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Team Assignment

This manual belongs to:

DC Team Number:

DC Chair:

Member:

DC Controller/Clerk s Representative:

Phone #;

Phone #:

Phone #:

CARROLLCOX.COM
lf you are unable to work on Election Day, please call:

Oahu office of Elections

Hawaii office of the county Clerk

lvlaui Offlce of the Counly Clerk

453-VOTE (8683)

(808) 961-8277

(8O8) 270-7749

(808) 241-4800Kauai Office of the County Clerk



PRE.DELIVERY

ITEMS TO BE INVENTORIED IN THE MORNING PRIOR TO
LEAVING:

PRIMARY GENERAL

f Clipboard with Route, Time and Load Schedule (RTLS)

i.df ,t xnaj friF'
t l L ] Piastic Bag with 2 pens"and

Notification of Attempted Delivery stickers

FOR EACH POLLING PLACE:

PRTMARY GENERAL CARROLLCOX.GoM

tr n BSCF (Ballot Seal Control Form)

I I BTC (Ballot Transport Container) - unissued ballots

I I VBC (Voted Ballot Container) - flat containers

n I DRE Machine (JBC) - white box
(Judge's Booth Controller)

t] n Precinct Can - sealed

n n cellular Phone kit

! n Other supplies, if any



a

BTC (Ballot Transport Gontainer)

CARROLLCOX.COM
VBG (Voted Ballot Container)

DRE Machine(JBC) - Judge's Booth Controll



MORNING DELIVERY

BEFORE YOU LEAVE EACH POLLING PLACE, CONFIRM YOU
HAVE DELIVERED THE FOLLOWING ITEMS:

BE SURE YOU DELIVER THE PROPER SUPPLIES TO THE
CORRECT POLLING PLACE!!!

PRIMARY GENERAL

I BSCF (Ballot Seal Control Form) - pink/yellow copy

CARROLLCOX.COM

I BTC (Ballot Transport Container) - unissued ballots

I VBG (Voted Ballot Container) - flat containers

il.i. ,,. DRE Machine (JBC) - white box

- (Jddge's Booth Controller)

f-l Precinct Can - sealedtt

I cellular Phone kit

I-] I Other supplies, if any



BALLOT SEAL CONTROL FORM:

. The Precinct Chair should verify the supplies and seals on the
ballot seal control form.

" The Precinct Chair will return the form to you, give them the
pink and yellow copy.

. You bring back the WHITE COPY of the form.

AFTER YOU HAVE COMPLETED,YOUR DELIVERIES TO THE
POLL|NGStrEs:' .' 

' i j'i I

Hawaii, Maui, and Kauai:
o Driver to contact their dispatcher to notify County

Representative of team's return.

Honolulu:
CARROLLCOX.COM

o Call in to Control Center when you are ready to return to
the Ballot Distribution Site.



BALLOT COLLECTION

BEFORE YOU LEAVE YOUR POLLING PLACE, CONFIRM YOU
HAVE THE FOLLOWING ITEMS:

PRII\,,IARY GENERAL

I BSCF (Ballot Seal Control Form) - pink & yellow copy
!. : ,-.

n ! BTC (Ballot Transport Container) - unissued ballots

tr tr BTC (Ballot Transport Container) - empty

I n VBC (Voted Ballot Container) - voted ballots

I n VBC (Voted Ballot Container) - flat containers

n n DRE Machine (JBC) - white box
(Judge's Booth Controller)

n n VBo Printer with VBo Printer Box - black box

n I Memory Card - Red Envetope in the precinct can

I f, Precinctcan CARROLLCOX.COM
confirm items in precinct can with Precinct Chair

tl I ls the Precinct Can properly sealed and secured?
Can you lift the cover?

f] n Steel Ballot Box, if any (Uncounted voted ballots)

I supply Box

I n Cellular Phone Kit
Does it contain the phone?



AFTER YOU HAVE COMPLETED YOUR PICK UP OF ELECTION
SUPPLIES AT EACH POLLING SITE:

Hawaii, Maui, and Kauai:
o Driver to contact their dispatcher to notify County

Representative of team's return.

CARROLLCOX.COM
Control Center when you are ready to return to
Distribution Site.

Honolulu:
o Call in to

the Ballot



BTC (Ballot Transport Container)

1}{P_Q 
(Y€tpg .P4!of Gontai ner)

CARROLLCOX.COM

JBC (Judqe's Booth Controller



VBO PRINTER with VBO PRINTER BOX

CARROLLCOX.COM
MEMORY CARD in Red Memory Card Envelope
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State of Hawaii
Offlce of Elections
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Pead CitY, Hawaii 96782

Scott T. Nago
chief Election Officer



A MESSAGE FROM THE CHIEF ELECTION OFFICER

ALOHA! CARROLLCOX.COM
Thank you for serving as a Delivery & Collection (DC) Team Ofiicial in the 2012

Elections. Your generous help and cooperation enables us to conduci secure, open, and
honest eleclions in the State of Hawaii.

As a Delivery & Collecfion (DC) Team Official, you are responsible for providing
election day services to ihe voters of our state. We requesi you lo study thjs manual carefully to
learn our election procedures to elsure a fair, accessible, convenient election for all citizens,
slatewide. '1: I l

lf you need furiher assistance, please do not hesiiale to coniact ihe Oifice of Elections
or ihe Office ofthe County Clerk al:

Hawaii...-............-.......... ..............561-8277
1v1aui............ ... . .............270-77 45
Kauai............................ .............241-48oo
Honolulu ............................................................ 453-VOTE (8683)

Again thank you for serving as a Delivery & Collection (DC) Team Official. Your
contribution to lhe Staie of Hawaiiand io your community is greatly appreciated.

Sincerely,

SCOTT T. NAGO
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Reminders

PRIMARY ELECTION: Saturday, August 11,2012

GENERAL ELECTION: Tuesday, November 6, 2012

n Remember to VOTEI Polls are open from 7:00 a.m. to 6:00 p.m.

! Study and learn the operating procedures in your manual.
B/lng your manual with you on Election Day.

n
n

Be alert to safety hazards. CARROLLCOX.COM

n

The safety of all Delivery & Collection (DC) Team Officials is the responsibility
of everyone.

Wear something comfortable, covered shoes and bring jackets in case it gets
cold.

Bring a luggage cart and umbrella if you have one.

Personal Cell Phones may not be used in the polling place.

At the end of the day sign your "Payroll Authorization Sheet".

n
u
n

NOTES



DC Team Overuiew

Delivery & Colleciion (DC) Team Officials provide security for ballots and related election documents
as they are transported between the Ballot Distribution Site, each polling place, and counting Center
on Election Day.

Before morning de'iveries, the DC Teams will meet at the Ballot Distrjbution Site and verify

election supplies.

An assigned driver will transport the DC Team to each polling place to deliver ballots and
election supplies.

CARROLLCOX.COM
After the DC Team has completed all deliveries listed on the Route, Time, and Load Schedule
(RTLS) th€ assigned driver will transport the Dc Team back to the Ballot Distribution Site.
The Conkoller/Clerk's Representative will dismiss the DC Team until the ballot collection
phase.

ln the afternoon the DC Team will report to the Ballot Distribution Site for the Ballot Collection

Phase. An assigned driver will transport the DC Team to each polling place to pick up voted
ballots and other election supplies.

.l ) '

After collecting the voted ballots and election supplies, the assigned driver will transport the
DC Team to Counting Centet

The DC Team will unload ihe unissued ballots, cellular phone and supply box to ihe Supply

Collection and transfer custody of the voted ballots, precinct can and election supplies to lhe
Receiving Team.

After transfeffing custody, ihe DC Team will report to the Controller/Clerk's Representative to

sign the Payroll Authorization Sheet and be excused for the day.



Composition ofa
DC Team

Each DC Team consists of a Chairperson, l\4ember, Driver, and Controller/Clerk's Representative.

DC Chair Responsibilities

! Coordinate and direct the activities of the DC Team;

n Provide security for the ballots and related election documents when in the custody of the DC
Ieam;

n Complete deliveries and pick-ups as specified on your Route, Time, and Load Schedule
(RrLS):

tr Complete documentation of the Ballot Seal control Form (BSCF) and Route, Time, and Load
Schedule (RTLS) for all phases as required;

n certify the sealing of the Ballot Transport Containerc (BTC'S), Voted Ballot containers (VBC'S)
and Precinct Can(s). Make sure ihat the information is correctly recorded on the Ballot Seal
Control Form (BSCF) before accepting or transferring custody of the ballots and related
election documents.

Member Responsibilities
CARROLLCOX.COM

n Assist the DC Chair io carry out the duties and responsibilities relating to delivery and
collection activiiies;

! Provide security for the ballots and related election documents when in the custody of the DC
Team;

n Wiiness and assist with the transfer of custody of ballots and related eleciion documents; and

n Accompanythe DC Chair, ballots, and election related documents at alltimes during delivery
and colleciion activities.



DC Driver Responsibilities:

I Transport a DC Team to and from the Batlot Distribution Site' the polling places' and counting

Center;

Tl Provide security for items stored in the vehicle when the DC Team is deiivering or picking up

ilems from a Polllng Place;

tr Meet Route' Tlme' and Load Schedule (RTLS) requirements

CARROLLCOX.COM

oc controller nesponsibilitieb (oahruxedn$ il*ivir ' i

tr superviso 10 to 12 Dc reams; 
r delivery and afternoon

f] Coordinate and direct the activities ol the DC Team during the mornln(

;olbction Phase on Election DaY:

n Assign specific duties to the Dc Chair:

tr Check DC Officiats in for ballot delivery and collection:

n Assist the Ba'ot operl'": 
?:l',i,"5",i#ir"S:i:I;i':ffi U:ffi"':li$0.!ii|\li"i"i"'13 "r

Unissued Ballots and SUPPIY

lniiiJin"t can(sl ror Receivins Team; and

tr Attend a training s€ssion' study the DC manual' and learn the duties of the OC team'

4
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THIS PAGE LEFT INTENTIONALLY BLANK.



Verifying Labels & Seals

When verifying labels and seals on the Ballot Transport Container (BTC):

. the DC chai. will be responsible for verifying (documenting) the information on the Ballot
Seal Control Form (BSCF); and

. the Member will be responsible for calling oui the numbsrs on the labels.

BALLOT TRANSPORT CONTAINER (BTC)

A securable container used by the Chief Election officer or the clerk to transport unvoted
ballots

CARROLLCOX.GOM

LEFT LABEL
identifies the district
and precinct number
(i.e., "22-04' means
district 22 and
precinct 04)

SEAL
is a serially numbered
non-reusable lock to
secure the BTC,
Precinct Can(s), and
Voted Ballot Containers
(vBc)

identifies the container number
(i.e. "1 of 2" means the first
BTC in a set of two BTC'S for

that precinct).



The Member will call out the label and seal information:

"B-IC 22-04..-Box 1of 2.. 'Seal Number 2453151"

The DC Chair will verify the information against the Ballot Seal Control Form

(BScF).

"Bf C 22-04...Box 1of 2..'Check!"
CARROLLCOX.COM

The l\4ember will call out the label information until verlficaiion of all labels

and seals is complete.

"BfC 22-04. - -Box 2 of 2'..Seal Number 2455315"

The DC Chair will verify the information against the Ballot Seal Control Form

(BSCF) until verification of all labels and seals is complete.

"BTC 22-04...Box 2 of 2. '.Check!"



.;

Morning Pre-Delivery

n Report to the Ballot Distrjbution Site no later than the time indicated on your Route, Time, and
Load Schedule (RTLS);

Obiain Vour identification badge qnd.affix on clolhing so that it is clearLy visible; and

Meet your team member at your assigned area (by DC Team number)to verify and pick up
ballots and election relaied supplies.

NOTE: lf your team member ls late, inform your Controller/Clerk's Representative.
Allow 15 minutes beyond lhe stated reporting "ln" time indicated on the Route,
Time, and Load Schedule (RTLS).

DC Chajr and Member ensure the followinq supplies are present at your area. lf you are missing any
of the supplies listed, see your controller/Clerk's Representative immediately.

cLIPBOARD (with the followinq items)

. RTLS (Route, Time, and Load Schedule);

. BSCF (Ballot Seal Control Forms) one for
each polling place on your assigned route;

. Two (2) ball point pens; and

. Notification of Attempted Delivery Decals.

ELECTION RELATED SUPPLIES
. BTC (Ballot Transport Containers);. VBC (Voted Ballot Containerc);
. DRE Machine (JBC)- white box (Judge's Booth Controller)
. Precinct Can(s);. other supplies, if any. (cell phones, landlines - Maui)

NOTE: CountyofHawaii Precinct Chair will receive cell phones priorto
Election Day,

Lanai and Kualapuu will receive landline phones prior to election day.

!
!



,s

DC Chair and l\,4ember compare the "districvprecinct' and "box of'labels on ihe Ballot Transport
Conlainers (BTC's)and Precinct Can(s)ensuring that they match:

1) The "DisvPrec" numbers on the Ballot Seal Control Form - WHITE copy;

2) The "DisuPrec" numbers on your Route, Time, and Load Schedule (RTLS); and

3) The "BTC Number" on the Ballot Seal Control Form - WHITE copy.

O lf the labels rnatch continue to the next step.

O lf the labels do not match, callyour Controller/Clerk's Represeniatlve immediately.

DC Chair and Member cornpare the seal numbers on ihe Ballot Transpoft Containels (BTC's) and
Precinct Can(s) with lhe "Original Seal No." recorded on the Ballot Seal Control Form -WHITE copy.

lf the seal numbers match continue to the next step.

lf the seal numbers d9_!9! match, call your Controller/Clerk's Representative
immediately.

o

o



1)

Dc chair certity that the labels and q9als on-gaQ,h Ballot,T.!'ansport Container (BTc), DRE Machine
(JBc) and Pr€cinct oan is correct byjiitialiir! lrithe tdlowlng areas:

The "DC Chaid' section next to each "original Seal No.'on the Ballot Seal control Form -

WHITE copy; and

The'DC Chaif section next to the DRE machine and precinct can "Odginal Seal No." section
on the Ballot Seal Control Form . WHITE copy.

CARROLLCOX.COM

Packed by: Date:

Checked by: Date:

BTC
Number lssued

Ballot SerialNumbers Original Seal
No.Beglnning Endinq

/DC \ Chair/r'Ao

1 500 205501 206000 2008001 MM R.T.

2 500 206001 206500 2008002 RT.

DC Anival Timo
5:4li a.m.

Precinct Can 2100881 f nu\ R.f.
Preclnct Can 2100482 MM R.T.

DRE Machine (JBC) 2100492 \un t R.T.
Precinct

Chair/VAO
VBO P.lnter 1 210090t
Memory Card 2100950

10



CARROLLCOX.COM
Verify that the seals on the Ballot Transport Containers (BTC'S) and Precinct Can(s) are properly
secured.

1) Pull down firmly on each of the seals to ensure thai they are "locked" and cannot be removed
without cutting it off.

2) Check the latches on each of the Precinct Can(s) to ensure thai each latch is over the "catch"
section of the lid. The latch securei.l*he Precinct Can so that the.lid cannot be opened.

O If the seals are properly secured, continue to the next step.

O lf ihe seals are noi properly secured, ensure that they are locked propedy.

Alert the DC Controller/Clerk's Representalive if unable to seal/lock properly.

11



Morning Delivery

E

. LOAD
Load the Ballot Transport Containers (BTC's), DRE Machine (JBC) and Precinct
Can(s) into your assigned vehicle. Load the su pplies for the first polling place !\Sf.
When you arrive at your first polling place your supplies will be at the top and ready to
be taken out.

. DEPART CARROLLC9X.COM
Obtain permission from your Controller/Clerk's RepresenIatife to start the deliveries
and go to your scheduled destinations in the order listed on your Route, Time, and
Load Schedule (RTLS).

DO NOT LEAVE UNTIL YOU RECEIVE PERMISSION

12



When your team arrlves at the polling place record your affival time on the Ballot Seal Control Form
(BSCF) in the "DC Arrival Time' section; and on the Route, Time, and Load Schedule (RTLS).

CARROLLCOX.COM

lssued

Ballot Seial Numbers

Beginlring Chair/VAO

205501 206000 200800'l

DC Arrival Tlme

5:45 a.m,
2100881

Precinct Can 2100442
DRE Machine (JBC) 21004s2

VBO Printer 1 2100901

2100950

13



TRANSFER CUSTODY

Transfer custody ofthe Ballot Tmnsport Containers (BTC'S), DRE N,4achine (JBC) and Precinct
Can(s), Cellular Telephone Kit (if api{(@}lb)e ang €iniolhgi €l! to the Precinct Chair
and proceed to Step 4,

. lf no one is present at the prscinct by the designated time, place a "Notification of Aftempted
Delivery Decal" (See Appendix E) in a prominent location and go to the n6xt polling place

' lisied on your Route, Time, and Load Schedule (RTLS).

. Note on your Route, Tlme, and Load Schedule (RTLS) that you left a "Notification of
Attempted Deliver/ decal and notify control Center of the situation at your next polling place.

CARROLLCOX.COM

PRECINCT CHAIR TO VERIFY LABELS AND SEAL NUMBERS:

BTC (Ballot Transport Containers)

JBC (Judges Booth Conttoller)

Precincl Cans

Poliiely ask th€ Precinct Chair to verit the labels and seal numbers on the Ballot Transport
Containers (BTC'S), DRE Machine (JBC) and Precinct Can(s) against the Ballot Seal Control Form
(BSCF) to ensura that the conect items are being transferred.

The DC Team shall wait at the polling place until the Precinct Chair completes his/her verificatlon of
supplies being transferred.

tr
tr
tr

14



lf the Precinct Chair finds any discrepancies in the labels or seal numbers, the DC Chair wjll:

, Call Control Center immediately; and

. Record the correct seal nurnbe(s) on the Ballot Seal Control Form (BSCF)
(White, copy 1) and initial next to the coffection.

CARROLLCOX.COM

Packed by:

Checked by:
Date;
Dri", /-\

BTC lAmount Ballot Serial Numbers OrjginalSeal
No.

l tras \
Beginning Ending DC

cha rl
Chair/VAo

1 500 205501 206000 2008001 MIv, R.I.
2 500 206001 206500 2008002 MM R.T,

\

DC Arrival Time

5:45 a.m.
Precinc{ Can 2100881 MM R,I-
Precinct Can 2100882 MM R.T.

DRE Machine (JBC) 2100892 MM R.I.
Precinct

Chair,ryAo
VBO Prinier 1 2100901 -><--
l\,4emory Card 2100950 X

15



Remove the Ballot Seal Control Form WHITE copy and attach it to your cljpboard.

. Give ALt colored copies of the Ballot Seal Conlrol Form (BSCF) (PINK & YELLOW) to the
Precinct Chair before leaving the polling place.

. All white copies of the Ballot Seal Control Form (BSCF) will be submitted to your
Controller/Clerk's Representative at the end of ihe day.

WARNING: lf your team fails to leave the colored copies with the Precinct Chair
your team will be sent back to the precinct to deliver the BSCF S.

Record your departure time on your Route, Time, and Load Schedule (RTLS) and go to the next
polling place listed on your Route, Time, and Load Schedule (RTLS) and repeat steps 2
through 7.

. Should you need to deviate from your Route, Time, and Load Schedule (RTLS) note the time
and reason on the Route, Time, and Load Schedule (RTLS) and call Control Center
immediately.

. After you have completed your pick up of election supplies at each polling site:

HAWA|l, N,4AUl and KAUI - the Driver will contact th€ir Dispatcher to notify the Clerk's
Representiative of the team's relurn.

HONOLULU - Call in to Control Center when you are ready to r€turn to the Ballot Distribution
Sile.

. The vehicle will return directly to the Ballot Distribution Site. Be sure you learn where to report
for the Ballot Colleciion Phase.

16



Ballot Collection

. DC Chair, Member, and Driver meei at the designated area no later than the time listed on
your Route, Time, and Load Schedule (RTLS);

Obtain your clipboard and affix your l.D. badge on your clothing so that it is clearly visible; and

t4'ry 5:X?:flJi:f SYroiSF*I"', "'* uou I teammate

WARNING: Do not make special anangements with your driver to be picked up at
an alternative site,

CARROLLCOX.COM

Obtain permission from your Controller/Clerk's Representative to leave for the first polling place listed
on your Route, Time, and Load Schedule (RTLS).

DO NOT LEAVE UNTIL YOU RECEIVE PERMISSION

Follow the pick-up schedule as specified in the "Ballot Collection" section on your Route, Time, and
Load Schedule (RTLS). The order may be different from the morning delivery, so carefully check the
times listed.

18



nrnve at the frst pollinq Dlace no edrtiqr than 6:05 n.1 lfa po ,ng placeis not closed by6.o5 p m , or for any other deta]iTu !u, controtrerlcterk;s"nepri5"iui,iu"'irrrn",ri"tury.

NOTE: Oahu teams arrive ai your poJling place no earlier than 6:15 p.m.

Report to lhe Precinct Chair LrDon arrival at the polling place. ,f the precinct Chair is not readyrelease custody of the election documents noiify Conirol Center oifn. a"lr, 
-

Record your team's affival time at the polling place on the BSCF, Phase 2, Ballot Collection

in the "DC Tearn Arrival Time" box and on your Route, Time, and Load Schedule (RTLS)'

CARROLLCOX.COM

Ask ihe Precinct Chair for the Ballot Seal Controt Form (BSCF).

F"p"ntut"r,.", 6:52 P m'

were emPtY when locked:DC ArrivalTime:

fffir"""Y€='rttCsearr.lt

VBC 8

VBC 3

VBC 7

VBC 2

2112502
vBc 1 

I

211250'l I

VBC 5
VBC 6

Precinct Can ,a it671I

211265'l
VBO Prlnier 2

Dc Memberi Minnie Mouse

naF Machrne (JBCI

2100892

:;;#w-"'

vBo Printe( t 
"roono, M ^t"""

*F**ffi::i:):i":;
Diff. PiY O{f:

19



Verify that there are no voted ballots in the back of the escan balloi box. lf ballots are found, askthe
Precinct chair to place the voted ballots into a Voted Ballot Container (VBC).

The seal numbers will be recorded on the BSCF - PINK copy, Phase 2:Ballot Collection "Verification
of Seal Number(s)" section.

CARROLLCOX.COM

The DC Chair and l\,4ember shall verify that the Voted Ballot Container (VBC) seal numbers are
properly recorded on the Ballot Seal Control Form - PINK copy. Ensure that the seal numbers appear
in the correct "Containef' section on the form.

The lMember sh;ll cdll otll th'b Votdd Ballot Container (VBC) seal numbers as the DC Chair vedfies
the seal numbers on the Ballot Seal Control Form (BCSF).

VBC 1 of 3 ... Seal Number 1254631
VBC 2 of3 ... Seal Number 1254331
VBC 3 of 3 ... Seal Number 1254BBg

lf any seal number does not correspond with the inforrnation on the Ballot Seal Control Form (BSCF),
inform the Precinct Chair of the error and have the Precinct Chair correct the mistake and initial nexi
to the correction.

CONTINUED ON NEXT PAGE
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Verify that the Emergency Ballot Bin does not coniain any uncounted voted ballots. The emetgency
ballot bin is located inside the escan ballot box.

lf U99g!t!9d voted ballots are found, the PRECINCT CHAIR will:
1l.r r .r ,.r''' ';-r'-"' Take the uncounLed voied ba'rorsb\lt aha'pa"a rnu'iiinio 

"n 
empty Egllg! llqrls!.Q4

Container (BTC) and label it "Uncounted Voted Ballots"; and

. Write the seal numbers on the Ballot Seal control Form - PINK copy in the 'Counting Center

Operations" Comments section.

NOTE: Do not place the !!!Q!!tg!Lvoted ballots into a Voied Ballot Container (VBC) because
it may be mistaken for VOTED BALLOTS

CARROLLCOX.COM
lf uncounled voted ballots are found, the DC TEAM will:

' Note the occurrence on the Rouie, Time, and Load Schedule (RTLS); and

Verify ihe seal numbers on the Ballot Seal Control Form - PINK copy in the "Counting Center
Operations" Comments section.

Transport the Baltot Transport Container (BTC) labeled and containing "Uncounted Voted
Ballots" to Counting Center.

BalLot Box Seal

1253678

me Received:Team Official

ial Observer:Team Official

Lid Lock Seal

1257469

20



ALL Voted Ballot containers (VBC'S) assembled and flat must be returned to counting Center.

DC Ardv€lTime: 6:39 p.m. DC Departlre Time: 6:52 p,m.

I hereby certify the ballot box and emsrgency ballot bln werc empty when locked:

First Voter Signature: J Cruz

Ballot Box Seal No., .- ,\ I : ,.10025486 . ' .: Emergency Ballot Bin Seal No.

VBC 1

21125n1

vBc2

2112502

DRE Machin€ (JBc) Pr€clnct Can

2112651 2112671

VBO Prlnter 1 VAO Printer 2

We hereby altesl thal allballots in the ballot boxwere transferred into the Voted Ballol Containerg
above. We further attest lhat nolhing else was added or removed and ih€ abov€ seals were afix6d.

CARROLLCOX.COM
Diff, Pty. Off:

DC Memb€fl /ltirrie ttouse

22



Verify the DRE [,4achine (JBC) number on the BSCF, Phase 2: Ballot Collection "Verification of Seal
Number(s)" DRE t\ilachine section. DO NOT CUT THE SEAL,

Verify the VBO Printer number(s) on the BSCF, Phase 2: Ballot Collection "Verification of Seal
Numbe(s)" VBO Prinier section. lf there is more than 1 VBO printer, be sure to verify the number on

each VBo. DO NOT CUT THE SEAL.

CARROLLCOX.COM

Dc ArrivalTime: 6:39 p.m. DC Departure Time 6:52 p.m.
I hereby certify the ballot box and emergency ballot bin were empty when Iocked:

l:,srVorer J91d ,". J. Cruz
Ballot Box Seal No.

10025886
Emergency Ballot Bin Seal No.

vBc 2

2112502

E Machine (JBC)

21004s2
Precinct Can

21126s1 2112671
VBO Printer 1

2100901
VBO Prinler 2

hansferred inio ihe Voied Balloi Conlainers above We
ved and the above seals were aflxed.

Last Voter Siqnatu re:

rebv aliest lhat allba lois in ihe ballot box
that nothlng else was added

Prec Chair:

DC chah Mickey Mouse Dc Member: Minnie Mouse
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Verify that the seal on the escan's MBB compartment door has been cut and that the Memory Card
([,488) has been taken out and placed into the Precinct Can.

It tho Memory Ca{fl,is in the,gs€gn MBBlcompartment, ask the Precjnct Chair to remove the Memory
Card and plaLe it,ntdthe Pr€clndt.eafi. . ..

WARNING: Ensure that the Memory Card ls taken out of the escan MBB
Compartmsnt.

CARROLLCOX.COM

The DC Team and the Precinct Chair shall verify the contents of the Precinct Can aloud.

. lf the Precinct Can was sealed prior to your inspection, ask the Precinct Chair to cut the seal.

. Th6 Precinct Chair and Voter Assistant Official (of a different political party from the chair) will
read the Precinct Can lnventory Checklist aloud while the DC Team checks off the items.

. Ask the Precinct Chair to put items NOI on the Precincl Can lnventory Checklist into the
Supply Box.

. After verifying the contents of the Precinct Can, the DC Team will sign the Precinct Can
lnventory Checklist and take the Checklist to Counting Center.

WARNING: Ensure thatyour team verifies the contents ofthe Precinct Can. lfany
item is missing, your team will be sent back to the precinct to retrieve
the items.
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After verifying the contents of the Precinct Can, the Precinct Chair and a Preclnct Official of a different
party will secure the Precinct Can wlth a seal and record the seal nurabers on the Ballot Seal Control
Form(BSCF)-P|NKcopy. 

CARROLLCOX.COM
The DC Team shall verify that the seal numbers on the BSCF - PINK copy, Phase 2;Ballot Collection,
"Verification of Seal Number(s)" in the Precinct Can section are correct.

DC ArrivalTjme: 6:39 p.m. Dc Departure Time: 6:52 p.m.
I hereby certify the ballot box and emergency ballot bin were empty when locked:

First Voiersignature: J. CrUz
Ballot Box Seal No.

10025886
Emergency Ballot B n Sea No.

VBC ,1

2112501

DRE [,4achine (JBC)

2100492
Precinct Can

2112651 2'112671
VBO Printer 2VBO Printer 1

210090'l
We hereby attesi that all ba lots in the bailot box were kansferred into tf'6\ltLt#ffidfteiners above. We
furiher aitesi that nothinq elsewas added or removed and the above seals were afiixed.

L asi Voler Sionature:

Prec. Chair: Diff. Pty. Off:

Dc N,4ember: Minnie MouseDC Char Mickey Mouse
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The DC Chair shall ask the Precinct Chair if there is a "Steel Ballot Box" io be transported to Counting
Center.

CARROLLCOX.COM
lf a "Steel Ballot Box'needs to be transported back to Counting Centerthe DC team will:

. Verify the sealnumber on the Ballot Seal Control Form-PINKcopy
Phase 2:Counting C6nter, Steel Ballot Box section: and

. transport the Steel Ballot Box to Counting Center.

lf there are no seal numbers written on the Ballot Seal Control Form - PINK copy, the DC team shall
ask the Precinct Chair to record the seal numbers onto the form.

Ballot Box Seal

1253678

ceivinq Team Official

Team Official

omments:

Uncounted Voted Ballots: Seal Number 1255421 Lld Lock Seal

1257469
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DC Team verifying VBC's are accounled for and properly sealed.

Check that the Voted Ballot Containers (VBC'S) are properly secured before accepting custody-

. Pull down on each seal to ensure that it is "locked" and cannot be removed without cutting thesearorr cARRoLLcox.coM

. lf the Voted Ballot Containers (VBC'S) are not properly secured ask the Precinct Chair to lock
the seal properly.

27



The Precinct Chair and Precinct Official (of a difierent polltical paliy) will certlfy transfer of custody of
the voted ballots, DRE voting machine and Precinct Can by signing thc Ballot Seal Conlrol Form -
PINK copy.

The DC team shall certify the seal numbers and transfer of custody by signing the Ballot Seal Control
Form - PINK copy, Phase 2; Ballot Collection in the "DC Chalr" and "[,4embei'seciions.

CARROLLCOX.COM

DC Arriva Trme 6:39 p.m. DC Departure Time: 6:52 p.m.
I hereby certify the ballot box and emergency ballot bin were empty when Iocked:

F rstVoter Slgnature: J. CrUZ
Ba lot Box Seal No.

10025886
Emergency Balloi Bin Seal No-

VBC 1

2'112501

VBC 2

2112502

DRE N,4ach ne (JBC)

2100892
Precincl Can

2112651 2'112671
VBO Prinler 1

2100901
VBO Printer 2

We hereby aitest lhat all ballots jn the ballol box were lransferred nto ihe Voted Bal oi Conlainers above. We
further allast ihal nothing else was added o[ removed and the above seals were affixed.

Prec. Chair:

DC Chart Mickey Mouse mbe(. Minnie Mouse
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The DC Chair and l\ilember sha I verify that the Ballot Transport Container (BTC) seal numbers are
properly recorded on the Ballot Seal Control Form - PINK copy, Phase 3: POST-ELECTION
REPORTS, "New Seal Numbef' for the unissued ballots.

The lvlember shall cail out the Ballot Transport Container (BTC) seal numbers as the DC Chair
verifies the seal numbers on the form in the "New Seal Numbed'section.

If the BTC is empty, itwill be noted as "Empty" in the " 1"1 Unissued Ballot Serial No."column. lf the
BTC is unopened, it will be noted as "Unopened" with the origidal serial number recorded in the "New
Serl Nrrrnber column

BTC '1 of 2 ... Empty
BIC 2 ol2. . Seal Number 1254789

lf any seal number does not correspond with the information on the Ballot Seal Control Form (BSCF),
inform the Precinct Chair of the error and have ihe Precinct Chair correct the mistake and initial next
to the correction.

Euglf Ballot Transport Containers (BTC'S) remain at the polling place for later pick-up

CARROLLCOX.COM

On the Ballot Seal Control Form, Phase 4: Supply Collection:

. verify the No. of BTC (should match the number of BTC you are taking custody of from the
Precinct Chair)

. verify the No. of Supply Box

. verify the No. of Telephone

. the No. of Seals Returned section is completed

29



TRANSFER CUSTODY

The Precinct Chair and Precinct Official (of a different political party) will certify transfer of custody of
the unissued ballots (BTc), supply box and telephone by signing the Ballot Seal control Form - PINK
copv.- 

CARROLLCOX.COM

The DC team shall certify the
the Ballot Seal Control Form -
"Member" sections.

number of items and seal numbers and
PINK copy, Phase 4; Supply Collection

transfer of custody by siqninq
Report in the "DC Chair" and

e hereby altest thal lhe information contained in Phase 3 is true and correct.

C Chair: B. Betry

No of Telephone:No. of BTC:

No. of Seals Returned:. of Supply Box:

SUPPLY COLLECTION TEAM

ollection OfficialColleciion Ofilclal
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Record the departure time from the polling
Team Departure Time" section of Phase 2:
Schedule (RTLS)l

place on the Ballot Seal
Ballot Colection and on

Control Form (BSCF) in the 'DC
the Route, Time, and Load

Dc Arrival Time: 6:39 p.m. DC Departure Time: 6:52 p.m,
lhereby certifythe ballot box and emergencfbal
First Voter Signature: J. CrUz

'irittihen locked:

Ballot Box Seal No-
10025886 Emergency

VBC 2

2112502

DRE [,,lachine (JBC) Precinct Can

2112651 2112671
VBO Printer 1

2100901
VBO Printer 2

We hereby attest that all ballots in the ballot box were lransferred into ihe Voied Ba tol Containers above. We
furlherattest that nothinq elsewas added or removed afd the above seals were atrixed.

Lasi Voter Sio nal'r-^:
CARROLLCOX.COM

Prec. Chair:

DC Chai: Mickey Mouse DC l\lember: Minnie Mouse

n The Ballot Seal Control Form - PINK copy should be inserted into the plastic ziplock enveJope
on the FIRST Voted Ballot Container (VBC).
Note: County of lVaui - Pink copy will be inserted into plastic ziplock on Precinct Can.

n The Ballot Seal Control Form - YELLOW copy should be inserted into the plastic ziplock
envelope on the !!gI Ballot Transport Container (BTC).

NOTE: County of Kauai will place both PINK COPY and YELLOW COPY of the Ballot Seat Control
Form in the plastic "Ziploc" on the lid of the Precinct Can.
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Take Custody of the following

Voted Ballot Containers

and load into your vehicle:

(VBC's) with BSCF Pink Copy
(Voted Ballots)

DRE lvlachine (JBC) - white
box

CARROLLCOX.COM

VBo Printer - black box

Precinct Can(s)

32



Ballot Transport Containers
(BTC's) with BSCF Yellow
Copy (Unissued Ballots)

Cellular Telephone Kit

CARROLLCOX.COM

Supply Box
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Steel Ballot Box, if any

Maui {Lanai. Molokai. and Hana) Teams:

-. 

Lanai - Also, pick up cell phones and proceed to airpod to meet Air DC Team'
. Molokai - After collection, standby at airport for delivery to Air DC Team'
. Hana - Proceed to Hana airport to meet Air DC Team

CARROLLCOX.COM

Go to the next polling place llsted on your Route, Time' and Load Schedule (RTLS) and repeat Steps

4 through 15 and call your controllerrclerk's Representative when your assignments are completed.



DELIVERY OF ELECTION SUPPLIES:

COUNTY OF HAWAII ONLY:

Please refer to special instructions on Route, Time and Load Schedule (RTLS).

COUNTY OF MAUI ONLY: CARROLLCOX.COM

The DC Team makes a first drop at the front of the County Bldg. to the COUNTING CENTER:

1. JBC - Judges Booth Controller (white box)
2. Precinct Can - with pink copy of BSCF in Ziploc on top of can
3. Voted Ballot Containers (VBCS) containing counted baliots.
4. Steel Ballot Box, if used.

The DC Team makes a second drop under ihe.County Bldg. to ihe CONTROL CENTER:

1. Ballot Transport Containers (BTCS) containing unissued and unopened ballots
with YELLOW copy of ihe BSCF.

2. Supply Box
3. CellPhone/Telephone
4. Empty flattened BTC'S^,/BC'S
5. Clipboards and misc. supplies
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GOUNTY OF KAUAI ONLY:

The DC Team will iake the following to the COUNTING CENTER:

1. Precinct Can with PINK and YELLOW copy of the Ballot Seal Control Form
(BSCF).

2. Voted Eallot Containers (VBCS) containing counted ballots.
3. Steel Ballot Box, if used.

The DC Team will take the follojiqing to the CONJROL CENTER:

'1. Supply Box
2. Ballot Transpod Containors (BTCS) containing unissued and unopened ballots.
3. EMPTY Steel Ballot Box, if any.
4. Cellular Telephone Kit
5. EMPTY and flatiened Ballot Transport Containers (BTCS) and Voted Ballot

containers (VBcs).

CARROLLCOX.COM
CITY & COUNTY OF HONOLULU ONLY:

Upon reiurning to the Ballot Distribution Site the DC Team willl

Deliver the following to the Supply Collection Team:

1. Unissued Ballot containers (BTC'S) with the BSCF Yellow Copy
2. Cellular Telephone Kit
3. Supply Box

Deliver the following on a dolly according to the district precinct number to the Receiving
Team at Stop 1:

1. DRE lvlachine (JBC)
2. VBO Printer

Deliver the following on a dolly according to the district precinct number to the Receiving
Team at Stop 2:

1. Voted Ballot Containers (VBC'S) with the BSCF Pink Copy
2. Precinct Can(s)
3. Steel Ballot Box (if any)

. Wait in line until it is your team's turn, push the dolly to the Receiving Team table and
piace the supplies on the table with the seals facing the receiving team.

' stand by while the Receiving Team and two Official Observers verify the supplies.
once the Receiving Team gives you the "OK" you may proceed to the next step.



Report to your Controller/Clerk's Representative to return your ciipboard and supplies.

Sign your Payroll Authorization Sheet.

CARROLLCOX.COM
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Rally Procedures
,{,;r: i . "-,

Receive the following supplies from the Rally Site Coordinator:

1.

2.

2.

Wire Cutter

Seal Certification Form

Unused Seal CARROLLCOX.COM

DC Team chairperson will remove Precinct Can.

1. Record the Precinct Can Seal Number on the'Seal Numbers" line in the
"certification of Unsealing" seciion, located on Page 2 of the Seal Certification
Form.

Record the "Date", "Time", and "D/P Numbed' on the Seal Certification Form.

DC Team Chairperson and Rally Site Coordinator shall print "Name" and Sign
the "Certification of unsealing" section, located on Page 1.
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DC Team Chairperson w ll:

'1. Cut the seal on ihe Precinct Can with a wire cutter; and

2. Place the cut seal in the Red l\4emory Card Envelope.

DC Team Chairperson will present the Red Memory Card Envelope to ihe Rally Site
Coordinator.

CARROLLCOX.COM

Rally Site Coordinator will:

'1. Remove the escan and JBC Memory Cards (MBB);

2. Read the escan l\,488 into Rally and then place back into the Red l\,4emory
Card Envelope; and

3. Read the JBC IVTBB jnto Rally and then place back jnto the Red l\,4emory Card
EnveJope.

Rally Site Coordinator will present the Red l\4emory Card Envelope to the DC Team
Chairperson.

DC Team Chairperson will:

1.

2.

3.

4.

Return the Red Memory Card Envelope back into the Precinct Can;

Sealthe Precinct Can with an unused seal;

Record the Precinct Can seal number on {he "Seal Numbers" line of the Seal
Certification Form; and

Record the "Date", "Time", and "D/P Number" on the "Seal Certification"
section, locaied on Paqe 2 of the Seal Ceftification Form.
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DC Team Chairperson and Rally Site Coordinator shall
"Certification of Unsealing" section, located on Page 1.

print "Name" and Sign the

DC Team Chairperson will place the Seal Certification Fonr in the plastic "ZiploC'located on
the Precinct Can.

CARROLLCOX.COM

HAWAII:

MAUI:

Refer to your Roitq Time and L'oad Schedule for insiructions.

Deliver Precinct Can(s) to the Counting Center.

40



CARROLLCOX.COM

THIS PAGE IEFT INTENTIONALLY 
BLANK.
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Glossary
CARROLLCOX.COM

AUXILARY AIDS KIT
A kit equipped with dome magnifier, lighted magnifier, sheet magnifier, signature guide,
communication cards, writing pad, pen and clipboard.

BALLOT BOX
A securable container used for depositing voted ballots ai the polling place.

BALLOT COLLECTION
The collection of sealed voted ballot containers containing voted ballots and precinct cans
from polling places, after the official closing of the polling place, by the DC Teams for delivery
to Counting Center. (HRS 511-120)

BALLOT DISTRIBUTION SITE
The site designated by the Chief Election Officer or the clerk from which ballots are
distributed on Election Day.

BALLOT SEAL CONTROL FORM - BSCF
A consolidated, multiple copy form used for the inventory and control of ballots from the
packing phase through the distribution and collection phase. lt is also a record of seals used
to secure ballot transport containers, voted ballot containers, precinct cans, ballot boxes,
DRE machines and memory card.

BALLOT TRANSPORT CONTAINER . BTC
A securable container used by the Chief Election Officer or the clerk to transport unvoted
ballots.

CHIEF ELECTION OFFICER
The individual appointed by the Elections Commission pursuant to HRS S1 1-1.6 to supervise
State elections. (HRS 51 1-1)
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CONTROL CENTER
The center that coordinates ihe activities of the polling places and eleciion officials on
Election Day. Center thai resolves situations such as procedural or logistical problems andequi'ment 

cARRoLLcox'coM
COUNTING CENTER
The facjlities and surrounding premises designated by the Chief Election Officer or the clerk,
in the case of couniy elections, where ballots and other electronic voting systems are
processed, counted and tabulated.

DELtvERy ANp coLLEcloN'TEAM-'Dc rEAM
A team consisting of a Chairperson, an Assistant, and a Driver, who together are responsible
for the delivery of sealed ballot transport containers and precinct cans to the polling places,
and the collection of sealed ballot boxes and precinct cans from ihe polling places and
delivery to the Counting Center. (HARS2-51-1)

DELIVERY AND COLLECTION CHAIRPERSON - DC CHAIRPERSON
The individual designated to supervise the activiiies of the DC Team on Election Day.

DELIVERY AND COLLECTION CONTROLLER - DC CONTROLLER
The individual responsible for the conlrol and coordination of DC teams on Election Day.

DELIVERY AND COLLECTION TEAM MEMBER - DC TEAM MEMBER
The individual trained and assigned to assist the DC Chairperson on Election Day.

DISTRICT/PRECINCT
District is ihe number that identifies the representative district and Precinct is the sequential
number within the district.

otnect neconolltc eLectRotttc voTtNG MAcHtNE - one votlNc wrAct-ttne
A device in the polling place used to record votes electronically 10 be counted and tabulated.

eSCAN
A precinct based digital scanner that scans voter's paper ballots.

FACILITY OFFICIAL
A person designated to open and lock the polling place and selup and break down election
equipment.

MEMORY CARD
A removable data storage card that holds the election results for the precinct.
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NOTIFICATION OF ATTEMPTED DELIVERY
A stick-on decal used by DC Teams to notify the precinct official that no one was present to
accept the ballot transport containers and precinct cans during the morning delivery of
ballots. This notification is placed in a prominent location, easily spotted by the precinct
officials.

PAYROLL AUTHORIZATION SHEET - PAS
,JARROLLCO,

The form on which election officials are lisled and which each official must sign at the end of
lhe Flection Day to receive payment.

POLLING PLACE
CARROLLCOX.COM

A structure designated by the Chief Election Officer or the clerk as the location in which a
precinct conducts voting on election day. (HAR S2-51-1)

PRECINCT
The smallest political subdivision established by law. (HRS S'1 1-1)

PRECINCT CAN , PC
A securable conlainer used to transport sensitive election materials that require security.

..(HAR S2-51-1)

PRECINCT CHAIRPERSON
The person designated to manage the operation of an absentee or regular polling place on
Election Day. (HAR 52-51-1)

PRECINCT OFFICIAL
A chairperson and other officials designated by the Chief Election Officer or the clerk to serve
in an absentee or regular polling place on election day in accordance with HRS S11-72.
(HAR S2-51-1)

PRECINCT SUPPLY BOX
A box used to hold supplies, signs, and other non-sensitive polling place materials. (HAR
s2-51-1 )

RECEIVING TEAM
The team responsible for the receipt of sealed Voted Ballot Containers (VBC) and Precinct
Cans from the Delivery/Collection (D/C) Team.

ROUTE, TIME. AND LOAD SCHEDULE - RTLS
A form used by the DC Teams containing delivery and collection schedules, routes, and
other pertinent information relating to their delivery.

SEAL
A serially numbered non-reusable lock (HAR S2-51-1) used to secure ballot transport
containers, voted ballot containers, precinct cans, ballot boxes, DRE machines, memory card
and other sensitive election equipment.
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SUPPLY COLL IOMOFFICIAL
A person designated to receive and
DC Team.

STEEL BALLOT BOX
A securable container used to deposit uncounted voted ballots in the event of a precinct
counter incidenl ai the polling place.

inventory precinct supplies and unissued ballots from the

The designated location where supply collection officials receive precinct supplies and
unissued ballots from the DC team.

UNCOUNTED VOTED BALLOTS
A ballot that an individual has voted on, which has not been read through a precinct counter.

VOTER ASSISTANCE OFFICIAL- VAO
The precinct official who assists the voter with special procedures (i.e. Spoiled Ballot,
language assislance, and other areas as needed).

VOTED BALLOT CONTAINER . VBC
A securable container used for transporting voied ballots from the polling place to the
Counting Center.

CARROLLCOX.COM
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Appendix A
Route, Time, and Load Schedule (RTLS) - HAWAII
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Appendix A:
Route, Time, and Load Schedule (RTLS) - MAUI
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Appendix A:
Route, Time, and Load Schedule (RTLS) - KAUAI

CARROLLCOX.COM
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Appendix A:
Route, Time, and Load Schedule (RTLS) - OAHU
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! . i AppendixB:
Ballot Seal Control Form (BSCF) WHITE
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Ballot lc

CARROLLCOX.COM
Appendix G:

r BSCF PINK1.Fsntr
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Appendix D:
Ballot Seal Gontrol Form (BSCF) YELLOW
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Appendix E:
Notification of Attempfed Delivery Decal

CARROLLCOX.COM

NOTIFICATION OF ATTEMPTED
DELIVERY OF OFFICIAL BALLOTS

AT A.M.

TO PRECINCT CHAIRPERSON:

An attempt was made this morning to deliver official
ballots to this polling place. Call Control Center

immediately upon receipt of this notification.

DC TEAM CHAIR:

DC TEAM #:
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CARROLLCOX.COM

For seruing as a
Delivery & Collection Official
during the 2012 election year.

Your eontributton to the $tate of Hawaii
and yo*r'eommuniff ls gneatty

appreeiated.


