in a timely
manner. Because rejected mailers require final review, it is prudent to expedite delivery of
rejected mailers!

4. Begin preparing for CAP SORs. Ensure all necessary paperwork is available and in order. Keep
in mind that EO/staff signatures may be needed for SOR documentation. Plan, check before
releasing EQ/staff at the end of the day.

5. Mail Receipt Team

e Physically goes to the post office at 11:00am to retrieve all remaining mailers. Must return to
the Office of Elections by 12:00pm.

e The mail must be sorted, organized and date-stamped before delivery to mailer check-in,
open/extraction, scanning and, if applicable, handcount. This can be a time-consuming
process because mailer postmark date must be checked before delivery to mailer check-in.

e Check with mail receipt staff regarding mailer volume to help plan the remainder of the day.
Advise check-in team leaders.

o Check with mail receipt staff regarding timeline for receipt of rejected mailers.

6. Review rejected ballots.

o Rejected mailers are transported from the cure team to mail receipt before delivery to mailer
check-in for final review.

e Place stickers on rejected mailers. Mark reason for rejection. 2 EOs sign each sticker.

e Scan rejected mailers (this is often completed post-election).

e Collect all completed rejected mailers, conduct final count of rejected mailers, provide final
count on bundle transmittal form.

o Deliver rejected mailer bundle to mail receipt for delivery to Deputy Registrar AV.
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7. Conduct final review of FWABs (refer to tab 6)

e After all other ballots have been processed and all voters have been checked in, FWABS
may be processed. FWABs are the last set of ballots reviewed and checked into VERIS,
provided that no UOCAVA ballot has been received from any FWAB voter.

o Initially, FWABs are transported from elections office staff to mail receipt to organize into
bundles in ascending precinct order. FWABs are subsequently provided to mailer check-in,
open/extract and handcount.

e At mailer check-in, FWABs are imprinted with a red FWAB stamp before transmittal to
open/extract. The red FWAB stamp highlights the FWAB mailer/ballot for easy identification
by the open/extract team.

8. Complete handcount (see separate Handcount Manual).

e Handcount team comprised of up to 3 staff depending on volume of ballots.

o Mail Receipt organizes DNS/email/FWAB ballots by supervisory district, precinct in ascending
order, before providing to handcount team leader. Mail Receipt also assigns a handcount
bundle number and creates a transmittal form by precinct.

e Conducts handcount operations using the stacking method.

e Maintains, updates and totals tally sheets.

¢ Returns ballots to mail receipt for secure storage.

e Inputs handcount results daily into excel spreadsheet to produce the final precinct interim and
summary reports. Handcount tally, interim and summary reports are SOR supplementary
documents produced on the final day of CAP.

e Assist Office of Election IT staff to input handcount results into ERM system (room 323). Note
— depending on the election, this may be a lengthy task. Before staff departure, work with
handcount team leaders to recruit staff for handcount results ERM “reading.” For emphasis,
the ERM reading exercise may last well into the night.

9. Complete scanning.

Scan Team:

e Scans ballots processed on previous days.

o Delivers DNS ballots to mail receipt for delivery to handcount team.

e Exports data ASAP for Electionware team.

o Ensures all scan-related documentation is appropriately signed by scan team, organized and
placed in green folders (for SOR preparation).

e Provides final reports folders to Chief.
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Friday End of Day

1. Complete CAP SOR (see Tab 4 SOR below)

Receive Electionware report from IT staff with final aggregate vote results. Photocopy for a
total of four copies.

Print a copy of the SOR then either photocopy or print three additional copies and mark every
page “Copy.”

Attach Electionware results report, machine reports, handcount interim and summary sheets,
cure summary, VERIS cumulative control totals, as per checklist included with the SOR.

All assistant chiefs and EOs sign the SOR.

CAP Chief attaches Electionware reports to Yellow Printed Return Sheet.

EOs sign

3. Quality Assurance - Quality Assurance is an extension of Open Extraction Operations.

Bundled Empty Return Mailers are placed into #5 boxes and labeled. (#5 box holds 2-4
batches of empty mailers). Place batch label on outside of #5 box.

Scanned Ballots are placed faced down, flattened, in the same direction into #3 ballot batch
box. Place batch label on outside of #3 batch box.

Pack, tape, seal with signature labels, and number, if needed, boxes and envelopes (Follow
packing and signing checklists). Load onto carts.

Write number of ballots on box label and tape boxes #3, and #5 closed and seal with red
tamper-proof tape.

Place signed seals across top.

Load boxes on cart. Staff will advise where they are to be stored.

Load tray of rejected mailers onto cart to take to Deputy Registrar AV in Rm 323 or give to
cure/rejected staff. Later, rejected mailers will be marked rejected in VERIS, scanned into the
voter’s record, and a copy sent to the voter.

Sealed envelopes/boxes #2, #1A, #4/4F etc. go to Rm 323. CAP staff will advise.

Closing CAP

1. Clean up room 339, follow CAP staff directions to place supplies on tables and carts.

2. If necessary, help move DS850s (and DS200s, if used) to a location as designated by CAP staff.

3. Help CAP staff take carts of equipment to Rm 323 if directed to do so.

4. Thank your EOs. Be sure they first sign the CAP SOR and any other paperwork requiring
signatures.

5. Ensure EOs sign out on comp sheet. Release them when no longer needed.

Canvass

1. The Electoral Board will determine when the CAP canvass takes place.
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3 CAP SOR General Information

The CAP Chief is responsible for completing the CAP Statement of Results (SOR) on Friday,
November 8th, the final post-election operational day, and for gathering and organizing all SOR
supporting documentation.

Staff may assist in the completion of the SOR, as necessary.

This tab covers CAP SOR requirements.

1.

CAP does not close when the polls close on Election Day. Instead, CAP extends the post-
election period through Friday, November 8" (based on workload, may be extended to
Saturday, November 9t). The CAP Chief must ensure that all vote by mail absentee mailers
are processed (to include mailer check-in, open and extraction, and scanning) according to
the following deadlines:

a. November 5 by 7:00pm. if hand-delivered in person or by drop-box
b. November 8 by noon if mailed and postmarked on or before November 5, Election Day

The SOR provides only final results. There is no need to complete an SOR on election day
and then complete a second cumulative SOR on the last day of extended CAP.

The SOR is completed online in an Excel spreadsheet with protected worksheets and locked
formula cells. Unlock cells if necessary, by clicking Review/Unprotect sheet.

DS850 data is exported periodically and uploaded into the Electionware system. The vote
results for preprocessed ballots are merged with Election Day results and reported election
night, then added to post-election results and reported via one Electionware report after the
close of CAP on 8 November.
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Compiling the SOR: Preparation/Data Input

Before completing the SOR, it is key to follow basic preparatory steps:

1.

18

Identify a location for SOR staging. It should be centrally located where there is enough
space for 2 large tables.

Assemble 2 large working tables, side by side. Table #1 is for supplies (Chief’'s supply box,
stamps (COPY, ERM, ELECTION NIGHT, POST ELECTION) and administrative
documents/supplies (#2 box, envelopes). Table #2 is for the actual SOR staging and
arrangement of supporting documents.

Gather all supporting/administrative documents (noted below). Ensure that there are 4 copies
of every document. One copy will be considered the “Original”. Designate 3 documents as
“Copy” using the “copy” stamp.

Supporting documentation includes the following:

e Election By Mail Results and Post Election By Mail Results, both
included as subsets on the Election Reporting Manager (ERM) Report

e Handcount Summary Report

e Curing Summary with rejected, cured, void, no ballot and faulty mailer
data

e 4 relevant DS850 reports from all machines in use: Zero Reports,
Detail Results Reports, Ballot Statistic Summary Reports, Certification
Logs (15t and last pages only)

e VERIS Cumulative Control Tables

**Examples of each type of supporting documentation are included at the end
of this section.

Using the support documents, and at the Chief's computer, input data to the SOR. On
completion, print 3 copies of the SOR. Consider one as the Original. Stamp others as

“COpy".

SOR organization requires that both the original SOR and the 2 copies include the same
supporting documents in a standard order. Use the second worktable to collect and organize
the documentation. It is best practice to form 4 columns of documents. 3 columns will include
an SOR at the head. The “Original” SOR will head the first column on the left. The 4t column
will not include an SOR. Instead, the 4" column will include the yellow printed return sheet as
its lead document.
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Parts of the SOR

SOR Part A - SOR Contents Checklist:

The first tab of the online SOR titled “Part A SOR Contents Checklist” identifies documents to include
with the SOR original, SOR copies and printed yellow return sheet.

This list includes only those SOR verifying documents indicating how the number of ballots and votes
are determined. Ensure you have all these documents before inputting data into the SOR.

: November 5, 2024 General and Special Elections
Part A - SOR Contents Checklist (Original and Copy)
Print THREE copies of the final SOR
Stamp "COPY" on ALL pages of the SOR copies

Attach to SOR

Original Check =t
These items can be photocopies
Copy of S0R
Machine Reports Machine Reports
Electionware [ERM] Summary Results Report [Park O of S0R) Electionware [EFRM) Summary Results Report [Part O of S0R)
DEE0 Certification log(=] CE850 Certification log(s)
DEEE0 Ballot Statistics Summary Reports OS850 Ballot Statistics Summary Reports
OE8E0 Zero Reports OE860 Zero Reports
OEEE0 Detail Results Reparts DE860 Detail Results Reports

Note: D5850 Certification Logs are for tracking public count numbers of ballots during pre-election and
election day, and post election

Voters Voters
WERIS Woter Cumulative Control Totals Summary [Fart ) WERIS Woter Cumulative Control Totals Summary [Fart )
CuringfRejected Summary CuringfRejected Summary
Hand count {if conducted) Hand count [if conducted)
Handcount Summary Sheet Handcount Summary Sheet
Handcount by Precinct Document Handcount by Precinct Document
Zero Beports [in separate envelopes ) Zero Heports [in separate envelopes )
|I3585l] |I3585l]

Attach to Yellow Printed Return Sheet (Envelope 24, not part of SOR)

Copies

Check.

Electionware CAF Summary Results Report

05850 Zera Reparts
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SOR Parts B, C and D:

Part B Ballots Cast is sourced from the ERM report: Election Night By Mail Results Report
and Post Election By Mail Results. Each must be recorded. Part B Ballots Cast also
includes the results from the Hand Count Summary Report including Write-in Certification
Logs which shows the Grand Total Ballots Cast. Combine the three sets of results to get the
final total for the number of ballots cast.

Part C Voter Counts data is sourced from the VERIS Cumulative Control Totals
spreadsheets. These tables indicate the number of qualified voters that were checked into
VERIS. Locate the column labeled “Preprocessing” to find the Voter Count.

The number of rejected ballots is indicated on the Curing Log Summary. The Curing
Summary Log identifies the rejected ballots as “Needs Curing” The voters submitting these
ballots were not checked into VERIS. It is important to include the FWAB and voters that
were not accepted.

Note: The Rejected Voter count is found in the Curing Log Summary, on the “Needs curing”
line under the “No” column.

ADD Accepted and Rejected Voters to get Turnout (the number of voters who submitted
ballots).

Data from parts B and C is linked to the Reconciliation Section (Part B/C). Verify that the
number of Ballots Cast equals the number of Accepted Voters. Discrepancies must be
noted and explained in Part E of the SOR.

Part D requires that the ERM Report is included with the supporting documentation.
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Statement of Results [SOR]
November 5, 2024 General and Special Elections
\ Fairfaz County Central Absentee Precinct [CAF]
T~ PartB - Ballots Cast
through Election Day
1 DS 850 Elewiian Maght Se Maid Pesafts
Pegart
+
post Election Diay
2 D5 850 | Fosy Fleetian o Maf Besulfts Pepgornt
+
CAP
3 Hand Count | Fand £ ount Summany Pepgart
\ 4 Grand Total 0
\f PartC - Voter Counts |
CAP
1 |Accepted VEFIS Cumedative Controf Forafs
Voters
+
CAP
2 Rejected Larinng £ ag Summany
Voters eeds ra be coured?
CAP
AT Aecapred & Pofecred Varers
\ 3 |Voter Turnout i s Brter Farroent
| Part BIC - Reconciliation Ballots and Voters |
Total CAP
1 Total Ballots 0
Cast (Part B)
Accepted Fasiiee Mumber = More Bafals
2 |Voters 0 Megarivs Mumber = Mare Varer
(Part C) Explain Difference fimn Parr £
3 |D'rﬂerence | 0
\ Llowember 5 2024 General and Special Elections
‘I PartD - See attached ERM for voting results. |
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\ Fairfax County Central Absentee Precinct [CAP)

SOR Parts E and F:

Part E is the Explanation of Discrepancies for the chief to note and explain any issues or
discrepancies in the SOR.

Part F is for the Chief, ACs, and all EOs present to sign. Ensure the EOs sign before you release
them!

Statement of Results

November 5, 2024 Gernal and Special Elections

i Part E - Explanation of Discrepancies and Other Statements

-\ Part F - Certification™

We hereby certify that this statement of results are a complete record
of election results for the Central Absentee Precinct and that all of the
information entered hereon is true and correct.

I 1. " 4,
Chief Officer Officer of Election

Assistant Chief Officer "

th

22 Fairfax County CAP Chief's Manual 5 November 2024



SOR Yellow Printed Return Sheet

Although not part of the SOR, the yellow printed return sheet must be completed and signed. (Find it

in your files or chief's tray.) The completed/signed form goes in Envelope 2A.

The machine serial numbers are available from the DS850 Certification Logs.
Attach one copy of the following to the SOR Yellow Printed Return Sheet:
e ERM Report.

e Chief, assistant chiefs and all EOs present in CAP must sign.

COMMONWEALTH OF VIRGIMNIA
Attach one copy of

D5200 and D3 550

PRINTED RETURN SHEET resuls reports
DIGITAL SCANNERS

GEMERAL AMD SPECIAL ELECTIONS

MNowernber §, 2024

DsTE OF ELECTION
COUNTYOF EAIRFAX
FRECIMNCT, CENTRAL ARSENTEE (CAP| ~ AR

This form must be signed by all officers of election present
during closing procedures and placed in Envelope 2A.

The clerk of circuit court must meke it available for public
inspection on the day following the election and for sidy
days theresfter.

{the attached iotals tapesieparts ae rue and
1 results printed cut by the digital scamner
waling machines used in this prednct

Pachine or Serial number|s)
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SOR Supporting Documentation

In addition to the SORs, the CAP Chief is responsible for gathering all SOR supporting
documentation. The supporting documentation:

1. Serves as verification of SOR input.
2. s used in the post-election canvass, an audit of the SORs usually held a day after CAP
closing.

You will need four copies of supporting documents. In the case of certification logs you only need to
include the first and last page.

For all documents, of the four copies, one copy must be designated as the “ORIGINAL” document.
The three remaining copies must be imprinted with a “COPY” stamp as shown below.

Refer to the supporting documentation illustrations below to help with identification.
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Election By Mail Results and Post Election By Mail Results Reports in the ERM

Report
(one, 2-page document)

- 4 UNOFFICIAL RESULTS

Unofficial Election Night Results J
2024 March Presidential Primary Elections
March 5, 2024 Fairfax County
| |5TATISTICS
Post
Election
TOTAL Night Ey
Regetered Valers - Total TeEE3T
Ballats Carst - Tatal 27.514 24 058 i agr
Ballats Cast - Republican Party 5,593 4. 768 o9 ]
Ballats Cast - Democratic Party 21821 19,270 2412 239
Warter Tumeat - Toetal 3.47%
Water Tumeat - Regpubilican Party 0.00%
Water Tumout - Democratic Party 0.00%

Unofficial Election Night Results UNOFFICIAL RESULTS
2024 March Presidential Primary Elections C 0 P Y
March 5, 2024 Fairfax County
Republican President
TOTAL
Chris Christie
Riyan L. Birkleay 28 a5 3 [u]
Wik Ramasswanmy 19 16 a o
Donald J. Trump 2,502 2,158 s 28
Ron 0. DeSantis =] TE 1 3
Mikki . Haley 2,862 2,439 -2 59
Total Viaoles Cast 5,584 4, THE TOE 92
Overvoles a o a o
Lince rvabes 3 o 3 &
Cortest Totaks 5,593 4, THE Tiom 85
Democratic President
TOTAL 5.';?1"’5'; — Hand Count
Mail Might By
Mail
Marianne Williamson 1,128 B&S 275 15
Jaseph B Biden, Jr 19,778 17,675 2085 148
Dean Bensan Philips a5 B0 111 14
Tatal Violes Cast 21,841 19,270 2,354 177
Crewsratems a [] a a
Urdarvotes BO a0 18 B2
Contest Totals 21.9: 19,270 2412 239
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Handcount Summary

November 5, 2024 General & Special Election

Fairfax County Central Absentee Precinct
Handcount Summary

GRAND TOTALBALLOTSCAST: [ 0 |

President and Vice President

Volgs
Ballois | DEMOCRAT | REPUBLICA GREEMN LIEERT ARIA INE_Fth:DE INP?FT;H:DE
ICPARTY | MPARTY PARTY ] o arty ary Elank. wWrite-lng | Owervotes | Undervotes
. . N e la whestd Abdull
Harrisialz | Trampitance| Steinware | liveribiaat | .
ruztGarcia ah
Member, United States Senate
Violes
Ballols [T
TlmOt.hg M. Hung Cac | ‘Write-Ins | Overvotes | Undervotes
Kaine
Member House of Representatives 11th District
Woles
Ballols i
Benald £, dermy . DavidF. | BentleyF. ‘Write-Ing | Owervotes | Undervotes
Beyer, Jr. Torres Kennedy Henzel

Handcount Interim Precinct Reports

November 5, 2024 General Election - Presidentl

District
P
EBraddozk | 104
a4
EBraddozk | 105
a4
Eraddock 1':'5
-
Eraddozk | 105
-
Eraddozk | 109
a4
Eraddazk | 110
a4
Eraddock 113
-
Eraddazk | 114

#Eallote |DEMOCRAT| REPUBLICA|  GREEN  |LBERTARLA '”ﬁfiE”':'E '”ﬁf‘;":”':"':
Precinct IZPARTY | MPARTY PARTY M o ‘I‘"’" o .'.::: | B
at Start Harriztwalz [ Trumpfance| Steindwiare | OliverdMlaat = . ast Y
CruziGarcia ah

CHAPEL ] ] ] ] ] ] ] {
FAIRMWIE 0 ] 0 ] ] ] ] {
HERITAGE 0 ] 1] 0 0 1] ] (i
KIMGES FARE, ] ] 1] 0 ] 0 ] {
LITTLE RUM ] ] 1] 0 ] 0 ] {
ZPRINGFIELD 0 ] 0 ] ] 0 ] (1
CAaMTEREBURY 0 ] 1] ] 0 1] ] 0
OLDE CREEE: ] ] 1] 0 0 0 ] (I
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VERIS Cumulative Control Totals

COPY

CTIWIRRVEAL | VISR,
LS R | O ELC O
Cumslutm Conbrol Icbs

QUL Mures Demeerahe Pramary
ROCALINT: 953 FABEAK LUUNI Y
PHECRICT €O &0 kD Asp Baks  Gefgr  Bedor
sttt B el iy bt 11 bt by

Foteal Prrm=

o8 15 F] 2 a [} a a a 174 Eal L] &
o4 e T a a a a a a ara R " L
o8 e 14 14 a a a a a a ] & L] L
o8 a0 -3 L] 2 a a a a a ] £l ® @
s 24 ot ¥ a a a a a a = @
ms 2 =5 2 2 o o o o o 1% 2] @
s i e = a a a a a a 1 28 a
ms 80 ] L] a o o o o a & L] E
ms ] L] a o o o o o o 45 Y @
o8 o ] L] 2 a a a a a b L] L
o8 E] 4 L a a a a a 2 ® L
ms 14 F-] 2 a a a a a in 3 @
o8 E] a a a a a e 45 @
o8 & Ei a L] L] a a a = 1w @
ms = o4 12 o o o o o 45 1z 1
s an Fa] = 2 L] a a a a o 1 A3 o
s a3 m = a a a o a a = 1z 1 °
o8 56 1 E-] 2 a a a a a 158 ] az L
) aa bl El 1 u 0 0 0 0 = 120 ar o

=3 Eems | mTd =] o ° G G N ) ™

4 o atmerdas bk s hadeers srel Selios Gl Saws o bea Sokeasd ool sdages o belot ss by wosrs dus spplcabors burs bua e babaen ©
ma pdnarLasee bor o | At Eraer lakd Az e Rees imos e An of Su (Epr isaaaf e S e e due speed nad ched e

Curing Log Summary

June 2024 Republican Party Primary Curing Summary

\ T Cureet? Yiri W Mo Tiskat

~> Mistds 0uring 17 1

Admin ryred 3 3 ]
i ; ! i
o halot . 16 ]
Faulty Wi 't 1

Totl 4t & it

Needs Curing + NO =jRejected

DS850 Reports
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The DS850s were used to scan ballots prior to Election Day, on Election Day and during the post

election period. All DS850 data is loaded into the Office of Elections ERM system to generate a final
CAP AB ERM Report.

One DS850 Certification Log entry is completed each day scanning was conducted to record opening
and closing seals and counts for each DS850. The completed log is available in the labeled scan
team Daily Certification log green folder on the final post Election Day.

DS850 Ballot Statistics Summary Report is run at the end of each scanning day to assist in

documenting number of ballots scanned. It is found in the labeled Ballot Statistics Summary scan
team reports green folder.

DS850 Zero reports: Zero reports are run on the first day of scanning and after each time a DS850 is

zeroed. All zero reports are found in the labeled scan team zero reports green folder on the final post
Election Day.

DS850 Detail Results Report: Detail Results reports include a comprehensive list of vote totals for all
candidates in every election. It also includes the number of total ballots scanned (Total Sheets
Processed).

ELECION Nie NT

™ |

Ay ;é"“;ﬂ‘?}:w{"&‘
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Ballot Statistics Summary

1001

Zero Report

—
Machine 10: A

—_—
Machéna & E518010338

PN

B
|: UL,
b

County of Fairfax
Presidential Primary

: County of Fairtax
Machine ID: U Machine #. 8518010338 Sy
A 062172022

5 A

First Ballot Date Time 04/25 l; (zl; 1::!' :t:n:: z::‘nwd llzl

2022 1433
Last Ballot Date Time 04725/, verlprsgedis S
ELECTIaN WNEMT Lo

028024 10:28.26 D35 2024
First Ballotl Date Time: Total Sheets Processed o
Last Ballot Dare Time Tatal Ballors Cast o
Blank Sheets Cast: o
Contest Votes
R President ) g
Ware For 1) ra Iﬂ:l}p_-l}"{;‘
Chris Christie o ._/_—'__t-; LR
Ryan L. Binklgy o \
Vivek Ramaswamy o Tk e
Donald J, Trump . [i] f-"’ﬁ
Ron D. DeSantis 1]
Mikki R, Haley o
Crver Viotes o
Under WVones ]
Total o
D President
iWote For 1)
Marianne Williamson o
Joseph R. Biden, Jr. 1]
Deean Benson Phillips ]
Creer Violes o
Under Vites ]
Total o
Zero RepoPOST ELECTION
p . f . W)
Marchine 10 & Machine ¥: B512090079 | 59 & i County of Fairfax
) - Presidential Primary
03072024 13:37:15 030572024
First Ballor Dare Time: Total Sheets Processed /]
Last Ballor Date Time Total Ballots Cast L]
Blank Sheeis Cast: L]
Contest Votes
R President
{one For 1} . —
Chris Chrstie 0
Ryan L. Binkley a
Wivek Ramaswarmy 0 .
Donald |. Trump a ] "
Ron [, DeSantis L4 _In."1 L.
rakcki 7. Haley [ f'\?f—‘f}iu
Cheer Vabes L — \\Ik
Unider vVoles L] il
Total L]
o President
{Wote For 1}
Marianme Willamson o
_oseph R, Biden, Jr i}
Dean Benson Phillips 1]
Creer Wotes L]
Under Wiotes 1]
Total o

Fairfax
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ELECTION

1of1

Detail Results

Machine ID: A Machine #: 8518010338

County of Fairfax
Presidential Primary

03/05/2024 20.24:55 03/05/2024

30

First Ballot Date Time: 02/28/2024 10:50:40 Total Sheets Processed: 24056
Last Ballot Date Time: 03/05/2024 18:21:09 Total Ballots Cast: 24056
Blank Sheets Cast: 0
Party Ballots Cast
Republican Party 4786
Democratic Party 19270
NONPARTISAN 0
Contest Votes
R President
(Vote For 1)
Chris Christie 72
Ryan L. Binkley ~ 25
Vivek Ramaswamy 16
Donald J. Trump 2158
Ron D. D i 76
Nikki R. Hal _ 2439
Over Votes 0
Under Votes 0
Total 4786
D President
(Vote For 1)
Marianne Williamson R
" Over Votes
Under Votes
Total
Detail Results POSTELECTION ,
Machine ID: A Machine #: 8512090079 [ @ County of Fairfax
A 5 z Presidential Primary
03,/08/2024 16:04:10 03/05/2024
First Ballot Date Time: 03/07/2024 13:41.00 Total Sheets Processed: 3121
Last Ballot Date Time: 03/08/2024 15:47:07 Total Ballots Cast: 3121
Blank Sheets Cast: 21

Party Ballots Cast
Republican Party 709
Democratic Party 2412 C'] Q—Lﬂ_ﬂi&
NONPARTISAN 0 -
Contest Votes e@__
- - T
R President Mi
{(Vote For 1) et N
Chris Christie 9 i :
Ryan L. Binkley 3
Vivek Ramaswamy . 3
Donald J. Trump
Ron D. DeSantis
Nikki R. Haley
Over Votes QO
Under Votes 3
Total 709
D President
(Vote For 1)
Marianne Williamson ———— e 228
Joseph R. Biden, Jr. 2055
Dean Benson Phillips 111
Over Votes o
Under Votes 18
Total 2412
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" 4 Checklists

This tab provides checklists to assist in organizing forms and reports.

e CAP SOR Closing Checklist

o CAP Signature Checklist

e CAP Packing Checklist

o #2 Box and SOR attachments Checklist

o Envelope for Deputy Registrar Absentee Voting

e SOR Packing List

Fairfax County CAP Chief's Manual 5 November 2024
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CENTRAL ABSENTEE PRECINCT SOR/CLOSING CHECKLIST

November 5, 2024 General and Special Elections

Item #

STATEMENT OF RESULTS (SOR) & SUPPORTING
DOCUMENT GUIDELINES

Phase 1: Reports, forms, and signatures

YES

NO

SOR Original

Access SOR spreadsheet on chief's computer. Request assistance from Mailer Check-in (MCI) Team leader.
Input data

Print original plus 3 copies

SOR 3 Copies
Imprint each with red COPY stamp

SOR Original Parts B and C and D — Gather the following reports:
-ERM Summary Report, including data for Election Night and Post-election.
Options = Ask IT in room 319 election night or download from FFX OE website

- VERIS Cumulative Control Totals

Ask MCI Team Leader to print from VERIS

- Curing Log Summary

Ask Cure Team in room 323

- Hand Count Summary
Ask MCl/Handcount Team Leaders

SOR Copy Parts B and C and D — 3 Copies of supporting reports

(ERM Report, Cumulative Control Totals, Curing Summary, Hand Count Summary)
Stamp copies with “COPY” stamp.

SOR Part E — Explanation of Discrepancies
Input explanation for SOR accounting discrepancies.

SOR Part F — Certification
Sign C/AC and EOs (NOTE - Get signatures before EO departure!)

DS850 Zero Reports — Election Night (ENBM) & Post Election (PENBM)
Ask Scan Team, located in green folder

Confirm reports signed by scan team

Keep original, make 3 copies

Attach 1 copy to Yellow Printed Return Sheet w ERM Report & Place in 2A Envelope

DS850 Detail Results Reports — Election Night (ENBM) & Post Election (PENBM)
Ask Scan Team, located in green folder

Confirm reports signed by scan team

Keep original, make three copies

Attach 1 copy to Yellow Printed Return Sheet & Place in 2A Envelope

DS850 Certification Log — Confirm a log is present & signed for each machine used.
Confirm # machines used

Ask Scan Team, located in green folder

Confirm reports signed by scan team

Keep original, make three copies

10

Handcount Interim Precinct Report
Ask Handcount Team Leader

Make three copies

Use for ERM Input at close of CAP

11

Chief’s Notes — Administrative Document

Record CAP-related incidences i.e., scan machine, ARs, injuries, comments, etc.
Sign by Chief

Place in Miscellaneous Envelope

32

Fairfax County CAP Chief’'s Manual 5 November 2024




Election Officer Oath/Compensation Forms — Administrative Document

12 Sign by EOs and administering officer
Ensure documentation from all AB units. Place in Miscellaneous Envelope
Authorized Observers Log/Authorization Letters — Administrative Document

13 Confirm signatures
Arrange in sequential order
Ensure documentation from all AB units. Place in Deputy AV envelope
DS850 Scan Machine(s) Cut Seals

14 Scan Team
Place in #7 Envelope
Phase 2: Reconciliation of Election Results ves | No
Review SORs (original and copy)

15 ERM Results and DS850 Detail Results Reports — Verify total ballots cast and
candidate vote totals match.

16 ERM Results and Hand Count Summary — Verify total ballots cast and candidate
vote totals match.

17 Part B — Does total ballots cast on line 1 equal total ballots cast on the Election Night
By Mail (Election Night) Detail Results report?

18 Part B — Does total ballots cast on line 2 equal total ballots cast on the Post Election
Night By Mail (Post Election) Detail Results report?

19 Part B — Does total ballots cast on line 3 equal total ballots cast on the Hand Count
Summary Sheet (“# Ballots at start”, first column)?

20 Part B — On line 4, is the calculation correct?

21 Part C — On line 1, does number of Accepted Voters equal the Pre-Processed final
total on the VERIS Cumulative Control Totals summary sheet?
Part C — On line 2, does number of Rejected Voters equal the number of “Needs

22 curing” on the Curing Summary sheet? Does this number include rejected FWABs,
Voids?

23 Part C — On line 3, is the calculation correct?

o4 Part B/C - Reconciliation Ballots and Voters — Are entries complete and line 3
calculated correctly?

o5 Part B/C - If there is a difference on line 3 (# 0), is the discrepancy noted in Part E? If

difference is zero, mark N/A.
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4 CAP Signature Checklist YES | NO

1 Election Officer Oath ggnaa’lﬂr’ggmi”ism””g Officer

3 Compensation Form — EO Signatures

4 Statement of Results (ORIGINAL) Number of signatures in Part F

5 Statement of Results (COPY) Number of signatures in Part F

6 Chief Notes — Confirm signature and completion.

7 DS850 Certification Logs - Confirm 2 Scan Team Initials - each machine, open/close.

8 D$850 Zero Reports (Election Night & Post Election) — Confirm 2 Scan Team
Signatures

9 D_3850 Detail Results Reports (Election Night & Post Election) — Confirm 2 Scan Team
Signatures

10 DS850 Ballot Statistics Summary — Confirm 2 Scan Team Signatures

11 DS850 Systems Readiness Reports — Confirm 2 Scan Team Signatures

12 Yellow Printed Return Sheet — Confirm Multiple Chief/Assistant Chief/EO Signatures

13 Chief’s Notes — Chief Signature

14 Authorized Observers Log/Authorization Letters — Signed by ARs
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CAP SOR Packing Checklist

Envelope / Sealing & signin
Done? P Envelope / box contents 9 gning
box # requirements
#1A e Provisional envelopes containing ballots Enter number of envelopes enclosed.
Green & completed provisional ballot log Sign log
sheet Sign certification on envelope. Seal w label
Envelope Date & sign — two signatures
e Chief's notes/ Incident reports Seal with label
e Compensation sheet(s) Date & sign label — two signatures
#2 Box e Oath Forms — Pre, Election Day, Post SOR and copy (with attachments) in separate
¢ SOR -two copies envelopes as marked, then placed in #2.
#2A e Yellow printed return sheet
Brown e ERM Reports Seal with label
Envelope e DSB850 Zero Reports Date & sign label — two signatures
e Auth Observers sign-in w/ auth letters N
) o seal necessary
I‘/SVZZ’e ° g;?;g?;fg;ﬁi&%g:gm Put items in envelope as marked, then place in
Envelope o DS850 Systems Readiness Reports box with rejected envelope copies.
#4 : \S/gi‘g':(;’ ;’:}:gt: (in-person AB voting) Seal with label (even if empty)
EE\:Z:’;:e e Unused FWABS in sub-envelope 4F Date & sign — two signatures
°
e Unused ballot mailers Tape closed
#5 e Rejected mailers s pl ith label
Box/Envelope | ¢ Undeliverable mailers by post office ealwith 1abe ;
Date & sign - two signatures
e Scan Machine (s) cut seals
*  Scan Machine (s) thumb drives (as Seal with label, sign and date.
#7 Envelope available) For Deputy Registrar Absentee Voting.
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36

#2 Box and SOR Packing Envelopes Plus Attachments

Oath Forms (pre-election, Election Day, post-election)

Compensation Forms (Chiefs/Assistant Chiefs/Election Officers)

Statement of Results (Original and Copy)

Chief's Notes/Incident Reports

Envelope for AB Deputy Registrar

Authorized Observers Log with Authorization Letters
Internal Office AB Count
DS850 System Readiness Reports

DS200 Keys (if used)
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5 Authorized Representatives

During pre-processing, scanning, and handcount operations, Virginia law permits properly designated
individuals to serve as authorized representatives and observers. During administrative mailer check-
in functions, authorized representatives and observers are invited to be present.

The daily pre-processing schedule will vary depending on the number of mailers/ballots available, and
operations may be cancelled for a full day if warranted by mailer/ballot volume. The same concept
applies to scheduling of mailer check-in functions.

For a general or special election, parties or independent candidates may send one representative to
observe each of the two pre-processing operations: open/extraction and scanning. One
representative is likewise invited to observe mailer check-in functions. During handcount, parties or
independent candidates may have authorized representatives present to observe the process.

For a primary election, one authorized representative of each candidate may be present during
operations as noted above.

Authorized representatives and observers:
o Must provide a letter of authorization, signed by the party chairman or independent
candidate, to the chief officer of election at the polling place upon arrival. Must complete the
official log with the times of arrival/departure.

e Wear a badge and official vest provided by the CAP Chief/Office of Elections at check-in to
wear at all times in AB operational rooms.

e Must be a registered voter in Virginia. Look up authorized representative in pollbook or if from
outside Fairfax County, have staff check VERIS.

o When the digital vote scanning machine(s) is opened, authorized representatives may be
present to observe that no vote has been cast and the counter registers zero.

e May not act in a noisy or riotous manner and/or disturb the process of the election.

o May stay all day or come and go in shifts (except if present after polls close may not leave
until the count for CAP is completed and reported).

e May not be a candidate.

e May not wear any campaign or political paraphernalia except the identification badge from
the chief election officer.

e May not give, offer, or show any ballot, ticket or other campaign material.

e May not hinder or delay any officer of election. CAP election officers will not slow processing
of absentee ballots to convey or repeat information to representatives.

e Have the right to see and hear the process and may immediately appeal to the electoral
board if they are dissatisfied with the chief officer’'s decision on placement.
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¢ May not be in a position to see the marked ballot of any other voter.

e May not be in a position to see personally identifying information (PII) including, but not
limited to, a voter’s return mailer (accepted or rejected), ballot and VERIS screens.

e May mark or make their own lists of those who have voted and make their own notes. An
officer may not provide any lists to observers.

e May use handheld wireless communication devices inside CAP provided they do not disrupt
the adjudication process. Officers of election may prohibit the use of the devices if their use is
hindering the adjudication process.

e May not film, record or photograph while inside CAP. Photographs, audio and film
recordings of the election process or of any persons or materials involved therein are
prohibited (except by credentialed news media). Violation of this prohibition will result in
immediate expulsion from CAP.

e May not touch or handle any ballot, voting machine or official document.

e May not disclose any information about individual ballots or preliminary results to anyone.

Electronic Laws

1VAC20-60-30. Electronic Devices in Polling Place

A. The use of electronic devices inside the polling place is generally permitted. However,
representatives of candidates and political parties authorized to observe the election are prohibited
from taking photos or video within the polling place.

B. Officers of election are authorized to monitor the use of an electronic device by any individual in
the polling place. Officers of election may restrict the use of an electronic device by any individual if
that use hinders, delays, or disrupts the voting process; if that use attempts to solicit or in any manner
attempts to influence any person in casting his vote; or if the individual attempts to intimidate another
individual through use of an electronic device. Whether use of an electronic device by an individual is
deemed in violation of this section is within the discretion of the majority of officers of election at each
polling place. Upon determination of a violation of this section, the officers of election may (i) require
any individual to cease the use of an electronic device, (ii) require any individual to limit the use of an
electronic device to outside the polling place, or (iii) remove any individual from the polling place.

C. No voter may be removed from the polling place for the use of an electronic device until after the
voter has cast his ballot.

D. The determination of the officers of election of any dispute concerning the use of an electronic
device shall be subject to immediate appeal to the local electoral board.

E. An electoral board may not enact any policy that disallows the use of any electronic device by all
individuals.

Statutory Authority
§ 24.2-103 of the Code of Virginia.

Historical Notes

Derived from Volume 28, Issue 04, eff. October 5, 2011; amended Virginia Register Volume 33, Issue
04, eff. October 4, 2016.
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https://law.lis.virginia.gov/vacode/24.2-103/
http://register.dls.virginia.gov/toc.aspx?voliss=28:04
http://register.dls.virginia.gov/toc.aspx?voliss=33:04
http://register.dls.virginia.gov/toc.aspx?voliss=33:04

\\p/ g

"6 Handcounts

Pending update.
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7 FWABs

Federal Write-in Absentee Ballots (FWABs) may only be processed after all other ballots have
been processed and all other voters have been checked in. As a result, they generally are the

last set of ballots to be checked into VERIS.

Because CAP is extended until noon on November 8, FWABs cannot be processed on election day.
The CAP chief determines when all ballots have been processed and the time to begin processing
FWABs.

Note that many FWAB voters may also submit standard UOCAVA ballots. If the UOCAVA ballot is
received by the Office of Elections by noon on election day, the UOCAVA ballot takes precedence
and is considered the voter’s official ballot; the FWAB is voided.

Before designated processing start time

1.

Depending upon the number of FWABs requiring check-in, delegate a select set of check-in
staff to serve as a FWAB team.

Review procedures with the FWAB team for evaluating FWABs and checking voters into
VERIS.

Explain FWAB documentation to the team. A FWAB return typically includes the ballot
(inside a security envelope) as well as a Voter Information page. The Voter Information page
must be completed fully and accurately by the voter with no material omissions. The
information in the form will be compared to the voter’s information in VERIS. Further, there
are several other fields that must be completed in the document, different from typical mailer
check-in operations. The chief will provide FWAB Material Omissions charts to facilitate
operations.

A FWAB team may perform a VERIS pre-review of FWAB mailers prior to the end of post-
election processing to determine if there are any FWABS that may be voided immediately
because the voter’s state ballot was received. If so, the voter’s state UOCAVA ballot will have
been checked in and the ballot status in VERIS will indicate “pre-processed”.

Begin processing FWABSs (after all other ballots have been processed)

The FWAB team will process the FWABs from voters who have not had a state UOCAVA ballot
checked-in.

Instruct the FWAB processing team

40

1. A specially trained staff member gathers FWABs as they arrive at the elections office.
This staff member is responsible for placing the party designation and the voter’'s home
precinct number on the FWAB outer envelope as well as redacting specific information
on the Voter Information Page, such as the first five numbers of the voter’s Social
Security Number. Other pertinent information may be noted, including registration
status and whether a state UOCAVA ballot has been previously received.
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2. FWABs are subsequently transferred to the mail receipt team to begin the internal
documentation process, counting, and bundling.

3. FWABSs will arrive at the Mailer Check-in room in bundles. A transmittal form
accompanies each bundle so that chain of custody is maintained. Upon receiving a
bundle, mailer check-in staff must ensure that the FWAB bundle count is accurate, and
that they are using the correct FWAB Mailer Count Worksheet. Note that the Mailer
Count Worksheet does not contain a typical “Mailers to Cured” column; instead, there
is a column for “Voided FWABs”. If a FWAB Voter Information page contains material
omissions, it is too late to send to the curing team; the FWAB will be voided. The total
number of voided FWABs will be recorded in this column.

4. Refer to the sample Voter Information form and the specific State of VA instructions at
the end of this tab before voiding any FWAB.

The Voter Information form requires at a minimum:
o Voter’s printed name.
o Address where registered to vote in Virginia. This address must match the
voter’s legal address in VERIS.
o Overseas or military address. (APO, FPO, DPO, and Dulles addresses
acceptable.)
e Voter’s signature, year of birth, last four digits of SSN.

5. Witness signature and date are not required.

6. Itis important to note each voter’s Ballot Status in VERIS as you check-in FWAB
mailers.

= Ballot Status indicates “Issued”: An authorized absentee voter has
requested, and the office has issued, a UOCAVA ballot. However, the
completed (i.e. voted) UOCAVA ballot has not reached the local elections
office by deadline. The FWAB stands as the lawful ballot. If the Voter
Information Page is complete with no material omissions, change the ballot
status to “Pre-processed”. In the Status Reason field indicate “FWAB”. Add
the bundle number and select “Save”.

Note: A voter does not have to submit an absentee ballot application nor
request a state UOCAVA ballot to submit a FWAB. If an authorized voter
submits a FWAB without requesting a UOCAVA ballot, the trained staff
member will change the voter’s ballot status to “Issued” in VERIS upon
receipt. The voter’s ballot history will indicate that a FWAB was received. (If
no “issued” status is evident, consult Sean Stewart, Deputy AV). The FWAB
will serve as the voter’s lawful ballot. If the Voter Information Page is
complete with no material omissions, change the ballot status to Pre-
processed. In the Status Reason field indicate “FWAB”. Add the bundle
number and select “Save”.

= Ballot Status indicates “Pre-processed”: If the voter has already voted and
the official state UOCAVA ballot has been received/processed in the office,
the ballot status in VERIS will show as “pre-processed”. Therefore, void the
FWAB since only one ballot can be counted. Affix a “VOID” sticker to the
FWAB mailer and indicate “State ballot received” as a reason for the VOID
status.
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= Ballot Status indicates “Unmarked”. An unmarked status implies that the
voter's UOCAVA ballot was received and required curing, but the voter did
not respond to requests for additional information. In this case, because a
UOCAVA ballot is always considered the primary ballot, the UOCAVA will be
rejected by the curing team and the FWAB will be voided.

7. After checking-in all qualified FWAB voters into VERIS and completing the applicable
Mailer Count Worksheets and transmittal forms, the FWAB mailers and voided FWABs
are returned to the Mail Receipt Team for secure storage until the time ballots are
extracted for handcounting. Ballots from voided FWABs are not removed from the
mailer.

8. When ballots are extracted, it is important that the voter’s precinct number (as recorded
on the outer envelope) also be written lightly, in pencil, at the top of the ballot. This will
be done by the Mail Receipt Team/Extraction Team.

Instruct FWAB Handcount Team

FWABs will be incorporated into all other ballots requiring handcounting (i.e. email ballots and ballots
that cannot be scanned by machine) and grouped by precinct designation. Therefore, ensure that all
team members can identify a FWAB and understand how it is to be handled.

The tally process is the same as for all other handcounted ballots but note the following:

1. Itis not mandatory for the voter to vote in all the contests as set forth on the official state
(UOCAVA) ballot.

e For example: the voter may choose to vote only in the presidential race and on one
ballot issue but refrain from voting any other contest on the ballot. The handcount
team will record the two votes as identified on the FWAB.

¢ However, the handcount team must also take into consideration those contests
excluded by the voter on the FWAB. The handcount team will record an undervote
for all contests omitted by the voter on the FWAB.

e This same rule applies to any “non-votes” on ballot initiatives and bond issues.

2. ltis acceptable to cast a vote for a party on a FWAB instead of for a specific candidate.
e For example, a voter may write the words “Any democrat” in the field for President
and Vice President. The handcount team will record the vote for the democratic
candidate for that contest.

3. If a voter chooses to vote for a candidate who is not on the official (UOCAVA) ballot, this is
considered a write-in choice and should be handled appropriately. Note that there are no
write-ins for primary elections.
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FWAB Voter Information Page

May or may not have

Voter Information Have you already registeredand = Yes

2
Federal Write-In Absentee Ballot (FWAB) fesetedanohose - hallol slo

Some States allow you to use this form to register and request
ballots for future elections. Visit FVAP

tlearly in blue or black ink.

o are ycu*? Pick one.

o’seas address bantUniormed Bl [ am on active duty in the Uniformed Services or Merchant Marine -OR- ] I am an €
e members, their i i /
families, and citizens I am a U.S. citizen living outside the country, and I intend to return.
residing outside the OIam a U.S. citizen living outside the country, and my return is uncertain. ¢—————" Possibly FEO
United States. 01 am a U.S. citizen living outside the country, and I have never lived in the Unitdd Stat O
Female
Last name Suffix (., IT) Sex [ Male
First name Previous names (if applicable)
/J’liddle name Birth date (MM/DD/YYYY) / /

Initial or - Social Security Number S = S Driver’s license or State ID #

maiden 2. What is your U.S. voting residence address?

name Your voting materials will not be sent to this address. See instructions on other side of form.

Street address Apt #

City, town, village State

County paty

3. Where are you now? You must give your CURRENT contact information.

Your mailing address. (Different from above) Your mail forwarding address. (If applicable)

Current residence address required here:
--May or may not be overseas for military.

--Must be overseas for non-military

4. What is your contact information? This is so election officials can reach you about your request.
Provide the country code and area code with your phone and fax number. Do not use a Defense Switched Network (DSN) number.
Email: Phone:

Alternate email: Fax:

5. What is your voting preference for future elections?

Do you want to register and O Yes How do you want to O Mail What is your
request a ballot for all elections
you are eligible to vote in? O No from your election office? O Fax primary elections?

6. What additional information must you provide?

The following need more information: Alabama, Alaska, Arizona, Puerto Rico, Virginia, and Wisconsin. (Ex. Witness signature, etc.)
You may also use this space to clarify your voter information. See the Voting Assistance Guide online at FVAP.gov.

7. You must read and sign this statement.

I swear or affirm, under penalty of perjury, that:

= The information on this form is true, accurate, and complete to the best of my knowledge. I understand that a material misstatement of fact in
completion of this document may constitute grounds for conviction of perjury.

Iam a U.S. citizen, at least 18 years of age (or will be by the day of election), eligible to vote in the requested jurisdiction, and

Iam not disqualified to vote due to having been convicted of a felony or other disqualifying offense, nor have I been adjudicated mentally
incompetent; or if so, my voting rights have been reinstated; and

Iam not registering, requesting a ballot, or voting in any other jurisdiction in the United States, except the jurisdiction cited in this voting form.
In voting, I have marked and sealed this ballot in private and have not allowed any person to observe the marking of this ballot, except those
authorized to assist voters under Stat d Federal law.

X Today’s date / /
(MM/DD/YYYY)
This information is for official use only. Any unauthorized release may be punishable by law. Previous editions are obsolete. Standard Form 186 (Rev.09-2017), OMB No. 0704-0502

Must provide o’seas address in
sect. 3, incl FPO, DPO, APQ, Dulles.

receive voting materials [ Email or online political party for €——— Only for primaries.
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State of Virginia FWAB Instructions

-

The Federal Write-In Absentee Ballot (FWAB) can be usad to register to vote. If you are using the FWAB to register to vote, it must be received by the registration deadli
the "Federal Election Deadlines" chart.

You can use the FWAB to vote in federal, state and local elections, including ballot measures

Complete the following sections of the FWAB's voter information page

Section 1

Select the category that best describes you

Enter your current name (Last, First, Middle). If you are registered under a different name, provide this information in the previous name area
Your date of birth is required.

To register to vote, you must provide your Secial Security Number.

If you are already registered to vote and have requested a ballot, you must provide the last four digits of your Social Security Number. If you were never issued a Social Security
Number you must provide your Virginia voter ID number and enter in Section 6: "No SSN ever issued”

Section 2
Enter the complete street address of your voting residence where you are registering to vote and requesting an absentee ballot. You cannot use a post office box mailing address. If
your address is a rural route, use Section 6 to describe the location of your voting residence

Section 3

Enter your current mailing address. If you want your election materials sent to a different address or have a forwarding address, use the forwarding address space to provide this
information,

Section 4
Your contact information is recommended so your election official can contact you if they need additional information from you in order to accept your FWAB.

Section §
A. Check "Yes" if you would like to register o vole, otherwise check "No". You cannot use this form to request a ballot.
B. If you want to request a ballot or receive voting materials, you must submit an FPCA to your election official

C. To vote in primary elections, you must enter the name of the party primary in which you are voting. Political party affiliation is not required if voting an absentee ballot in general
elections.

Section 6
Provide any information that may assist the election official in accepting this form.

Overseas citizens whose return is not certain: Provide the name of your employer or the name of your spouse's or parentiguardian’s employer. If you do not provide
this, you will receive a ballot for federal offices only.

Section 7
Sign and date the form.

Vote your FWAB | .

To wote, write in either a candidate's name or political party for each office. You are not required to make a selection for each and every contest

How and where to submit your FWAB
The FWAB must be mailed to your election official. Addresses can be found in the "Local Election Offices” section or online at FVAP.gov.

Mail your FWAB (Hardcopy Instructions): Once your FWAB is complete, sign and date the "Voter Information” page. Fold along the dotied line and seal the completed "Official
Backup Ballot", do not write on the "Official Ballot” envelope. Insert the sealed "Official Ballot” envelope and the "Voter Information” page into the mailing envelope and mail your
FWAB directly to your election official -

Mail your FWAB (Printed PDF Instructions): If you are using a printed version of the FWAB you will need two envelopes for your ballot to be accepted by Virginia. One
envelope must be marked "Official Ballot” envelope and the other envelope will be used as the mailing envelope. Place and seal the completed "Official Backup Ballot” into the
envelope marked "Official Ballot”. Then place that envelope and the "Voter Information” page into the mailing envelope and mail your FWAB directly to your election official.

Overseas Uniformed Service members can request to have the Prepaid Mail Label 11-DoD applied to the general election ballot. Additional information about this label can be
found in the "Important Information” section or online at FVAR.gov.

See the "Federal Election Deadlines” chart for the deadline for submitting the FWAB. If you receive the state absentee ballot after transmitting your voted FWAB, you may also

vote and return the state absentee ballot. If both are received by the deadline, only the state absentee ballot will be counted.
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Phone Numbers

Voter Registration 703-324-8765

Tech Support 703-324-4357

(Computers, Printers)

Election Support Sean Stewart (o) 703-324-4711
(Election Officers, Emergencies, (m) Provided Separately
Supplies, Facilities, Disruptions,

Scanners)

Government Center Security

703-324-3434

Emergency: Police-Fire—-Rescue

911

or from a Government Center landline: 9-911

Police (non-emergency) 703-691-2131

Government Center uniformed security staff will be stationed at the
entrance of the operations room.
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Emergencies

If you call 911 (or a non-emergency number), be prepared to:

1. State the nature of the emergency or problem, e.g., medical
emergency, traffic accident, fire, disturbance.

2. State your name and identify yourself as an election officer.

3. State the building name and address: Fairfax County Government
Center, 12000 Government Center Parkway.

Your room number(s): ROOM 339
4. Give a contact phone number, preferably your cellphone.

Cell callback number:

5. Notify security personnel on duty.

6. Notify building security. 703-324-3434.

7. Call Office of Elections 703-324-4735 to report the problem/incident.
8. Send an election officer outside to meet the emergency personnel.

9. Document the incident in your chief’s notes.
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Emergency Situations Requiring Evacuation

Fire — Fire drill - Bomb threat — Flooding — Earthquake

Be prepared — read and review these procedures with your election officers!

Locate and study the posted evacuation route in your room and building.

Review evacuation route and instructions below with all election officers.

Make sure all election officers and poll watchers know the location of exits.

Review evacuation meeting place as posted in your room(s).

Emergency Evacuation Plan

1. Election officers direct authorized representatives and any staff to nearest exits.

2. Ifinstructed to do so by Elections Staff, move operations from your room(s):

» Chief Officer and Assistant Chief take machine keys, logs, used forms and
envelopes.

» Operational team leaders secure machines and critical materials.

» Depending on the number of remaining processed and unprocessed ballots,
ensure team leaders securely transport boxes and mailers with ballots.
These can be loaded onto a cart if available.

> Ballots should only be removed from the Government Center if you are
instructed to do so by Elections staff. If so, work with team leaders to ensure
ballot custody and security is maintained. (An evacuation might only mean
leaving your room — think broken window in a storm.)

3. Chief ensures everyone has exited the room(s) and closes and locks doors to the
room(s).

4. Chief designates an officer to notify the Office of Election that an emergency exists, if the
emergency arose in CAP.

Remember: Remain calm and follow the directions of public safety officials.

If the building cannot be re-entered, the Office of Elections will provide further instructions.
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Emergency Situations - Shelter-in-Place

Be prepared - read and familiarize your EOs with these procedures!

Shelter-in-place is a protective action to shield people from a hazardous outdoor situation or external
threat, such as a weather event or an active shooter situation. This is intended as a short-term
measure to protect EOs until the hazard has passed.
o CAP shelter-in-place location for storms and earthquakes is the break room to the right as
you enter room 339 (right hallway entrance). A secondary location is the corridor in the back
of room 339.

¢ Review shelter location with election officers and poll watchers, keeping in mind that
there be may little or no lighting if the power is out.

e Review the instructions below with all election officers.

Be prepared: Items to take to the shelter: personal health items such as medicine, etc., flashlight,
cellphone, radio, bottled water, drinks, and snack food.

Remember: Remain calm and follow the directions of public safety officials.

Emergency Shelter-In-Place Plan

1. Election officers direct poll watchers to the shelter. Chief ensures all election officers exit
the room and arrive at the shelter.

2.If it is prudent and based on the level and type of emergency:
» Chief Officer and assistant chief take machine keys, SOR, logs, used forms and
envelopes.

» Scan team (unplug and) roll out the DS8502 machines to secure location
following Office of Election staff directions.

» Depending on the number of remaining processed and unprocessed ballots, work
with AB team leaders to facilitate EOs, ballots and any relevant paperwork to
secure location following Office of Election staff directions. These can be
loaded onto a cart if available.

3. Chief designates an election officer to notify the Office of Election that an emergency exists
if it originated in the CAP area.

4. Remain in the shelter until the emergency has passed and follow instructions from security
and emergency personnel.
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Security

Electronic Voting Machine Security

Tampering with voting equipment is a Class 5 felony. §24.2-1009

Important: Check the identification of anyone claiming to be a technician before allowing that
person access to a voting machine.

All rovers, Electoral Board staff and technicians will have Fairfax County employee photo identification.
They should also have a colored security tag for that election displayed alongside their name badge.
Ballot scanning machine vendor technicians will have an authorized visitor badge and security tag.

If in doubt, call Technical Support at 703-324-4357.

Be vigilant — watch and question [tactfully, “Do you need assistance?”’] anyone who is:

a. Inthe CAP area without visible identification.

Taking “unusual” items out of their pockets or purses, e.g., a smartphone/camera, pocket
knife, electronic device, tools, etc.

c. Food and drink can damage voting machinery, mailers and ballots.

Remind staff:

o Place food, drinks and personal items away from voting machinery, mailers and
ballots, and off the tables where mailers and ballots are being processed and
stored.

Document suspicious activity and situations in the Chief’s Notes.
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Polling Place Security

Loitering is not permitted inside the 40-foot Prohibited Area. (§ 24.2-604-A)

All election officers and authorized representatives must wear identification tags, buttons, or badges at
all times. Additionally, authorized representatives wear distinctly colored vests provided by the Office
of Election. Authorized visitors will present a letter of introduction signed by the secretary of the
Electoral Board or the general registrar. Official visitors and press will be accompanied by Election
Office or Office of Public Affairs staff.

Anyone in the restricted CAP area who is not accompanied or wearing an ID-badge should be
questioned.

1. safety — call 911 immediately or contact Government Security staff assigned to CAP!
Always document and notify the Electoral Board, 703-324-4735, if police are summoned.
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Dealing with difficult persons or situations

As chiefs, avoid confrontation regarding:
= Scanning machines and procedures
= Absentee ballot (AB) operational procedures
= Election law
=  Political issues of amy kind
Suggest:
=  Contacting the Deputy Registrar for Absentee Voting at 703-324-45%69
= Emailing glect@fairfaxcounty. gov

Remember: Most people tend to respond in kind. Staying respectful, kind, and professional sets an
example. Kesping vour voice calm and your volume low will help in de-escalating a situation.

Document: in the Chief's Motes.

Use the chart below to help evaluate and handle situations.

@ Level 1: PERSON ASKS GENERAL QUESTIONS
Examples What can you do? Helpful Responses
= Why can't| see the voter's mailer = Menticn that you must remain focused = “That's a great question. Here's
= What happens when the scanner is on AB operations - no distractions the mailer check-im manual for
jammed? ® Provide manual to review while in the YOuUT review™
= What happens im mail receipt operational room = “We follow federal, state, county
= Why can't | see where the = Astime allows, provide clarification or requirements.”
mailers/ballots are stored request Team Leader assistance. = “Whenthereisalullin
= Why can't | look at the computer = Highlight the importance of the security operations, | may be able to find
SCreen and integrity of the election. staff to explain™
= What happens to “cured” mailers = Remain patient and courteous.
Level 2: PERSON ACTING SUSPICIOUSLY
Examples What can you do? Helpful Responses
" Appears nenvous or doesn't appeartoc @ Call other staff towitness discussion = “What can | do to help?”
belong in the room. = Be calm, ask, “May | help you?’ = “Let's move to an outer area to
=" Displays a noticeable change of = Explain that they are inside a restricted talk so we do not disrupt election
behavior and avoids eye contact area. Ask them to leave operations.”
= Appears overdressed for the weather  ® Refer to Team Leader or DR/AY = “I'm sormy, but this is a restricted
® Takes "unusual” items out of = |f they are defiant or refuse to leave, area, and | must ask you to leave
pockets, e.g. camera, pocketknife, notify and request assistance from the room.™
tools, etc. DR/AV by cell phone
i
1T Level 3: PERSON IS DISRUPTIVE
Examples What can you do? Helpful Responses
= Profanity directed at staff or other = Maintain a proper distance, i.e.dont get  ® “lam trying to help, but | cannot
persons in their personal space. do so if you are yelling.™
® Haiseswvoice, yells, acts in a rictous = Calmly, inform person that their = “lfyou continue to disrupt AB
manner behavioricomments are unacceptable. operations, you will have to leave
® Threatens staff or others = Call other staff to witness the incident the operational room.”
= Continually interferes with operations  ® Call law enforcement if you perceive a = “lfyou continue to make threats, |
or other staff serous threat will call security.”
= Talks loudly on cell phone, = Call DR/AY, report incident, ask for = Lse of cell phone in the
photographs, video or audio records assistance operational room is prohibited.”
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Appendix A: Operation Flowcharts

AB Mailer/Ballot Overview — Pre-election

Nowember 5, 2024 General and Special Elections

wiote by Mail - First Mailout = September 20, 2024

KEH
Mail ballots 1o
ABvoters

1. Pickup from mailroomy
drop box, pre-screen for ma-
terial om issions
2. Sort, count & date stamp
3. Store UNOPEMED mailer
bundles cvernight

L
a
2.

VERES for material amis-
IS

3. Mesds Sssistar

4.

[E]

by updating
omszed and bund
6. Return to Mail Receipt,
“eﬂt‘- transform 1o batches of

Black Box “Mesds Cure™

M ailers requiring re-

search

Marked Processa-
ble Mailers

Open Mailers 1. 1ballot inside return mailer

separate email/damaged — e e 2. Count ballots and empty mailers
[OMs) ballots, store for hgng: =] 3. Empty mailers to #5 boxes
count _ -| 4. Ballots batched, numbered

E stored

Pre-Processing

Receive ballot ba tches

Scan Digita | Ballots by batch

Separate nonseannEble S@EnOsEs0) Pack back in same batch boxes
taliots an store for which become #3 boxes
handoount

FEE=Emmm—-—TT 1
| Box Manager [box tracking] I
e o — e — —

- ] —

- — = b -
—_—— Thru Monday before election T -
o B - — -—
= - — - -
- -
-

Fairfax County CAP Chief's Manual 5 November 2024

53




AB Mailer/Ballot Overview— Election thru Post Election

Election Day [ED)

Mowember 5, 2024 1. Mail Receipt picks up mail
ragpeees from post office [Drop Box
ends ED)
1. Removes tabs, pre-screen
for material omissions, sort,
count & date stamp
3. Store UNOPEMNED ma iler
bundles at least overnight

/-l. Weriify woter identity -\
2. 5 n

1 of Vaoter
in VERIS for
miaberial omissions.

3. MHesds Sssimtance |NA} & ID
4. Notgualified place upright
in cutput bundle tray
5. Owalified check-in to VERIS,

Trrrrrrereeees?

6. Return to Mail Receipt,
transform to batches of
approximately 800, hold for
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\__ Y,

Black Box “Mesds Cure
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Election
Mowvember 5, 2024

Mail delivered to FFX Co
mailroom; voter hand
deliversto drop box

First mailout

September 20, 2024

AB Mailer/Ballot Receipt Overview

Pick up mail from FFX Co
mailroom and drop boxes

Retriewed by two Election
Cifice staff

In mail workroom sort,
date-stamp, remove tabs,
count by category

Rewview for

materizl
amission

Domestic/UOCAVA digital
UDCAVA Email

Drop Box

Undeliverables

Creates return mailer
bundle tracking logs for
each category and record

on master log

Place mail in trays. Store
in secure space until
transfer to Check-in
Team.

Envelopes with incomplete
voter statements are
banded and placed in front
of each bundle tray.

Place return mailer so voter
infio faces front of tray.
Mark (month/day/bundle #)
an tray label.

Hald until next workday
befare transfer.
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Mailer Check-In Operations

o  — —————

START 45 days prior to
Election Day
(based on # of mailers)

| S -

[ —

rn mailers in RED
y dated, counted,
ni Dndies

Return mailer jreverse side |
wioter lindor ma than B bel, woter

ment 2nd balkot finskd e mailer |

#

Remowe 2y mils sared ma
idigital ws omadl | unused |, FWaE,

walkd, ompiy. Give bo Team Leader.

Count in sets of 30, sub groups of
10, record Total 3t st on madler
aonT workshe ot

TCUArbng, ol O

Werthy water kdentity
Rowiow STEMENT o TWVoter = WVoter
ridcr i man bn WERES for

Mt

Moods A
Mot jpra e
uprght in unpe

Qure:

N -

[ Ca

-

Can firm woter name

nput rec'd date and recd by
methad

Update worer 1o “Preproozssed”
Add bundic £,
Can inue untl 2 worer s updat
ed 1o “Preprocssed” and

Che ciied N

&

Cheescle into WERES by

e ing mail ers with-
out barcodes manually

Fud

Click abise rtes # ahsontes 5
# WNpUT WOT0T N M # S0aran &
Miames & ONee Ol ShDC

werrthy water
Han +
Update worer

Plaoc & chodk mark an ine
werse side of chedie d In madkers. -
compketed

Rublber band batch; plaoz in ap

ProOpraTe O UTpUT Tray

- Lo
4-!"""-' h""’l—-
- h-__
- = - - =
- _
- End = Friday following Election -
=
""’l-..-_ D‘“ __-l-"-
— —-—
- -
- -
o B -
"'-.___.-"
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A return mailer that is
missing contents such as
no ballot/empty mailer
contains only election
materials, this is known as
a “faulty mailer “. Notify
eNtraction supervisor.

One person counts
ballots, and empty
mailers. Verify counts by
switching seats and
count again. First and
second counts must
match!

Pre-processing Phase |
Opening and Extracting

ail Receipttake maile
fromsecure storage.

R open mailers using

Omation; place back in

yellowtrays

xtraction Supervisg

distribute batchesto
teams for ballot

extractio

Teams remove folded
ballot from mailer.

Count number of ballots
and empty mailers. Veri

Record count on ballot
batch tracking team log

Place empty mailersin
yellow trays

Unfold ballots, place in
batch box then transfer to
QA team

Store in secure roomin prep
for transfer to scan team

Only remove and open
number of yvellow trays
that can be processed
same day.

Place folded ballot in right
hand box, place empty
mailer in left hand box.
Keep ballot folded! Place
visibly damaged ballots in
designated trays (DMS).

Include hatch tracking
log and box labels.
Supervisor enters
hatch/box number on
master log.
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separate ponscannable

Scanning Absentee Voter Ballots D5850 Overview, PRE-ELECTION

ballots

Log nonscannakls bak
lots, place in separate
envelope, to secure

Page 1of2

storage

Receive batches from
Extraction Team
Repeat scan until all batches scanned

Receive pre-
processed ballots

Open DSES0 Scanner
Zero report
Update daily certification log

open sealed Batch Box
Check for:

# Ballot Tracking log

# #3labelshest

Open OME Batch
Box

r B
Remove ballots from Batch Box

Prep Ballots
Prepare ballots for scanning

i 3
Scan Digital Ballots insets until all

— ballots in batch scanned

é Pack scanned ballots back in A
batch box
Apply #3 labels to box

Pack Ballots
] Sealand sign

I‘ Update DNS envelope log

2 Update Ballot Tracking log

hd Resohve Tracking discrepancies

DSES0 Data Ex-
port

(_Dcp-nrt Data, tumn in daasticis )

verify successful uplood to
ERM then rero D550

' Sort DNS ballots by district

- o 1 Turn in all 83 boxes, pomsannable

-
- Preelecion— ™~ | ballots & pallot Tracking logs to
nl , seaure storage

- - | shut down 05850, Update Cart log

-'.. ...................................... --'.I K_ _.)
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Scanning Absentee Voter Ballots Overview— ELECTION/POST ELECTION

: Election Day H
!  Mowembers, 2024
'-.....................................-: - -
Open DS850 Scanner
Update cert kg, Prepare to scan
Open DSESD h, r
e

Scan 1 batchata time

separate nonscannables

5can batches of bal-
lots until finished

=L le ballots to
honecannable o

SECUre shorage

—
-

Export data on ESES data stick
Take stick to IT ERM team

D5E50 Data Export

Verfy successful uplood to ERM

before zeroing
- —
: _,,.-""'# “--"'h. : r-|-..-. I3 b
: - Election Day— - wrn in all B3 bomes, nannaile
* o C ballots. E Rallat Tracking log to
- — end of ! - "'"‘-: seEure s _'J‘gu‘5 ®
= - — - - - Shut down D5850, update cert log
- .
...................................... .
I Box Tracking Log :
. PP ——— e -
S Post Election
November 58, 2024

Oypen OS850 Scaners

Update cert log, Prey b scan

Scan 1 batch ata time
Separate nonscannables & give
to handcaunt team

k, F

Henscannable ballots to
handcount team =

" 5Scan batches of bal-
lots until finished

e

- -
Export data om ESES data stick

D5E50 Data Export Take stick to IT ERM t=am

L

Zero ONLY if dinected
Zerp DSESD
Ballot Tracking Log to Extraction Team
- - I.I-:.I e, by H'Lus.l.:'J‘gu.F'u re-
- - -~ - - N T e —m:L—
: oE
- Close CAP i _-_— = -
- = - - : Shut dowsn D850
" - - Reparts, cert bgs toChief
Fagezofz A &
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Absentee Ballots Curing Process
Return Mailers idenfified for
curing by Mail Receipt
& Mailer Check In Teams

Enter Ballot Received By Date into
VERIS

Conduct Return Mailer second review for omissions

|z there an omission, name, address, signature,
birth year, ss#, that requires curing?

Enter into Cure Log [Send Return Mailer to Mail Check In Team ]
1

Dioes voter have an email address?

Contact voter, provide affidavit

by mail & email
] L

Contact voter, provide affidavit by mail

Oid the voter complete the steps to cure the
omission on the Return Mailer by Moon on
Maovember 8, 20247

L3

Return Mailer sent to Mail Receipt, then to Ballot rejected, final re-
Mailer Check-in Team view by CAP Chiefs
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Handcount Overview

Handcount
Supervisor on site

Handcount team staffing varies
by ballot woldum e to be
pracessed.

Email & DN5: count ballats,
st by Supervisory District f
BT/ Precinct

Ballot M anager recsi es

e
L.

ballats by Supervisor

District in pradinct order,

then distribu tes ballots vizor. Handoount Supervi
DISTRIBUTION nt, b

inct and as

from a single

inct Lo —_—
handount team.

der of ballot types .
\ S
Ir|-'.I;-.Illunl. M anag e rec shes Lu-l.:I‘\
ballats from ane Supervisory
Diztrict; distributes ballots
e precinct at atime o each
handcount team —reader
recond er. Continu es. distribu-
488 B 8 B A 8 B A A R AR R AR tion, one precinct at a time,
EO1- Ba“ﬂt until compl ethon of Superviso-
Manager i L_ ry Dristrict. _J

Hand count Process

a
%

ED 2 - Reader/
Counter

-

Ballot M anager calls tot al 8 of bal-
lots. peer prescine t ot ballot distribu-
tion to handoount team. Read ar
resc ey e [l bodts, confirme tota
count to recorder, reads voted can-
didates’ name= aloud, stacks ballets
by names, und ervotes, oot es
and writ e-ins. Counts ballkets in
stadks, gives count o recond er.

Yssserannt

_— = \_ W,
ED 3 - Recording :
Officer

| Count votes s eparately for zach

T
H
o

Maintains handcount tally sheets,

| contest gn the ballot. 1 records wote counts, ensures com-
VYR U R | pletion of all worlsheets, indlud-
ing writ e-in certific ation log.
LN
e . . . . - — —

“
Handcount Supervisor verifies completeness of tally

csheets and ensures that transmittal signature page con-

|
1
I
tains all staff names. i
|

H——————————————————————f
-
-
- ""'..___.
- Close Handcount -
oy —
- -
-.__‘h- ..-"""F'
- -
- -
- -
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	1 Election Overview
	2 CAP Election Timeline
	3 CAP SOR General Information
	SOR Yellow Printed Return Sheet
	SOR Supporting Documentation
	In addition to the SORs, the CAP Chief is responsible for gathering all SOR supporting documentation.  The supporting documentation:
	1. Serves as verification of SOR input.
	4 Checklists
	This tab provides checklists to assist in organizing forms and reports.
	• CAP SOR Closing Checklist
	• CAP Signature Checklist
	• CAP Packing Checklist
	• #2 Box and SOR attachments Checklist
	5 Authorized Representatives
	Emergency: Police–Fire–Rescue
	Police (non-emergency)     703-691-2131


	Emergency Situations Requiring Evacuation
	Fire – Fire drill – Bomb threat – Flooding – Earthquake
	Be prepared – read and review these procedures with your election officers!
	Emergency Situations - Shelter-in-Place
	Be prepared – read and familiarize your EOs with these procedures!
	Tampering with voting equipment is a Class 5 felony. §24.2-1009

