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Quick Reference Guide — Monday Night Organizational Meeting

TEAM 1
DS200 Optical Scanner

TEAM 2
Gray Ballot Box - Precinct Supply Bac

e
EMERGENCY

7. Ensure that the Emergency SALLOT
Ballot Compartment and = -
Ballot Compartment are
empty. Verify the Emergency courARTHENT
Ballot Slot Compartment
metal flap is in the upright
position, then close and lock
both compartments.

8. Place the following two (2) DS200 Plastic Seals
on the DS200 Optical Scanner and record the
serial numbers on the DS200 Security Event Log
in the section labeled Monday Night Recordings:

Box #7 = Emergency
Ballot Compartment 2
Box #8 = Ballot
Compartment Door 2

Place the DS200 Security Event Log back inside
the Clear Plastic Envelope.

7. Post all signs found in the Sign Kit Envelope and
inside the Precinct Supply Bag other than the
“Vote Today"” signs.

Retrieve the Clear Plastic
Envelope from Team One.

9. Use the Green Key
to unlock and
open the Power
Cord Compartment
of the DS200
Optical Scanner.

NOTE: ENSURE THE SILVER BAR IS DOWN
AND IN THE UNLOCKED POSITION.

10. Plug in the surge
protector to the nearest
wall outlet. Turn on the
switch and make sure the
LED light glows; indicating
the power is on.

11. Plug the DS200 Optical
Scanner Power Cord into
the surge protector. DO |
NOT TURN ON THE DS200
OPTICAL SCANNER UNTIL
TUESDAY MORNING. The
Power Cord Compartment
is to remain open with
the unit plugged in until
the election is over
Tuesday night.

Replace the following two (2) plastic seals on
the Precinct Supply Bag and the Gray Ballot
Box, respectively and record the serial numbers
on the Precinct Specific Security Event Log in
the sections labeled GRAY BALLOT BOX &
PRECINCT SUPPLY BAG:

N

A. Box #1D = Monday P.M. Closing Seal

B. Box #3E = Side Seal Number Monday P.M.
Closing Seal

12. Lock the wheels on the
DS200 Optical Scanner by
using your foot to press
down on the lock pedal.
Locks are on the front two
(2) wheels only.

10. Place the Precinct Specific
Security Event Log back inside
of the Clear Plastic Envelope,
and place the Clear Plastic
Envelope inside of the
Precinct Supply bag.

13. Place the Pink and Green
Keys attached to the
lanyard back inside of the

Clear Plastic Envelope.
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?NOTE: All Election Officials are required to
assist with the set up of all the voting booths
and voting stations on the Voter Overflow Table
for their location. (The layout of the voting
booths must follow the Polling Location Set-up
Diagram.)
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