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Election Manual
The new Election Manual is divided into two sections:

Section 1 – Vote Center Processes p. 4-27
Provides detailed, step-by-step guidance for completing 
vote center procedures.

Section 2 – Forms p. 29-52
Includes all forms used at the vote center, along with 
guidance for properly completing each form.

Learning Management System (LMS) 
Every election worker has access to Harris County 
Election Services’ Learning Management System 
(LMS), hosted by SkyPrep.

The LMS provides courses covering a wide range of 
topics and offers an in-depth look at vote center 
procedures, election processes, and worker 
responsibilities.

LMS Access:
http://harris-county-election.skyprepapp.com

Tutorials in the ePollBook
New tutorials are now available in the ePollBook’s 
main menu.

These tutorials cover a variety of vote center 
procedures and provide quick guidance during the 
election period.

Explore the tutorials before you need them so 
you can become familiar with the content.

Election Manual, Tutorials, and LMS Courses
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713-755-1617

713-755-1617
Option 01 – EV Recruitment Option 06 – EW Complaints

Option 02 – ED Recruitment Option 07 – Vote Centers

Option 03 – Payroll Option 08 – Voter Registration

Option 04 – Training Option 09 – Requalification

Option 05 – Supplies Option 10 – Legal

Assigned vote center, training, staffing 
Personnel questions, issues, and complaints

“My Early Voting vote center is short staffed.”
“I have a clerk who refuses to do their assigned tasks.”
“I don’t know to which Early Voting location I am assigned.” 
“How do I access my check stub?”

Location assignment, staffing
Recruiting election workers; personnel questions

“The alternate judge has not shown up on Election Day.” 
“When can I come to pick up my supplies for Election Day?” 
“Where will I be assigned on Election Day?”
“I tried to get enough clerks for Election Day but still need more shifts covered.”

Help signing up with election worker agency 
Reporting issues if unpaid 5 weeks after an election

“How do I signup for InfoStride?”
“I never received a check for working the past election.” 
“My check was sent to the wrong address.”

Training or tech-related questions 
Clarity on voting procedures

“I need assistance with completing the Daily Reconciliation envelope.” 
“How do I process a voter who no longer lives in Harris County?”
“Can the curbside clerk also assist with processing voters inside the vote center?” 
“Can a voter use a college ID card to be qualified to vote?”
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713-755-1617

713-755-1617
Running low on supplies (forms, envelopes, locks, etc.)
Missing supplies

“We are running low on green seals.” 
“My vote center is missing a cable lock.”
“I can’t find the Register of Official Ballots. We must not have received it.”

Report any election worker complaints or concerns 
Suggestions to improve election worker experience

“My judge is not allowing us to take a break.”
“Another clerk is saying inappropriate things to me in the vote center.” 
“I’m concerned my judge is not following the proper procedures.”

Issues accessing building or other concerns 
Power outages

“I am here at my assigned location; however, no one is here to let us in.”
“The air conditioner is not working at our location, and the facility is not helping.” 
“The power is out at our location.”

Help determining a voter’s precinct and ballot style 
Determine a voter’s registration status in Harris County

“A voter is not populating in the ePollBook, can you check their registration status?”  
“The voter is unsure if they are voting the correct ballot; can you verify their ballot style?” 
“The voter is not registered and is wanting to vote a Provisional Ballot.”

Request assistance to requalify a voter

“A voter has left without casting their ballot. I need help to requalify the voter.”
“The voter had an emergency while making their selections and left abruptly before 
depositing their ballot.”

Report a legal violation in the vote center 
Electioneering

“A Poll Watcher is taking pictures inside the vote center.”
“We have a current candidate at the vote center shaking hands and speaking to 
voters waiting in line.”
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Processing Voters in the ePollBook

Identify the voter:

1. Qualifying clerk greets voters and asks for 
their photo identification.

2. Check Acceptable Forms of Identification 
(List A) to confirm the IDs the voter 
presents is acceptable. Be sure to 
compare photo ID to the voter’s face.

3. Ensure the presented ID is not expired 
more than 4 years unless the voter is 
70 years or older.

4. If an unfamiliar ID is presented, the 
DEVC/AEVC or PJ/AJ should be 
notified for assistance. They can call 
the Judge Resource Line for help with 
ID approval.

Step 1. Voter lookup: Place the Driver’s License 
on the ePollBook stand with the barcode facing the 
qualifying clerk. Tap “Read” in the lower left-hand 
corner. The ePollBook will populate the voter’s 
information. A manual search must be used for any 
List A ID that is not a Texas Driver’s License.

Key Points to Remember:
Photo Resemblance: The voter must reasonably resemble their ID photo.
Name Match: The name on the ID must match or be similar to the 
registered name.
Expiration Date: It must be current or expired no more than 4 years (unless 
the voter is age 70+).

*Left side of the screen will only 
READ the Driver’s License*

Conducting a Manual Search:
Use the voter’s List A ID to enter the following 
information:

• The entire birth month, day, and year.
• The first three letters of the last name.

Entering additional information may slow down the search process and potentially 
expand the list of voters to sort through. In some instances where several names 
appear to be the same, use the date of birth to identify the correct voter.
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Step 3. Process voter

After selecting the voter, the ePollBook 
displays questions for the qualifying clerk to 
answer.

When prompted to answer the question 
concerning the voter’s address, be sure to 
ask the voter if they still live at the address 
listed on the ePollBook. Do not use the 
address on the voter’s ID.

Step 2. Select voter: voter information 
appears

Compare the name and birthdate to the 
information displayed on the screen. Tap 
the green “Select” button for the correct 
voter.

The next question, "Is this a curbside voter or accompanying someone who is voting 
curbside? "Change selection to “Yes” only when processing a curbside voter.

The final question “Voter Able to Sign” automatically populates as “yes”. If voter cannot 
sign, change the selection to “No” and enter the reason in the box. Tap the “Go to 
Voter Signature Screen” button once all questions have been answered.

Step 4. Signature:

Flip the ePollBook toward the voter and ask 
them to confirm their information in the gray 
field. Once confirmed, ask the voter to sign 
and tap the green “Accept” button. The 
ePollBook will beep and the ePollBook can 
be flipped back to the qualifying clerk to 
complete processing.
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Ballot paper must be stamped or signed before it is issued to voter with their access 
code. The qualifying clerk provides the voter the following directions:

1. Go to an open voting booth directly in this line 
(gesture to the voter if necessary).

2. Follow the prompts on the screen, enter this number 
from your access code (point to code).

3. Insert the ballot paper with both hands when 
instructed to do so.

4. Do not pull the ballot paper out until the machine 
tells you to.

5. Check your printed ballot to confirm it is accurate 
and readable.

6. Insert printed ballot into an available Scan (indicate 
where Scans are located).
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If they are the same, click the box on the Controller that says “Yes, this is correct” 
then tap “Issue Access Code.” The voter’s access code will print. Do not tap 
“Check In Next Voter” until the access code has been issued.

Step 6. Confirm access code:
Read the barcode with the barcode
reader. Verify the Ballot Style Number 
under the barcode matches the Ballot 
Style Number on the Controller.

Step 5. Accept signature:
Tap the green “Accept Signature” button 
in the bottom right corner of the screen.
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Statement of Residence process on the ePollBook

The need for a voter to fill out a Statement of 
Residence (SOR) form is triggered by one of 
two things:

1. Voter responds they no longer live 
at the address listed in the 
ePollBook.

2. Voter has a yellow select button 
that says “SOR Required.”

The qualifying clerk needs to ensure the 
following things:

• The voter MUST fill out an SOR 
before being qualified to vote. If 
they do not fill out the SOR, 
they will be required to vote a 
Provisional Ballot (63.0011(c)).

• Ensure the SOR form has been 
completed and signed by the 
voter. The voter must indicate 
their current residence is still in 
Harris County.

Use the completed SOR to answer the 
following question on the ePollBook:
“What is the County of Current Residence 
in Texas?”

• If the form indicates the voter still 
lives in Harris County, continue the 
standard process.

• If the voter selected another 
county, the voter would need to call 
voter registration 713-274-8200.

If the voter selected another county, the voter would need to call 
Voter Registration at 713-274-8200.
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Processing curbside voters

The Curbside Oath Statement will now be completed on the ePollBook.

Initial contact
• Ask the driver to pull into the designated curbside parking

spot. Two election workers are required to process 
curbside voters.

• Ask, “Who will be voting curbside today?” Hand voters the 
laminated Curbside Voter Statement to review.

• Anyone the statement applies to will complete the curbside 
oath and be processed as a curbside voter in the ePollBook.

Only those for whom the oath applies are considered curbside voters. They should 
be processed before those accompanying them.

Qualify the curbside voter
• Qualify the voter using the ePollBook.
• Upon reaching the barcode screen, ask the 

voter to wait while the Duo Go is retrieved.

Access code process
• Scan the barcode at an available Controller 

to generate an access code.
• Enter access code into an available Duo 

(use one of the last Duos in line). When the 
Duo instructs to insert ballot paper, unlock 
and undock the tablet and bring it to the 
Duo Go table.

Duo Go Carrier setup
• Unlock the Duo tablet and bring it over to the Duo 

Go table.
• Connect the tablet to the Duo Go using the USB 

cord.
• Insert the ballot paper into the Duo Go’s printer. A 

green check mark will appear on the tablet screen 
once completed correctly.

8



Return to voter
• Bring the Duo Go Carrier to the voter.
• Inform the voter that the car is now a vote center, and 

all vote center rules apply, including the prohibition on 
cell phone use.

Voting
• Wait near the vehicle from an appropriate

distance while the voter is making their 
selections.

• The voter will print their ballot once 
completed and confirm it is legible.

Ballot Handling
• Provide voter with the Curbside Carrier Envelope.
• Voter will insert their ballot inside the envelope and 

hand it to the curbside clerk.
• Ask the voter to wait while the clerks go inside the vote 

center to deposit the ballot.

Final Step
• Both curbside clerks return to the vote center with the 

Curbside Carrier Envelope.
• They will deposit voter's ballot into the Scan.
• Return to the voter with an “I Voted” sticker.
• Thank the voter for voting.

Key Points to Remember:
• Two curbside clerks are required to process a curbside voter.
• The Curbside Voter Statement is a verbal oath and must be read aloud by anyone it 

applies to.
• Is this a curbside voter or accompanying someone who is voting curbside?

o Yes  Curbside Oath applies to this voter.
o No, Accompanying  Curbside Oath applies to someone else in the car.
o No  This voter is inside the vote center.
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Reasonable Impediment Declaration

If a voter does not possess the required List A photo ID and has a reasonable 
impediment to obtaining one, they may complete a Reasonable Impediment 
Declaration (RID), allowing them to vote using a standard ballot if all necessary 
requirements are met.

Steps for Judges

1. Determine Eligibility – Confirm the voter does not have a valid List A 
photo ID. If they do not, inquire if the voter has an acceptable form of 
List B ID. See provided List B documents in RID section of Election 
Forms Box. If they are found on the ePollBook and have a valid List B 
ID, provide them with a Reasonable Impediment Declaration (RID) 
form.

2. Explain the Process – If the voter identifies an impediment from the 
RID, they may complete the RID form and present the supporting ID, 
TEC 63.001(i).

3. Verify Form Completion – Qualify the voter on the ePollBook. Ensure 
the voter filled out all required fields and has selected a valid 
impediment reason from the following options:

Lack of Transportation 

Disability or Illness

Lack of Birth Certificate or Required Documents 

Work Schedule

Lost or Stolen ID 

Family Responsibilities

Acceptable form of ID applied for but not received

4. Check Supporting ID – Verify the voter provided a List B ID meeting legal 
requirements. If there are any questions regarding List B ID, call the Judge 
Resource Line at (713) 755-1617, Option 04.

5. Finalize the Process – Review the completed form, record the type of List 
B ID presented, then the DEVC/AEVC or PJ/AJ signs and dates the form.
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6. Allow Standard Voting – On the ePollBook indicate the reason for RID and the List B 
ID provided. After verifying the RID, check the voter in and issue a standard ballot.

Key Points to Remember:

An election worker may not question the voter about their circumstance.

List B ID must include voter's name, address (address does not have to 
match voter’s registration address), and be government-issued.

List B ID must be a physical copy and current up to 60 Days.

Tap “Voter Returned with 
RID.”
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Tap the blue “Select Reason” 
button.

Select one or more reasons as 
identified on RID form.

Select the ID the voter provided.

Tap “Proceed to next 
screen to complete 
additional questions.”

A. B.

C. D.

E.



Voter, Interpreter, and Election Worker Assistance

If the voter is accompanied by a person of their choosing to provide assistance or 
interpreting, that assistant or interpreter must complete the process either on the 
ePollBook (on the Step 6: Barcode Screen) or on the paper form.

Tap the yellow “Assistant” 
or “Interpreter” Button on 

the screen.

The assistant/interpreter will 
complete the following 

information.

The assistant/interpreter will 
say the oath and provide a 

signature.

When election workers are assisting voters, Harris County always recommends two 
election workers to assist.

Select the 3 dots on the right 
side of the voter’s name.

The assistant must complete 
the following information.

A voter may not be assisted by their employer, an agent of their employer, or 
an officer or agent of their union (TEC 64.032(c)).

Election Worker Assistance

Assisting a voter: Assisting a voter includes any of the following actions by a person 
other than the voter while in the presence of the voter’s ballot or carrier envelope:

1. Reading the ballot to the voter
2. Directing the voter to read the ballot
3. Marking the voter’s ballot
4. Directing the voter to mark the ballot
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Mail Ballot voters inside the vote center

Voters CANNOT leave their mail ballot at any vote center to be counted. It must be 
mailed, hand delivered by the voter to the main Harris County Elections office on Election 
Day (between 7AM and 7PM) or surrendered at the vote center.

During the check-in process, if a voter has any of the following red buttons next to their 
name, they will require the judge to continue the process.

The judge will inform the voter a mail ballot has been
requested. This voter will vote provisionally. If the voter has a
current mail ballot to surrender; the judge needs to call Ballot
By Mail 713-755-3150.

The judge will inform the voter a mail ballot has been sent 
to them. If they have no items to surrender or cancel, they 
may only vote provisionally.

Key Points to Remember:

Mail ballots must be for the current election.

Voter must present AT LEAST one page of the mail ballot. 

Voter cannot deposit their mail ballot at a vote center.

Place cancelled mail ballots inside Green Ballot Box #4.

If the voter doesn’t have an item to surrender, an Affidavit of Provisional 
Voter will be required alongside the Cancel Mail Ballot form.

Mail Ballot Requested

The judge will inform the voter Harris County is in possession of 
their mail ballot, and their only option is to vote provisionally.

Mail Ballot Received

Mail Ballot Sent to voter

13



A mail ballot voter must surrender one of the documents listed below to be permitted to 
cast a standard ballot. The mail ballot must be from the current election.
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1. Ask the voter if they have any of the forms 
to surrender.

2. Ask voter to complete the Request to 
Cancel Ballot By Mail For Use in the Polling 
Place.

a. If the voter has something to 
surrender, they complete sections 1 &
2. If the mail ballot is surrendered, it 
must be logged on the Register of 
Surrendered Ballots by Mail.

b. If the voter does not have something 
to surrender, they must complete 
sections 1 & 3 with a Affidavit of 
Provisional Voter.
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If none of these forms are surrendered, the voter may only cast a provisional ballot.

EVERY mail ballot voter must fill out the Request to Cancel Ballot By Mail For 
Use in the Polling Place form.

This process will be completed with the DEVC/AEVC or PJ/AJ before 
proceeding to next steps on the ePollBook.

Steps for Judges
1.
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2.

3.



2A.

3. Follow the steps on the ePollBook

If the voter does not have an acceptable document to surrender, process them 
provisionally on the ePollBook.

If the voter surrenders an acceptable document, follow these steps:

Tap the red “Mail Ballot 
Requested” button.
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Tap the red “Surrender Mail 
Ballot” button.

Answer the question, “Which 
of these have been 

surrendered?”

Answer the question, “Did 
voter complete “Request to 
Cancel Ballot by Mail” form?

Tap “Yes” to answer the question, 
“Are you sure you want to cancel 
the voter’s mail ballot?” button.

Tap the green “Proceed to the 
next screen to complete additional 

question” button.

B.

C. D.

E. F.



Two types of Spoiled Ballots (voided): Paper and Electronic

A paper spoil occurs when a voter returns their ballot to an election worker for one of 
a few reasons. The spoiled ballot is voided and documented.

This may occur if:
• The ballot jams in the Duo.
• The ballot has smudges, tears, or other physical issues.
• The voter wants to change their selections before inserting the ballot into 

the Scan or would like to discard their ballot and return at a later time.

A voter may spoil up to two ballots and receive a third ballot. A voter is not entitled to 
receive more than three ballots, not including ballots spoiled due to equipment failures 
or election worker error. (TEC Sec 64.007 (b)).

An electronic spoil occurs when the ballot is up on the screen, but the voter has 
decided not to continue voting, for any reason. Their ballot is still on the Duo Screen, 
but their ballot has not been printed.
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Paper spoils must be logged 
on the Register of Spoiled 
Ballots form and in the 
ePollBook. Fill in as much 
information as you have.

All paper spoils must be stamped with the 
provided “VOIDED” stamp before being placed 

inside Ballot Box #4.

To find the ballot serial number look on the 
printed ballot, under the Precinct - Ballot Style.

Do not write the voter’s Information on the ballot paper.

Paper Spoil Electronic Spoil
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A. Take the ballot from the voter.
B. Stamp the ballot “Voided.”
C. Log the ballot on the Register of Spoiled 

Ballots.
D. Place the voided ballot in the green 

Ballot Box #4.
E. Redisplay the barcode on the 

ePollBook.
F. Issue a new access code.
G. Give the voter a new piece of ballot 

paper to make their selections again.

A. Press the blue poll worker button 
on the back of the Duo.

B. Enter the poll worker code.
C. Follow the prompts displayed on 

the Duo screen.
D. The voter’s ballot paper is not 

printed on and will not be spoiled.
E. Issue a new ballot following the on-

screen prompts.

The spoiled ballot is also entered in the ePollBook 
on the Record Spoiled Ballot screen found in the 
Judge Admin menu.

• Tap “Spoiled Ballots (Voided)” in the Judge 
Admin Menu.

• Tap “Record Spoiled Ballot” and enter the 
required information.



Helping voters return to vote at another time

Requalifying a voter is done only by the 
DEVC/AEVC or PJ/AJ.

Once the voter has deposited their ballot into the 
Scan, requalifying is not possible as the voter has 

already cast their ballot.

1. Examples of when requalifying a voter is needed:

• Voter leaves before depositing ballot in the Scan but tells election worker 
they will return to vote later. Voter must be requalified so it will not appear 
as though they have already voted.

• It is determined the voter needs to vote provisionally but has already been 
qualified on the ePollBook in the standard way. Voter must be requalified 
so it will not appear as though the voter has voted twice.

2. Requalifying is not needed when:

• The qualifying clerk misses reading the barcode.
• There is a need to reissue an access code due to a spoiling situation.
• A qualifying clerk accidentally tapped “Provisional” on the Controller.

3. When to call the Judge Resource Line during a requalification:
• If the voter is voting immediately, it is NOT required to call the Judge’s 

Resource Line when completing the requalifying process.
• If the voter is leaving the voter center, it is required to call the Judge’s 

Resource Line when completing the Requalifying process.

Key Points to Remember:
Requalifying a voter is only done by the DEVC/AEVC or PJ/AJ.

Certain voters can be requalified without calling the Judge Resource Line. 
Judges can do this ONLY if the voter will vote immediately at the same vote 
center. For all other situations call the Judge Resource Line.

The judges needs to make sure to get the following information from the voter: 
full name, date of birth, and VUID number.
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Steps to requalify a voter waiting at the vote center:

Answer the question, “Does the 
voter need to be requalified to 

vote immediately?”

Click the red “Select button.” Choose “Do I Need to Requalify?” 
On the next screen enter the admin 

passcode.

When “Yes” is selected, tap the 
“Requalify” button to proceed.

DEVC/AEVC or PJ/AJ must type 
their name in the top box and 

provide a signature. Tap “Ok” when 
completed.

When active status message 
appears tap “OK.” Continue 

processing the voter.

A.
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C. D.

E. F.



Completing the Affidavit of Provisional Voting

If the voter does not provide an acceptable form of ID, or if a red select button appears 
on the screen, direct the voter to the DEVC/AEVC or PJ/AJ for assistance.

Provisional Voting Steps

A. Select one of the 8 reasons a person 
might vote Provisionally:

1. Failed to present Acceptable ID
2. Not on list of registered voters
3. Not on list, registered in another precinct
4. On list of voters who voted early by mail
5. Voting after 7 PM due to court order
6. On list, address is outside pol. sub div
7. Registered at DPS
8. Other

B. Complete the affidavit.

C. Record the Provisional Affidavit on 
the ePollBook.

1. Press the voter's red “Select” Button.

2. Tap “Record Provisional Affidavit.”
3. Confirm the affidavit is completed.
4. Enter the Judge Admin Password.

5. Enter the Provisional Affidavit number.

6. Select Reason Code (1–8).

7. Tap the green “Record” button.

8. Tap “Proceed.”

9. Process voter.

**The Precinct and Ballot Style will prepopulate; it is no longer necessary to call 
Voter Registration for this info. Only for Reason #2 will judges need to call Voter 

Registration. See Update Packet.**

Do NOT manually create 
access code on Controller.
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D. Issue Provisional access code.

I. Provide required notice to voter:
• Reason #1  Notice to Provisional

Voter (legal size) Include Date Sticker.
• Reasons #2-8  Notice to Provisional 

Voter (standard size).

1. Use the Barcode Reader to read the 
barcode on ePollBook.

2. On the Controller Screen tap “Mark as 
Provisional” and “Issue Provisional 
Access Code.”

3. Voter signs the bottom of the printed 
access code.

4. Carefully tear top portion of access 
code (on dotted line) and hand to voter.

5. Tell voter to bring printed ballot back to
the DEVC/AEVC or PJ/AJ.

E. Record the voter's information on the 
yellow List of Provisional Voters.

6. Place signed bottom portion of access 
code in Provisional Affidavit pouch.

F. When the voter returns with their ballot, hand them a manila secrecy envelope 
and instruct them to fold their ballot and place inside secrecy envelope.

G. Secrecy envelope then goes inside affidavit pouch WITH the signed bottom half 
of the access code. After the voter seals the pouch, double check for voter and
DEVC/AEVC or PJ/AJ signatures and dates.

H.  Voter deposits the sealed affidavit 
into the locked brown Provisional 
Ballot Box.

Key Points to Remember:

Do not manually issue an access 
code, instead read barcode on 
ePollBook.

Voter folds their ballot, place it in 
the secrecy envelope, then into the 
affidavit pouch, not into the Scan.

Affidavits must be FULLY 
completed and signed by the voter 
and DEVC/AEVC or PJ/AJ.

Use camera to read the barcode 
or manually enter the Provisional 
Affidavit number into the ePollBook.
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Registered voters who need to be added to the Omissions List

There are times when the ePollBook may not populate a registered voter when reading 
an ID or performing a manual search. When this occurs, the qualifying clerk will direct the

DEVC/AEVC or PJ/AJ forvoter to the further assistance. This process is not handled by
a qualifying clerk.

Steps for Judges

1. Call Judge’s Resource Line– Judge must call Judge Resource line at 713-755-1617, 
Option 08 to investigate the voter’s registration status. Have voter's name and the date 
of birth ready when calling.

2. Listen & determine the correct action – Voter Registration will inform caller of the 
voter's registration status.

IF the voter is NOT eligible to vote in this election, inform them of their registration 
status, and let them know they will not be able to cast a standard ballot.

OR

IF the voter IS eligible to vote in this election collect the correct Ballot Style, then 
contact the Judge Resource Line, Option 04 for support in adding the voter to the 
Omissions List on the ePollBook.

3. Go to the Admin Menu – While on the phone with Voter Registration, record the 
information given, such as:

Precinct # and Ballot Style 
VUID (If provided)
Suspense status. If voter is on suspense the voter must fill out a SOR form.

4. Add to the Omissions List – Follow the steps on the next page to correctly add 
voter to the Omissions List and complete processing.

Key Points to Remember:

An Omissions List voter must be processed standard, unless other circumstances 
apply.

Omissions List ePollBook Edit Form is ONLY completed when correcting any 
information entered incorrectly in the ePollBook.
Contact the Judge Resource Line, Option 04 for assistance with adding the voter 
to the Omissions List in the ePollBook.
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Tap “Judge Admin” and enter Judge Admin Password. Tap “Omissions List 
Voters” button and tap “Record Omissions Data.”
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Carefully enter the 
voter’s information.

Tap the green “Proceed to 
Voter Check-In” button.

Answer the questions, then tap the green 
“Proceed to next screen to complete 

additional questions” button.

Answer the next questions then tap the 
green “Go to Voter Signature Screen” 

button.

A.

B. C.

D. E.



Expectations
• Treat all voters with dignity and respect.
• Avoid touching or moving mobility 

devices; do not physically assist unless 
requested.

• Complete mandatory remedies.
• Ensure accessibility: 36” wide routes, 

60” turning space at booths.
• Keep pathways clear of obstacles like 

electrical cords, chairs, etc.
• Notice to Voters posted visibly on board 

or wall.

Complaint Process
• Provide the Disability Complaint Form.
• Assist with completing the form if 

requested.
• Harris County Responsibilities:

• Investigate the complaint thoroughly.
• Written determination and resolution 

within 20 days.
• Maintain records of complaints

• Complainants have the right to appeal
• Appeals info available at 

www.HarrisVotes.com

ADA Checklist Reminders

• ADA Checklist must be 
completed by 9:00 am on 
every voting day.

• All questions and photos 
must be answered on the 
ePollBook.

• Election workers may 
assist with the Checklist; 
however, the DEVC/AEVC 
or PJ/AJ is responsible for 
ensuring it is completed.

• Use the “Aerial View” 
button to identify where 
outside accommodations 
must be made.

• Once the ADA Checklist 
is completed, a gray 
review button will appear.
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Any questions or concerns contact the Judge Resource Line, Option 04.

http://www.HarrisVotes.com/


Early Voting Daily Reconciliation
1. During opening, complete the top portion of

Early Voting Daily Reconciliation Envelope.
2. Enter the Total # of Scans and Controllers 

that were assigned to the vote center.
3. Using the Opening Report Tapes, fill in the 

serial numbers and Opening Ballot Counter 
numbers for each Scan and Controller.

4. After suspending, fill in the Suspending 
Ballots Cast #s from the Scans and the 
Suspending PVRs Printed Today #s and 
Provisional #s from the Controllers.

Use a new envelope for every day of Early Voting.

Early Voting and Election Day Reconciliation

Reconciliation is the process of keeping accurate records of voting activity at the 
vote center.

Deputy EV Clerck Alternate EV Clerk

2

2

001C General 4/4/26

3/29/26

C1234567890
0

24

S1234567890
0

24

6

Alternate Judge

146J

Presiding Judge

General 4/4/26

2

C1234567890
0

20
6

Alternate Judge
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2

S1234567890

0

20

146J

Presiding Judge

General 4/4/26

Election Day Reconciliation
• There are two separate forms for 

reconciliation: Election Day Multiple 
Controller Reconciliation Log and 
Election Day Individual Scan 
Reconciliation Log.

• Each Scan has its own log.
• The forms are not envelopes; they are 

carbon copy forms.
• White Copy  Envelope For Device 

Reports/Tapes.
• Pink Copy  Judge’s Pink Envelope #3.
• Blue Copy  Inside each respective 

Scan.

EV: All report tapes are placed inside that day’s Reconciliation Envelope
ED: All report tapes are placed inside the Envelope for Device and Report Tapes

Both judges are required to complete & sign 
all reconciliation documentation.



Reconciliation on the ePollBook – Early Voting

After completing Reconciliation Logs and following checklists, DEVC & AEVC will 
transfer that information to ePollBook using a process called End Of Day Totals.

Step 1 – Tap “Enter Controller End of Day Totals”
A. Complete the two tasks at the top of the 

screen by checking the red box.
B. Add a record for each Controller by entering 

the Controller serial number and tape color. 
Only add records on 1st day of EV.

C. Update Controller PVRs # for each 
Controller by tapping on the number in each 
column.

D. Update Spoiled Ballot and Provisional 
numbers.

E. DEVC and AEVC sign, then tap the green 
“Save and Continue” button.

Step 2 – Submit Controller Tapes Photo
A. Tap the camera icon to open the camera.
B. Take a photo of the Controller template and 

complete the top of the template with dry 
erase marker and include all Controller tapes 
in one photo.

C. Tap the green “Save and Continue” button.
Step 3 – Enter Scan End of Day Totals

A. Check the red box at top of screen.
B. Add a record for each Scan by entering 

the Scan serial number. Only add 
records on 1st day of EV.

C. Update Scan Ballot Counter # for each 
Scan by tapping on number in each 
column.

D. DEVC and AEVC sign, then tap the green 
“Save and Continue” button.

Step 4 – Submit Scan Tapes Photo
A. Tap camera icon to open camera.
B. Take a photo of Scan Tape Template and 

complete the top of template with dry erase 
marker and include all Scan tapes in one 
photo.

C. Tap the green “Accept” button.
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Reconciliation on the ePollBook – Election Day

After completing the Reconciliation Logs and following checklists, the PJ and AJ 
will transfer that information to the ePollBook using a process called End Of Day 

Totals.

Step 1 – Tap “Enter Controller End of Day Totals”
A. Complete the two tasks at the top of the 

screen by checking the red box.
B. Add a record for each Controller by 

entering the Controller serial number and 
tape color.

C. Update the Controller PVRs # for each 
Controller by tapping on the number in 
each column.

D. Update Spoiled Ballot and Provisional 
Numbers.

E. PJ and AJ sign.
F. Tap the green “Save and Continue” button.

Step 2 – Submit Controller Tapes Photo
A. Tap camera icon to open camera.
B. Take a photo of the Controller template 

and complete the top of the template 
with dry erase marker and include all 
Controller tapes in one photo.

C. Tap the green “Save and Continue” 
button.

Step 3 – Submit Scan Tapes Photo
A. Tap camera icon to open camera.
B. Take a photo of Scan Tape Template and 

complete the top of template with dry 
erase marker and include all Scan tapes in 
one photo.

C. Tap the green “Accept” button.
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Form
s



The voter needs to be sure to include their County on the Current County of 
Residence.
When the voter has completed the SOR form they will return it to the qualifying clerk:

1. The Qualifying Clerk will ensure the voter still lives in Harris County.
2. Voters who have moved out of Harris County may be able to vote a 

limited ballot in their new county during Early Voting only.
When processing the voter in the ePollBook be sure to answer the county of current 
residence using the SOR Form.

  

Statement of Residence
SOR is only used for a voter to change or confirm their address.

If the Residence 
Address is the 
same as the 

Mailing Address, 
there is no need 

to fill out the 
space again.
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Reasonable Impediment Declaration
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Provisional Affidavit

1. Type of Election: Primary, General, Joint 
and Runoff.

2. Poll Code: SRD# (EV) or poll code (ED)
3. Date of Election: write the date of Election 

Day (Not the current date).
4. Authority Conducting Election: Harris 

County Clerks Office (HCCO).
5. Last Name: voter writes last name.
6. First Name: voter writes first name. Add 

middle and former name if applicable.
7. Residence Address: voter writes address.
8. Phone number: voter writes their phone 

number. This is not required but helpful.
9. Mailing Address: voter writes mailing 

address, if different than their residence.
10. Gender: (Optional) voter can indicate 

gender.

11. Date of Birth: voter writes in date of 
birth.

12. Previous Residence Address: voter 
writes previous address.

13. Texas Driver’s License Number or 
TX ID: voter’s Texas DL or ID number 
goes here.

14. Social Security Number: last 4 digits 
of Social Security (ONLY if no TX ID).

15. Check this box ONLY if they have 
NOT been issued a TXDL, TX ID or 
SSN: voter checks box if appropriate.

16. Check appropriate box indicating if 
Voter is a U.S Citizen: voter checks 
appropriate box.

17. Signature of a Voter: voter MUST
sign here.
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1. Precinct Registered: write the precinct in which the voter is registered. The Precinct is 
on the ePollBook in voter information at the top, right-hand side. It is also available by 
calling 713-755-1617 option 08.

2. Ballot Style: The Ballot Style is also on the ePollBook in voter information at the top, 
right-hand side, after the dash.

3. Has the voter presented an Acceptable Form of ID, or a Supporting Form of ID and 
executed a Reasonable Impediment Declaration: judge selects the appropriate box.

4. Reason for Voting Provisionally: mark the reason voter is voting provisional, numbers 
1 through 8. Add additional information when requested for 6 and 7. Number 8 can be 
used to add information pertaining to reasons 1-7. It is very important to add detailed 
information that can be used when processing an affidavit. Attach separate page if 
needed.

5. Sworn and subscribe to before me this date: write in current day’s date.
6. Signature of Election Judge: **IMPORTANT** PJ, AJ, DEVC, or AEVC MUST sign or 

the affidavit cannot be processed and the ballot potentially not counted.
7. Completed by Ballot By Mail Department: DO NOT write anything here.
8. Completed by Voter Registrar: DO NOT write anything here.
9. Completed by Early Voting Ballot Board: DO NOT write anything here.

 

Provisional Affidavit

33



     

Early Voting List of Provisional Voters

When the voter is making their selections, the DEVC or AEVC will put the voter's 
name and Precinct on the yellow List of Provisional Voters form.
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Election Day List of Provisional Voters

Ensure all yellow List of Provisional Voters are placed in the Provisional Ballot 
Bag. If no Provisionals were processed during the ED period, still complete one 
and place it in the Provisional Ballot Box.
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Notice to Provisional Voter (Reason #1)

Place the sticker with the 
cure date for the election 
cycle.

DEVC/AEVC or PJ/AJ will 
complete this portion with 
the voter’s information.
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Notice to Provisional Voter (Reasons #2-8)

37



     

Request to Cancel Ballot By Mail

Completion is mandatory for all ballot by mail voters 
whether a document is surrendered or not.

Jane Doe
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If the voter surrendered a mail ballot, the voter's name is added to the Register of 
Surrendered Ballots By Mail form. The mail ballot serial number and date it was 
surrendered are also added. The serial number is found in the middle on the right 
edge of the mail ballot. (See page 14)

   

Register of Surrendered Ballots
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• Fill out both the Register of Spoiled Ballots form 
and the Record Spoiled Ballot section in the 
ePollBook for all paper spoils.

• Complete with the voter at the time of the spoil. 
Do not save the voter's information to complete 
the register later. Do not write any voter info 
on the spoiled ballot.

   

Register of Spoiled Ballots
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Curbside Voter Statement - A voter who wishes to vote curbside must sign their name 
on the ePollBook under Signature, Curbside Statement & Affidavit.

• An oath (affidavit) is required by anyone using curbside voting to affirm their 
eligibility. Only one (1) person in the car needs to take the oath. Other voters in the 
car can still vote curbside if they wish (Accompanying a curbside voter).

•

•

Two (2) election workers must process a curbside voter.

A witness is only required if a voter is unable to sign.

  

Curbside Voter Statement
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EV Duo Seal Log
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ED Duo Seal Log

Pink
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672345
654655
689543
690267
632256
643890

PJ
PJ 
PJ 
PJ 
PJ
PJ

AJ 
AJ 
AJ 
AJ 
AJ 
AJ

Presiding Judge Alternate Judge



Early Voting Daily Reconciliation
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Early Voting Daily Reconciliation
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Election Day Controller Reconciliation
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Election Day Scan Reconciliation
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Register of Official Ballots - EV

1. Number of ballots voted in person: Use the Total Device Validated Count 
on the ePollBook found on the bottom of the Voter Lookup Screen.

2. Number of Spoiled ballots (voided): Count the number of Spoiled Ballots 
from the Register of Spoiled Ballots.

3. Number of Provisional ballots (voted): Count the number of Provisional 
ballots on the yellow Early Voting List of Provisionals.

4. Number of unused ballots: Count the number of unused ballot paper.
5. TOTAL NUMBER OF BALLOT PAPER: Add numbers 1-4 to get the total 

number of ballots accounted for.
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Register of Official Ballots - ED

1. Number of ballots voted in person: Use the Total Device Validated Count on 
the ePollBook found on the bottom of the Voter Lookup Screen.

2. Number of Spoiled ballots (voided): Count the number of voided ballots on 
the Register of Spoiled Ballots.

3. Number of unused ballots: Count the number of unused ballot paper.
4. Number of Provisional ballots (voted): Count the number of Provisional 

ballots on the yellow List of Provisional Voters.
5. TOTAL NUMBER OF BALLOT PAPER: Add numbers 1-4 to get the total 

number of ballots accounted for.
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Chain of Custody – Early Voting

The top section of the form will be completed prior to Supply Handout by HCCO staff.

On the first morning of Early Voting, the DEVC/AEVC will complete the middle 
section by verifying the integrity of the seals and providing signatures. Place the 
broken seals inside of the Scan Seal Log Envelope.

After the last day of Early Voting the DEVC/AEVC will seal the Scan with an orange 
seal and provide the seal number on the Chain of Custody Form along with 
signatures.

12345
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S1234567 555555

333333
Staff Member

Deputy EV Clerk Alternate EV Clerk

Alternate EV Clerk
777777

Deputy EV Clerk

05/05/2026 11:15:39



     

Chain of Custody – Election Day

The top section of the form will be completed prior to Supply Handout by HCCO staff.

On the morning of Election Day, the PJ/AJ should complete the middle section by 
verifying the seals and providing signatures. Place the broken seals in the judge’s 
blue work folder.

After Election Day has concluded the PJ/AJ will seal the Scan with an orange seal 
and provide the seal number on the Chain of Custody Form with both signatures.

12345 S1234567 555555

333333
Staff Member

Presiding Judge
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Alternate Judge

777777

Presiding Judge

Presiding Judge

888888

Alternate Judge

05/05/2026 11:15:39



 

Seal Logs

Any time a new seal is placed on election equipment, it must be 
documented on the corresponding Seal Log and verified daily if 

required and signed by both DEVC & AEVC.

ONLY DEVC & AEVC (EV) or the PJ & AJ (ED) may log seals, and 
they must log seals TOGETHER.
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Ballot Bag Verification Form

• The judges will not turn off the Scans until after the Ballot Bag 
Verification Forms has been completed for each Ballot Bag.

• Fill out the Count, Sheet and Lifetime numbers, which are on the 
bottom of the Scan Tablet Screen.

• Fill out the form in its entirety and judge must initial once completed.

DO NOT turn off the Scans
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