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	Polling Place Relocation Procedures Checklist

Chief election judge or polling place manager will use this checklist in the event of an emergency that requires relocation of the polling place.  This checklist is a sample only.  Please modify as necessary for county-specific procedures.


	for use by chief election judge or polling place manager at polling place in case of emergency

	1.
Is there an immediate threat to the safety of voters and election judges? 

        If so, evacuate voters and judges, then call 911 immediately.

2.  
If there is not an immediate safety threat:

 FORMCHECKBOX 
  Contact the County Election Administrator at (insert phone number): ___________________

 FORMCHECKBOX 
 Evacuate voters in a calm manner.  Let voters who have a ballot finish voting, unless threat is imminent

 FORMCHECKBOX 
  Seal and secure ballots for transport

 FORMCHECKBOX 
  Before you turn off voting machines, note the number of ballots on each machine so that the number can be verified at the new location

 FORMCHECKBOX 
  Secure voting equipment and prepare for transport

 FORMCHECKBOX 
 Transport equipment and supplies to your designated relocation area using bipartisan teams of judges

 FORMCHECKBOX 
 Post Polling Place Relocation Signs where they are easily visible at evacuated polling place 

 FORMCHECKBOX 
 Set up machines, ballots and other supplies at the new polling place 

 FORMCHECKBOX 
  Verify that seals on equipment and ballot boxes are intact

 FORMCHECKBOX 
 After voting machines are turned on, verify that the number of ballots on each machine is the same.  New “zero” tapes are not required

 FORMCHECKBOX 
  Resume voting as quickly as possible

 FORMCHECKBOX 
  Contact the County Election Administrator when relocation is complete 
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