PAPER ALPHABETICAL POLLBOOK PROCESS

Each Polling Location is provided with a Paper Alphabetical Pollbooks for use only if ALL Electronic Pollbooks in the Polling
Location are not functional. NO EXCEPTIONS!

Contact the Board of Elections at 216-544-8600

If you are forced to use the Paper Alphabetical Pollbooks to check in voters, you must immediately call the Board of Elections at
216-544-8600 and notify the operator of your situation. Specifically, request to have a current Absentee Supplemental Updates,
Provisional Voter Record Update, and Precinct Voter List reports brought to you by a Rover.

Locating the Paper Alphabetical Pollbooks
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0 The Paper Alphabetical Pollbook must be signed by each voter after their current address and identification are verified,
prior to being issued all correct pages of a precinct ballot.

Processing a Regular Voter

The Voter Greeter asks the voter their last name, and based on the first letter of the voter’s last name, then directs the voter to
the appropriate Check-In Table for that letter range. The Check-in Official then asks the voter to present an acceptable form of
identification.

The Check-In Official inspects the voter’s
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Once the voter’s name is located, the Check-In Official asks the voter to sign their name in the signature box located in the third
column of the Paper Alphabetical Pollbook. The Check-In Official verifies the voter’s signature matches the pre-printed signature
located in the second column of the Paper Alphabetical Pollbook.

If a voter’s name does not appear in the Paper Alphabetical Pollbook, refer to the Additional List of Registered Voters.

The Check-In Official determines the appropriate ballot to issue the voter by verifying the voter’s city, ward, and precinct printed
below the name and address in the first column of the Paper Alphabetical Pollbook. The Check-In Official then requests the
appropriate ballot type from the Ballot Official.

The Ballot Official hands all pages of the voter’s correct precinct ballot to the Check-In Official, who records the ballot stub number
and party selection (Primary only) in the space provided in the fourth column of the Paper Alphabetical Pollbook next to the
voter’s signature and reviews all ballot pages for accuracy.

The Check-In Official hands the ballot to the voter and directs them to the voting booth area.

The Check-In Official checks off the voter’s name on the Precinct Voter List. The Precinct Voter List(s) must be posted at 11:00
a.m. and 4:00 p.m.
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Referrals to the Voter Assistance Table
The Check-In Official will refer all voters who do not have a signature line in the Paper Alphabetical Pollbook to the VAT Table.
In the column next to the voter’s name will be a reason the voter must cast a Provisional Ballot.

If a voter’s name does not appear in the Paper Alphabetical Pollbook or the Additional List of Registered Voters, they must be
referred to the VAT Table.

Return to the Electronic Pollbooks

When at least one (1) Electronic Pollbook is functioning in the Polling Location, the Precinct Election Officials will stop using the
Paper Alphabetical Pollbooks to check voters in.

Data Entry for Electronic Pollbooks

Needed: One (1) EPB and ALL Paper Alphabetical Pollbooks. Relocate to separate table for data entry. The Election Official should
review the Paper Alphabetical Pollbook starting with Book 1. Locate the first signature box located in the third column of the
Paper Alphabetical Pollbook.

Follow the instructions on page 3 of the Electronic Pollbook (EPB) | Election Day QRG for Other ID Manual Search to enter
signatures from the Paper Alphabetical Pollbooks into the EPB.
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Packing the Paper Alphabetical Pollbooks
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