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Election Morning - Supplies (Revised 10/2021) 

 

Black Supply Bag 

List Bag: (Location Specific) 

 

 Information Notebook   
 Front Notebook Pocket 

 Sample Ballot 

 PEO sign-up sheet 

 Laminated Table References 

 Location Supply List 

 Payroll Sheet for Polling Location 

 PEO Assessments 

 Delivery Judge List 

 PEO Name Tags 

 Supply Bag 

 Table Check-in Signs 

 Information to Post 

 PEO Recording Forms 
 Cancelled Vote Log 

 Comment Sheet 

 Election Day Problem Sheet 

 SOS Forms  

 Form 10-L Legal Name Change 

 Form 10-U Voter Challenged  

 Form 450 Election Day Incident Log 

 Form 104 PEO Appointment to  

Fill Vacancy   

 PEO Manual by Topic 

 Back Notebook Pocket 

 ADA Parking Signs 

 Precinct Registration List 

 4 per Location (Alpha) 
(Location Specific) 

 
Location Supply Bag (Generic)   

 Tape Measure  

 Seal Cutters 

 

 

 

 

Provisional  Folder (Location Specific) 

 Provisional Table Sign 

 Ballot Accounting Chart 

 Sample Completed 

Provisional Envelope 

 Processing a Provisional Voter  

(Step by Step) 

 File folder “Provisional Check” 

 Provisional Envelopes 

 Yellow Provisional  

Sign In Pages 

 Provisional Hotline Notepad 

 SOS Form 12-D Provisional Verification 

 Street details by Poll Location 

 Clipboards (2)  

 Pouch Supply Bag 

 Curbside Voting Envelopes 

 Soiled and Defaced Ballots Envelope 

 17 y/o Envelopes w/ Instructions  

(Primary Only) 

 Provisional /  Curbside Manuals / Paper 

Ballot Instructions 

 

ATI Pad and Headphones (Generic)   

Extra ICX Printer Paper 

Tube with Precinct Maps 

Two United States Flags  

(Flags should be placed 100 feet from  

voter entrance to building) 

“I Voted” Sticker Roll 
“Vote Here” Yard Signs   
Long Extension Cords 
Power Strips - Poll Pads 
Long Power Strips - ICX Units 
Voter Stylus’ Bag 

 



 

 

Paper Ballot Box 

Do NOT Open until Election Morning 

Paper Ballots

 Voter Registration Cards 

 

Yellow Bag  

For return of ICX voter tapes 

 

 

 

 

 

 

 

 

 

 

 

Orange Memory Stick Bag  

 
 Lock Bag  (At end of day return in 

the Black Supply Bag) 

 Blue Locks for Ballot Box & 
Poll Pad 

 Red Locks for yellow bag return 

 Blue Adhesive Seal (for list bag) 

 

 ICX Closing Bag 

 Polling Location Summary 

 ICX Closing Check List 

 Blue Zip Seals for Transport Bags (4) 

 USB Reminder Card 

 Additional ICX Printer Keys (locations 
with more than 12 units) 

 ICX Tape Report Bags and Labels 

 

 USB Memory Stick Return Case 

Election Morning - Supplies

The following supplies are delivered to the location the Day Before the Election 

 
ICX Voting Units - Note: ICX Units may be set up on their legs the day before the 
election with permission of the polling location.  It is the responsibility of the precinct election 
officials to contact the polling location. (Do not plug into power until election morning.  

ALL seals must stay in place.) 
 
Privacy Shields - Located in the front pocket of the Black ICX Transport Bag 

 

Poll Pad—Starting the Election Bag 

 Poll Pad Democratic Code Envelope—Poll Pad Republican Code Envelope 

 Re-Issue Ballot Code Envelope—Re-Issue Code; Re-Issue Instructions 

 Voter Card Envelope 

 Write-in Candidate List (if applicable) 

 Voting Location Manager Supplies -  (White Handle Tags Only) 

Location Manager Lanyard, ICX Poll Worker Card, ICX code, Opening the Polls 
Instructions  

 Deputy Location Manager Supplies - (White Handle Tags Only)  
Deputy Location Manager Lanyard, ICX Poll Worker Card, ICX code, Opening the Polls 
Instructions.  

 

Call Board of Elections  
immediately if  

anything is missing. 
(419) 354-9120 



 

 

Arranging the Polling Location 

Precinct Election Officials are responsible for setting up the polling location so that 
it will be efficient, convenient and accessible to all voters, including persons with 
disabilities. Polling locations are located in a wide variety of facilities. In some 
polling locations, meeting these requirements presents a significant challenge. 
Regardless of the polling location set-up, be sure that the flow of traffic through the 
polling place is logical and the process can be easily observed by Precinct Election 
Officials. 

The Ideal Polling Location Arrangement 
Precinct Election Officials work as a team to make sure: 
PEO’s can observe voters as they enter the polling location, go through the 

voting process (but not observe how a voter votes), and leave the polling 
location 

Voters, including people with disabilities (i.e., using a wheelchair, walker, 
crutches, cane, scooters, service animal, a friend’s arm, other mobility aids, 
etc.), have access to any voting device 

Voters can move easily from the check-in table to the ICX voting units  and 
then to the exit 

ICX voting units are arranged so that voters can vote privately, to ensure a 
secret ballot 

The flags are placed at the entrance (one larger flag) and 100 feet from the 
entrance to the polling location (two smaller flags) 

ADA parking spaces are clearly and appropriately marked.  Use provided 
temporary signage if needed. 

All required signs and the official Precinct Voter Registration Lists are 
prominently available inside the polling location; and 

Tables and materials are organized efficiently, and all necessary voting 
supplies are easily accessible to Precinct Election Officials. 

How To Position the Voting Equipment 
ICX Voting Units: 
Angle the machines as directed in training to ensure privacy and minimize 
glare; 

Keep electrical cords out of the way; and 

Keep ICX units in public view. 



 

 

Unpacking and Setting up ICX Voting Units 

Unpacking the ICX 
 
1. Unzip the outside set of zippers of the ICX 

transport bag 

2. Open the ICX transport bag 

3. Carefully fold up outside leg set 

4. Pull up on inside leg set until pins click set. 

5. Extend both sets of legs to full height.  Be sure all 
pins have popped out to lock the legs open. 



 

 

Removing the ICX 
 
 Always use two precinct elections officials 

to remove an ICX voting unit. 

 It is easiest to grab at the top and bottom 
of ICX unit and flip side ways away from 
printer side. 

 Be careful when setting down that the leg 
pins are set.  Check the pins before 
letting go of the ICX unit. 

 Hold the handle and depress the center 
pin to raise the unit up to voting position. 

Always use two precinct 
elections officials to 
remove an ICX voting unit. 



 

 

 Break green seal on back bottom right 
door. (If unit 1 attach ADA unit as shown on 
next page before continuing) 

 Turn on unit by pushing black power  
button just below the power plug-in. 

 Put small end of power cord through 
the small hole at back of door and plug 
into silver hole. 

 Close door. 



 

 

Setting up ADA Units 

ICX Voting Unit 1 at each voting location is designated as the ADA Voting Unit 

ICX Voting Unit 1 will have a 
network cord coming from the 
Accessories door on the back left 
hand side of ICX unit. 
 
 
 
 
 
 
 
 
 
 
 
 
Plug the cord into the back the 
ADA pad located in the ICX 
transport bag. 
 
 
 
 
 
 
 
 
 
 
 
Plug the headphones (also located 
in the ICX transport bag) into the 
front of the ADA pad  



 

 

Opening the Polls - ICX Voting Units 

1) Insert a POLL WORKER card.   
 
A POLL WORKER card will be issued to the 
Location Manager and Deputy Location Manager.  
They will be located in Poll Pad case. 

2) Type in the Security Code. 
 
The Security Code will be on a card provided with 
the POLL WORKER card.  Keep code in secure 
place out of view. 

3)    Touch Confirm 
 
The date and time should be correct as they have 
been set by our staff.  If the date and time are not 
correct please contact our office. 
 
 



 

 

4)  Touch Open Polls 
 
A confirmation screen will appear. 
 
5) Touch Yes 
 
The zero report will begin printing. 
 

Verify power & charging. 
 
Should have either lightening symbol 
or be fully white. 
 
 
 
Verify location and unit number 
 
Should be your location and match 
handle tag on ICX unit 
 
 
 
Verify AVS Controller is checked 
 
This allows the ADA pad to work if 
attached.  This should still be checked 
for all units. 
 
 
Manual Session Activation 
is unchecked 
 
 
 
 
 
Verify Total ballots cast is zero 
 



 

 

6)    The Zero report finishes printing.   
 
 Unlock and open the printer door. (use a printer 

key provided on the lanyard of Location 
Managers or Deputy Location Managers) 

 Two PEO’s (opposite parties) must sign the zero 
report. 

 Close and lock the printer door and remove the 
key. 

7)    Touch OK.   
 
You may now remove the POLL WORKER card and 
the ICX unit is ready for voting.   
 
It is recommended that the POLL WORKER card 
and Security Code are kept in the lanyards (Code 
not showing) and the keys attached. 




