Day
Monday

Time
PM

Task
Prep ballot bins

People Needed
Kim and staff

TBD

Move machines to KI

TBD
TBD

Move supplies to KI
KI Setup

DPW or Maintenance 1 DS450, 2 DS200s, 4 envelope opening machines
PPE, badges/stickers, printer, portable dropbox,
list of assignments, table signs, pens, training
Amaad and Michael
materials, letter openers
2

Tuesday

6am

Move ballot bins to KI

DPW

Shift 1

6am-3pm

Shift 2

Shift 3

Ballot sorting
Envelope Opening Machine
Operators
Ballot preparation teams
Ballot scanners (DS-450)
Ballot scanners (DS-200)
Runners and Ballot Flatteners
Ballot reconstruction
Supervision and check-in
Shift 1 total

Notes

Michael at KI to guide

1 Ideally should be WisVote-trained
4
48
2
2
2
4
2
65

Also floater within pod for breaks
24 teams
Diana?
1 for each machine
2 teams, should be experienced
Jaime, Amaad, (also MSR)

2pm-11pm Ballot sorting
Envelope Opening Machine
Operators
Ballot preparation teams
Ballot scanners (DS-450)
Ballot scanners (DS-200)
Runners and Ballot Flatteners
Ballot reconstruction
Supervision and check-in
Shift 2 total

4
48
2
2
2
4
2
65

10pm-close Ballot sorting
Ballot preparation teams
Ballot scanners (DS-450)
Ballot scanners (DS-200)
Runners and Ballot Flatteners
Ballot reconstruction

1
12 6 teams
2
2 1 for each machine
2
4 2 teams, should be experienced

1 Ideally should be WisVote-trained
Also floater within pod for breaks
24 teams
1 for each machine
2 teams, should be experienced
Jaime, Amaad, (also MSR)

Supervision and check-in
Shift 3 total
Close

2 Jaime, Amaad, (also MSR)
25

Move ballots to City Hall

DPW

Take memory sticks to City Hall

Jaime

Role
Ballot Prep Table 1 - A
Ballot Prep Table 1 - B
Ballot Prep Table 2 - A
Ballot Prep Table 2 - B
Ballot Prep Table 3 - A
Ballot Prep Table 3 - B
Ballot Prep Table 4 - A
Ballot Prep Table 4 - B
Ballot Prep Table 5 - A
Ballot Prep Table 5 - B
Ballot Prep Table 6 - A
Ballot Prep Table 6 - B
Ballot Prep Table 7 - A
Ballot Prep Table 7 - B
Ballot Prep Table 8 - A
Ballot Prep Table 8 - B
Ballot Prep Table 9 - A
Ballot Prep Table 9 - B
Ballot Prep Table 10 - A
Ballot Prep Table 10 - B
Ballot Prep Table 11 - A
Ballot Prep Table 11 - B
Ballot Prep Table 12 - A
Ballot Prep Table 12 - B
Ballot Prep Table 13 - A
Ballot Prep Table 13 - B
Ballot Prep Table 14 - A
Ballot Prep Table 14 - B
Ballot Prep Table 15 - A
Ballot Prep Table 15 - B
Ballot Prep Table 16 - A
Ballot Prep Table 16 - B
Ballot Prep Table 17 - A
Ballot Prep Table 17 - B
Ballot Prep Table 18 - A
Ballot Prep Table 18 - B
Ballot Prep Table 19 - A
Ballot Prep Table 19 - B
Ballot Prep Table 20 - A
Ballot Prep Table 20 - B
Ballot Prep Table 21 - A
Ballot Prep Table 21 - B

Name

Phone

Email

Notes

Ballot Prep Table 22 - A
Ballot Prep Table 22 - B
Ballot Prep Table 23 - A
Ballot Prep Table 23 - B
Ballot Prep Table 24 - A
Ballot Prep Table 24 - B
Envelope Opener 1
Envelope Opener 2
Envelope Opener 3
Envelope Opener 4
DS200 Tabulator 1
DS200 Tabulator 2
DS450 Tabulator - A
DS450 Tabulator - B
Reconstructor Table 1 - A
Reconstructor Table 1 - B
Reconstructor Table 2 - A
Reconstructor Table 2 - B
Ballot Runner & Flattener - A
Ballot Runner & Flattener - B
Ballot Sorter
Dropbox Ballot Receiver

Estimate
2243-1522
Hyatt Regency Green Bay

City of Green Bay

333 Main St
Green Bay, WI 54301
Tel: (920) 636-0383
Trent Jameson

100 N Jefferson
Green Bay, WI 54301
Tel: 9204483025
Diana Ellenbecker
diana.ellenbecker@greenbaywi.gov

City of Green Bay
Show Date(s):
Show Location:

11/02/2020 - 11/04/2020
Hyatt Regency Green Bay, Grand Ballroom DE

Currency : USD
Services

Gross

Discount

Ext. Price

Equipment Rental
Event Technology Support

$350.00
$77.00

$52.40

$297.60
$77.00

Subtotal

$427.00

$52.40

Tax

$374.60
$20.60

Total Estimate

$395.20

I acknowledge that I have been offered and refused to purchase Loss Damage Waiver (LDW). I understand that I will be held fully liable for any damage
and/or loss to the above listed rented equipment.

Signed approval must be received prior to delivery of equipment to City of Green Bay and/show site.

Approved By City of Green Bay:
Signature

Printed

Date

Estimate Summary prepared on: 10/27/2020 04:50:37 PM by Trent Jameson of PSAV
*Service Charges are NOT gratuities and are not paid in whole or in part to employees of PSAV or employees of any other party.
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2243-1522

GENERAL TERMS AND CONDITIONS
1.ACCEPTANCE. This Event Quote will be valid for a period of thirty (30) days from the Quote Date, or until December 31 of the calendar year in which the Event
Quote was issued, whichever is earlier (“Acceptance Period”).These terms and conditions (“Terms”) govern the provision of equipment, labor, and services to be
provided by Audio Visual Services Group, LLC (“PSAV”) to the undersigned customer (“Customer”) for the event (“Event”) at the venue (“Venue”) each as specified
in the Event Quote (or similar ordering document) to which these Terms are attached. In the event this Event Quote is not accepted, signed and returned to PSAV
within the Acceptance Period, it will be void. All prices are subject to change without notice following the Acceptance Period. PSAV agrees to provide and Customer
agrees to pay for, the charges for equipment, labor, and services specified in the Event Quote.
2. ESTIMATE. PSAV developed this Event Quote based upon information provided by the Customer. This Event Quote is only an estimate of equipment and
services PSAV will provide in connection with the Event. In the case where Customer requests and PSAV provides, equipment, services, or labor in connection with
the Event that is in excess of what is specified in the Event Quote, the parties will execute updated/amended forms or change orders as needed to indicate
approval of these additional terms. Customer will be charged and pay for all such additional equipment, services, or labor (including rental fees and freight) at
PSAV’s prevailing standard rates, whether or not any additional forms are executed. Unless otherwise itemized on the Event Quote, all pricing excludes sales tax,
freight, shipping/handling, and electrical charges (if applicable to the Event), which will be charged to, and payable by, Customer upon final invoice. Sales taxexempt entities must submit sales tax exemption certificates prior to the commencement of the Event. If Customer does not send tax exemption certificates to
PSAV prior to billing the Event, sales tax will be charged to, and payable by, the Customer, and will be included in the final invoice.
3. LABOR RATES. Hourly labor rates, minimum calls, overtime labor rates, daily labor rates, and per diems apply, and PSAV bases them upon prevailing rates and
practices at the Venue and of the PSAV business division providing the equipment and services. PSAV developed labor estimates based on information provided by
the Customer. All labor calls are subject to a minimum charge period based on the Venue rules, PSAV servicing division policies, and union rules, as they may
apply. In the event that a labor resource works more hours than priced in the Event Quote, PSAV will bill the Customer and will pay for the appropriate prevailing or
premium rate for the additional hours worked.
4. SERVICE CHARGES. Service Charges are billed in association with an Event. Service Charges are NOT gratuities that are paid in whole or in part to PSAV (or
other) employees in connection with the event and amounts comprising Service Charges are NOT otherwise shared with PSAV employees.
5. EQUIPMENT RATES. Unless otherwise noted, PSAV bases all rates upon per-room, per-day calculations with the minimum rental period being one calendar
day. A day rental period consists of all or any portion of each 24-hour period starting at 12:00 AM to 11:59 PM. Customer agrees to pay the rental fees described in
the Event Quote for the stipulated period. Any equipment that is used or retained by Customer for a longer period will be subject to PSAV's prevailing rates until
Customer returns the equipment.
6. EQUIPMENT HANDLING. PSAV personnel must handle all equipment. Customer may not move, store, or service the equipment or any other party. Customer
may not operate the equipment unless authorized in writing by PSAV. Customer will incur additional charges if Customer violates this requirement. Customer
permits PSAV free access to the equipment at any time before, during, or after the Event for purposes of set/strike, maintenance, and routine checks. PSAV retains
all title and rights in and to the equipment and all related accessories.
7. DAMAGE & SECURITY. Customer will be responsible for all equipment that is damaged, lost, or stolen (whether by use, misuse, accident, or neglect), unless
caused by PSAV's negligence. In addition to amounts due to PSAV in connection with the Event Quote, Customer agrees to pay PSAV, upon demand, all amounts
incurred by PSAV on account of lost, damaged and stolen equipment, based upon repair costs for reparable equipment or full replacement cost for lost or
irreparable equipment. In addition, Customer will be responsible for rental fees while a PSAV-authorized company repairs or replaces equipment as required. If
Customer requires security or PSAV deems security necessary during an event, Customer will be responsible for all costs in connection with the provision of
security.
8. EQUIPMENT FAILURE. PSAV maintains and services its equipment in accordance with the manufacturer's specifications and standard industry practice.
However, PSAV does not warrant or guarantee that the equipment or services PSAV provides will be free of defect, malfunction, or operator error. If the equipment
malfunctions or does not operate properly during the Event for any reason, Customer agrees to immediately notify a PSAV representative. PSAV will attempt to
remedy the problem as soon as possible so that no problems interrupt the Event. Customer agrees and acknowledges that PSAV assumes no responsibility or
liability for any loss, cost, damage, or injury to persons or property in connection with the Event because of inoperable equipment or other service issues.
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liability for any loss, cost, damage, or injury to persons or property in connection with the Event because of inoperable equipment or other service issues.
9. PAYMENT. (a) Master Account Following the Event, PSAV may issue Customer an “Event Order” which summarizes all actual charges. If the Venue requires
Customer to establish a “Master Account” with the Venue, the Venue will be PSAV’s agent for payment. PSAV will invoice the Venue, and the Venue will invoice
Customer. Customer will pay the Venue. Customer must notify PSAV prior to the Event if Customer did not secure a Master Account with the Venue in order to
confirm direct billing arrangements. If Customer has established a Master Account, then Customer will make full and final payment to PSAV through such Master
Account with the Venue in accordance with the Venue’s payment terms; (b) Direct Bill – If the Venue is not invoicing Customer through a Master Account with the
Venue, Customer will be direct billed for all equipment rental, labor, or services provided by PSAV, and must establish credit with PSAV by completing a credit
application based on PSAV Credit Terms Approval SOP at least 30 days prior to the first day of the Event or at signing of the Event Quote if that date is within 30
days of the Event start date. Based on the results of the credit application, PSAV may require Customer to make a deposit payment of up to the full amount at least
30 days prior to the first day of the Event, or at signing of the Event Quote if such date is within 30 days of the first day of the Event. PSAV will credit the deposit
received to the final invoice for the Event. PSAV requires Customer to make full and final payment to PSAV within the terms determined by PSAV from Customer’s
credit application; and (c) Late Payment – If Customer fails to make payment by the specified payment date outstanding balances will be subject to late payment
charges in an amount equal to one and a half percent (1.5%) per month or a lesser amount as required by law.
10. CREDIT CARDS. PSAV accepts credit cards (Visa, Master Card, American Express, or Discover) as payment for invoices in certain situations, such as COD
orders and orders under $50,000. For non-COD orders and orders over $50,000, Customer will pay by ACH or by check as directed by PSAV. There may be
circumstances in which Customer may pay orders over $50,000 by credit card, but PSAV must approve such payment arrangements in writing in advance.
11. CREDIT CHECK. PSAV reserves the right to run a credit check on Customer before this Agreement is signed and at any time after the Agreement is signed, so
long as this Agreement is in effect or Customer has outstanding funds due to PSAV. Should PSAV determine that Customer’s credit history is such that PSAV must
modify the payment terms included above, Customer agrees to work with PSAV reasonably and in good faith to update the payment terms. Customer specifically
authorizes PSAV to prepare and file without Customer’s signature any Uniform Commercial Code (“UCC”) financing statement amendments to Customer’s existing
UCC financing statements and any other filings or recordings in all jurisdictions where PSAV determines necessary or desirable, and authorizes PSAV to describe
the collateral in such filings in any manner as PSAV determines appropriate. If Customer fails to make payment by the specified payment date, outstanding
balances will be subject to late payment charges in an amount equal to one and a half percent (1.5%) per month or a lesser amount as required by law.
12. EVENT CANCELLATION. If Customer cancels the Event or the provision of audiovisual equipment, labor, or services by PSAV 30 days or more before the
first day of the Event, no cancellation charges will apply, except for any expenses actually incurred by PSAV, which will be payable by Customer. Cancellations
received 29 to 15 days before the first day of the Event will be subject to a cancellation charge equal to 50% of the charges contained in the Event Quote.
Cancellations received 14 to 3 days before the first day of the Event will be subject to a cancellation charge of 75% of the charges contained in the Event Quote.
Cancellations received less than 3 days (72 hours) before the first day of the Event or after equipment has departed from its storage facility, will be subject to a
cancellation charge equal to 100% of the total charges set out in the Event Quote. Customer agrees and acknowledges that the cancellation charges described in
this paragraph are reasonable and appropriate under the circumstances if Customer cancels the Event or cancels the provision of audiovisual equipment, labor, or
services by PSAV, and that such charges are not a penalty. Cancellation fees, including fees to cover any incurred PSAV costs, will be due immediately upon any
such cancellation by Customer. ALL CANCELLATION NOTICES MUST BE IN WRITING AND RECEIVED BY PSAV'S ONSITE REPRESENTATIVES BEFORE
BECOMING EFFECTIVE. IF ANY CUSTOM SETS, GOBOS, OR OTHER CUSTOM MATERIALS HAVE BEEN ORDERED FOR AN EVENT, AN ADDITIONAL
CANCELLATION FEE WILL BE APPLICABLE AND DUE TO PSAV REGARDLESS OF THE DATE OF CANCELLATION IN AN AMOUNT EQUAL TO THE DIRECT
AND INDIRECT COSTS INCURRED BY PSAV OR ITS AFFILIATES IN SECURING OR CONSTRUCTING SUCH CUSTOM MATERIALS PLUS A 15%
RESTOCKING FEE.
13. CHANGES TO EVENT QUOTE. Customer may request changes to equipment, labor, or services specified in the Event Quote, and the cancellation charges in
Section 12 will not apply if Customer signs a revised Event Quote within 24 hours of the first day of the Event and provided that the total charges in the revised
Event Quote are not less than ninety percent (90%) of the charges in the original Event Quote. PSAV will use commercially reasonable efforts to accommodate all
such Customer requests but will not be liable to Customer for any failure to do so.
14. INDEMNIFICATION. Customer and PSAV each hereby forever agree to indemnify, defend, and hold harmless the other for any and all claims, losses, costs
(including reasonable attorneys’ fees and costs), damages, or injury to property and persons (including death) as a result of the negligent acts, errors, or omissions
of the indemnifying party and its respective employees, agents, representatives, and contractors. Customer also agrees to indemnify, defend, and hold harmless
PSAV against all claims for copyright, patent, or other intellectual property infringement including claims for licenses and royalties, as a result of PSAV’s use of any
and all Customer-provided materials such as images, recordings, transmissions, videos, software, hardware, or any other form of intellectual property, etc., in
connection with the Event.
15. LIMITATION OF LIABILITY. Under no circumstances will either party be liable to each other for any indirect, exemplary, reliance, special, or consequential
damages (including, but not limited to, loss of revenues or profits, interest, use, or other consequential economic loss) howsoever caused, whether arising in
contract, tort, or otherwise, and even if such damages are foreseeable to such party or such party has been advised of the possibility of such damages. EACH
PARTY’S TOTAL LIABILITY IN THE AGGREGATE FOR ANY AND ALL CLAIMS ARISING OUT OF OR IN CONNECTION WITH AN EVENT QUOTATION AND
THE EVENT ITSELF WITH RESPECT TO ANY EXPENSE, DAMAGE, LOSS, INJURY, OR LIABILITY OF ANY KIND (INCLUDING INDEMNIFICATION
OBLIGATIONS) WILL BE LIMITED TO AND WILL NOT EXCEED AN AMOUNT THAT IS EQUIVALENT TO THE CHARGES TO BE PAID BY CUSTOMER IN
RESPECT OF THE APPLICABLE EVENT.
16. COOPERATION IN INVESTIGATIONS. PSAV and Customer each agree to promptly notify the other of any incidents, physical injuries, property damage,
claims, demands, losses, causes of action, general damages, and expenses that may arise during PSAV’s performance of the services for Customer. PSAV and
Customer further agree to work together on the investigation of any such matters unless its own legal counsel, any law enforcement, or any other authority
otherwise instructs either party.
17. INTELLECTUAL PROPERTY. Customer allows PSAV to use the trademarks, trade names, service marks, and other intellectual property of Customer given by
Customer to PSAV for the strict purposes of carrying out PSAV’s duties under the Agreement and as otherwise requested by Customer. Further, Customer permits
PSAV to include event photos and renderings of set designs and other elements of Customer’s event(s) as PSAV may reasonably require in showing current or
prospective customers examples of PSAV’s work.
18. NO OTHER WARRANTY. EXCEPT AS EXPRESSLY SET FORTH IN THESE TERMS, THE EQUIPMENT, LABOR, AND SERVICES ARE PROVIDED BY
PSAV ON AN “AS IS” AND “AS AVAILABLE” BASIS, AND PSAV DISCLAIMS ALL OTHER WARRANTIES, REPRESENTATIONS, OR CONDITIONS OF ANY KIND,
WHETHER EXPRESS OR IMPLIED.
19. FORCE MAJEURE.In no event will either party be liable to the other or any third party for any delay or failure in performance under this Agreement due to
governmental actions, applicable law, ordinances, or regulations; acts of God, hurricanes, earthquakes, other adverse weather conditions; war or terrorism; strikes
or other labor disputes; third party failures; or other causes outside of a party’s control. The affected party will give notice of the delay and its cause to the other

or other labor disputes; third party failures; or other causes outside of a party’s control. The affected party will give notice of the delay and its cause to the other
party as soon as practicable following the commencement of such delay.
20. MISCELLANEOUS. This Event Quote (including the Terms) will be governed and interpreted in accordance with the laws of the state in which the Event is
located. These Terms and the Event Quote (as may be subsequently amended or supplemented as mutually-agreed) are the entire agreement between the parties
and supersede any prior agreements, amendments, purchase orders, written communications of any kind, or other terms previously entered into by the parties for
the same services, and may only be modified by written agreement signed between the parties. For the avoidance of doubt, handwritten changes to these Terms or
an Event Quote are expressly rejected unless signed or initialed by both parties. The terms of any purchase order or other document issued by Customer will not
bind PSAV unless otherwise expressly agreed to by PSAV in a signed writing. Customer agrees that the Event Quote and related documents may be digitally
scanned and transmitted to Customer following signing by Customer, and that on acceptance by PSAV of such signed Event Quote in digital, facsimile, or other
form, such signed Event Quote in PSAV’s possession will be deemed for all purposes to be an executed original.
21. ADDITIONAL TERMS AND CONDITIONS. From time to time, PSAV may also include additional Event-specific terms in an updated Event Quote. When
Customer requests additional services, Customer understands and agrees to any additional provisions contained within the updated Event Quote.

*REVISED 5.31.19
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2243-1522
EQUIPMENT & SERVICE DETAILS

City of Green Bay
Show Date(s):
Show Location:

11/02/2020 - 11/04/2020
Hyatt Regency Green Bay, Grand Ballroom DE

11/03/2020 - meeting - Grand Ballroom DE
Duration: 7:00 AM - 11:45 PM
EQUIPMENT AND SALES
Qty
10

Item Description
Power Drop 2

Rate

Ext. Price

Discount

Subtotal

$35.00

$350.00

14.97%

$297.60

1 - 25' Edison HD AC 8-Out
1 - 6' Edison AC 8-Out Power Strip

Equipment And Sales Subtotal

$297.60

11/03/2020 - meeting - Grand Ballroom DE Subtotal

$297.60

Total for Day 2

$297.60

Total Estimate
Subtotal For Event

$427.00

$52.40

Tax

Total

$374.60
$20.60

$395.20

Estimate Summary prepared on: 10/27/2020 04:50:37 PM by Trent Jameson of PSAV
*Service Charges are NOT gratuities and are not paid in whole or in part to employees of PSAV or employees of any other party.
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Central Count Delivery Log
Date

______/_______/2020

Courier 1 (print name)_______________________________________
Courier 2 (print name)_______________________________________

Pickup Time # of Ballots Seal #

Delivery Time Courier Team
Initials

Received at
Central Count
Initials

VERBATIM MINUTES FROM DEPUTY KIM WAYTE REGARDING THEN
NOVEMBER ELECTION

- Welcome. We're back for some more training before the next Election. So I will try to
make this as painless as possible and as interesting as possible for you all to enjoy. We
normally do this in person, but unfortunately due to the circumstances, that's not
possible. So I'm going to get started.
My name is Kim. I'm the Deputy Clerk for the City of Green Bay. And for this November
3rd Election, I'm going to go over some things that you need to know. I'm going to try
and go through quickly so you don't fall asleep while you're watching this. And if you do
have questions afterwards, please email us, give us a call, 920-448-3010 or
clerk@greenbaywi.gov.
So first I'm going to start off just being a Poll Worker, if you have had an address
change at all, please let us know. We have forms that you can fill out. Also, if you've had
a change in your banking for your direct deposit, for being paid as a Poll Worker, we
would need to get that information updated as well so we can make sure you get paid.
Chief Inspectors, you can start picking up your keys starting on October 20th. That is
also when we will begin our in-person early absentee voting. But that is when you will
have access to city hall in order to come in and pick up your keys. And then just a
reminder, Chief Inspectors for this Election will be being paid $420 and Election
Inspectors will be getting the $350 for working the day of the Election.
The password for the DS200 and the ExpressVote are always right inside the front
cover of the binder that is in your supply bin. And just so you are aware for the people
that are seasoned, this is the new supply bin. So instead of the big tubs, black tubs that
we were using before with locks on them, we now have, it's more of a suitcase. It zips
open from the top, it zips open from the sides. This side actually goes all the way
through. So you can also get to stuff from the side. And on this other side, it actually will
probably be where we will be storing all of your items that were in the smaller bins,
enclosed in the bigger bins, so your pens, your pencils. Actually pens this time are a
little different. We'll get to that. But all of your small, your paperclips, your highlighters,
all of your smaller supplies will be stored on the side. I just wanted you to be able to see
what they look like so you're not looking for the big black tubs anymore now that we
have these. And also another reminder, if you are working at the polls and you're not
working in the ward that you would normally vote, then you want to make sure to
remember to absentee vote.
We are going to be very busy that day and we won't be able to allow people to be
leaving to go to their polling locations in order to vote that day. So you'd want to either
request one in the mail or come in during our in person early voting. Masks, gloves, face
shields, hand sanitizer, cough sneeze guards, and disinfecting products will be
available. We'll have that for every location. Each location will have their own supplies.

And also just to make note, voters are not required to wear a mask per the Wisconsin
Elections Commission. People have disabilities that do not enable them to wear masks
or they just don’t want to wear one. So the people working, we want them wearing the
proper PPE but if a voter comes in and doesn't have a mask on, they are still allowed to
enter, come in, vote, and then leave the building.
We're going to do a quick overview of the Election Inspector Training Manual which you
all received. This is something that our office had put together a while back. It actually
gives, right on the front cover, it goes from the beginning of an Election Day to the end.
And it's quick notes. It gives an explanation of each job description that is held at the
polling location, from opening the voting site all the way up to closing the voting site. All
the Election Inspectors should be at their designated polling location by 6:30 AM. And
you are required to stay till the Election is done. The polls are open from 7:00 AM to
8:00 PM, but at 8:00 PM, no one can leave. We ask that all Poll Workers stay together
in their ward to get all the paperwork completed, get everything taken care of. The only
person that does have the ability to leave early is the person you assigned to run the
DS200 USB stick, which has the tabulated results from the machine, down to our office
in order for us to be able to get the counts over to the county for them to be tabulated
and announced. But everybody needs to stay together. And it has to do with safety
purposes as well. We don't want people leaving a polling location by themselves late at
night, especially in November. There can be snow and ice by then. We don't know. So
please, everybody work as a team. It is the law that all workers stay to the end.
So when opening in the morning, you want to get the machines up and running right
away. The public test, when we will run each machine to make sure it's working
properly, will take place at 9:00 AM on October 27 at the Westside Municipal Garage
and Oneida street. And any of the poll workers are welcome to attend to see how they
work. So you open the polls and you'll have people, everyone should be position. We
will have greeters at the door, which can help enable to make sure people are in the
right polling location. We will have a registration table set up for each ward or a
combination. Those are for people who may not be listed in the poll book because they
have moved and they will need to then register. They would also then be able to vote
once they complete the registration application. We do have the street guides in every
bin, which provide the addresses for all of the City of Green Bay in order for you to
check to make sure people are in the right location with their residential address.
Sometimes, it can be a little confusing. We have streets where on one side of the street,
they're in one ward, and on another side of the street they're on another ward. Some of
them are even or odd house numbers. I know Mason Street has multiple, multiple,
multiple different wards. Depending on what your house number is on Mason Street
depends on what ward you should be in. If, when looking in that book you're
questioning yourself, please ask another poll worker to take a look. Make sure that you
come up with the same answer. And if you're still questioning, if you're not coming up
with the same answer, and you're confused on which ward they should be in, please
contact the clerk's office. We'll be more than happy to help break pinpoint exactly where

they should be going. The last thing we want to do is send people to another polling
location when they were in the correct one to begin with. And we also don't want them
voting in the wrong ward. So it's not something to take lightly. We don't want people
being pushed all over town, trying to get to the right place. And we did have some
changes in some of our locations, but the covers of the books will be updated for you.
So then throughout the day, you always have two people working on the poll books, and
you will have Plexiglas shields and other items in place for your safety. There's plenty of
sanitizing and cleaning supplies. The people working the poll books both check photo
ID. The voter is to state their name and address aloud. If they have a disability cannot
say their name and address, the Poll Worker can then do it for them. But that is a
requirement that a voter has to do. There's also the person who will be handing out the
ballots. And then there's usually always someone that is the machine attendant as well.
And the machine attendant, it's good to be by it, but not hovering. We don't want people
feeling as if their ballots are being looked at when they're feeding them into the
machine. They're there in case the machine would jam or if the ballot is voted
incorrectly, a message will appear on the screen, which then can give them the
opportunity to either have it come back to them so it can be fixed or also if they wanted
to vote that way, because every voter has an option to vote a blank ballot if they choose
so. If there's no one on there they want to select, they are allowed to still feed a ballot
into the machine with no vote selected. So it's just a matter of finding out if it was an
error or if it's true, then assist them in that way. If a voter does make a mistake, every
voter is allowed up to three ballots. So they would then need to be given another ballot
(not given a new voter number), but they would spoil the first ballot. You need take the
actions for spoiling a ballot and then provide them with another one.
All voters are allowed to have someone go into their voting booth with them, that is their
choice. They can bring someone with them even their child to assist but the person
assisting needs to put their name and address by the voters name in the poll book and
also should be instructed to sign under assisting on the ballot. Or if they have a
question, you can try to assist in answering the question. But a lot of times we do ask
that the Chief Inspectors do the answering of the questions just to make sure no one is
feeling persuaded to vote a certain way or anything like that.
I'm going to go over the Wisconsin Voter Registration Application because they have
changed the look of them. Some of you did have the experience with them in August.
So that was the first time we used the new forms. Voters are allowed to walk in with the
form prefilled out. There are multiple forms out there but they can still use the old ones
that you're used to seeing but there is a new application. The application is in the
manual and one is also in the binder as an example. I think we have three different
examples in there right now including this new one. So you can have a cheat sheet and
also to make sure you're looking that those areas are filled in correctly.
At the top of the registration application, there is a qualifications section. This used to be
this section nine, that was down further on the form where it was yes or no questions.

They've now made it so you are required to be able to check every single box at the top
of the application in order to continue. If only one box is checked, ask the voter if they
just didn't see it because all four questions or statements need to be checked off. If all
four boxes are not checked, it will be considered an incomplete registration. The vote
will still count but it will not show that they are registered come the next Election.
There is then an area for them to put their name. We ask that they do write their name
as it appears on their driver's license. You can instruct them, "Please just put your name
as it appears on your license." That just helps with down the road voters receiving less
mail from the Wisconsin Elections Commission saying, "Oh, something doesn't match
quite correctly," with their registration and their driver's license or ID. And then the date
of birth. And then if they want to provide a phone number or email, that is helpful in case
we would ever have questions or if they would vote absentee in the future and we would
need to get ahold of them for any reason, that enables us to be able to get ahold of
them. But it is not a requirement that that's filled in. So it will not be highlighted on your
cheat sheet. The address where you live, please, this would be their new address or if
they're new registered.

So if anyone is brand new to voting, has moved, even changed an apartment in a
complex, or if they got married and their name changed, this is one of places the
registration needs to be filled out. And I have gotten them where no address has been
written in. So that is really important that we do get their address because that tells us
they are receiving the correct ballot. The mailing address is mainly for people who don't
have a mail receptacle. It's for P.O Box, perhaps. They can fill that in. Otherwise, that
can be left blank. Prior registration information, if it's filled in, it is helpful especially if
someone does get married because then we are able to merge their voter record. If we
don’t know what their previous name was, we won’t merge them because we don’t
know if it’s the same person. So it does come in helpful, even putting in the street name
or if it was another state, they could put Chicago or Minneapolis or Madison. That's fine.
We don't always need the complete address, it's just gives us an idea of where they
came from.
In section seven for identification, is where they would use a Wisconsin issue driver's
license or ID. That is the only thing that can be filled in there. We cannot use a license
from Michigan, New York, another state. If they don't have a Wisconsin driver's license
or ID, there's an area for them to include the last four digits of their social their social
security number. They have a passport card or if they have any other type of ID that
cannot be filled in there. I know I've seen school IDs numbers being filled in there, that
is only for the Wisconsin driver's license or ID.
In section eight, there's a proof of residence box that is newer to this form. It's more or
less stating that the voters must provide a proof of residency document when registering
to vote. For them by checking this, it kinda makes them, "Yep, I have it and I know I

have it." They can check the box and then they need to show that to you once they're all
done. But then in signature and certification, please make sure the voter signs the
application and puts in the date. The assistance signature is only for if someone comes
in and they have a hard time writing, and they are unable to actually sign the document.
Being a Poll Worker, you are allowed to help fill out the registration form. We do suggest
that you hand them to people and let them fill them out themselves. And then look it
over. If you can't read something, I'm not going to be able to read it either. So you can
get clarification, and say, "I'm sorry, what is the spelling of your name?" And you can
print it above it, alongside of it, underneath it just so when we have to enter these in, we
have the correct information.
So the assistant is only for people if someone is unable to sign the document. So a
voter comes in and they cannot make their mark either, which their mark is their
signature, we allow that. But if someone physically is unable to sign the form, the
assistant is the person who is signing their name to the application, and then they need
to sign their name as well. But for you being a Poll Worker, are assisting someone just
fill in the informational part. You were not the assistant. You do not need to sign. That
as only for a voter who cannot sign their own signature.

Down on the bottom is where they have the proof of residence type. And they actually
on this newer form, they put WIDL for the Wisconsin driver's license. There's Wisconsin
ID, utility bank or credit card statement. And there's from government document to a
lease, to government ID, taxes. Circle the appropriate type that they're showing you.
Now proof of residence does not have to be paper. They are allowed to, if they have an
electronic device, they can pull something up on their electronic device as long as
you're able to get the issuing entities. So if they bring in a utility bill and it's WPS, then
you would circle utility and write the proof of residence entity. Issuing entity, you would
put WPS. You do not have to write out Wisconsin Public Service, but if you do that's up
to you, or if it's a cell phone bill, put if it's Cellcom or US Cellular. If it's the bank
statement or credit card, you can put Associated Bank, Fox Communities or you can
also use, if it's a Kohl's credit card statement, put Kohl's. We just need to know the
name of the entity of where it's coming from. The proof of residence number box is right
next to that. The state wants us when we're looking at the proof of residence, to find a
number on the form, I'm going to use WPS. That's usually the easiest. The account
number, this is big, long number with all these zeros and then a one or a two or a three,
even up to five, I've seen. You just pick the last four or two digits, depending on how
long the number is to fill in in that area. If they're using a Wisconsin driver's license,
you'd look at the last four numbers of their driver's license number and fill that in. Two
numbers are only if the ID number is six numbers or less. So someone has an account
number and it's only six numbers, we don’t want someone's entire bank account
number written on this application. It's just giving proof that yes, you looked at it. Here

are the last two digits if it's only six numbers long. If it's over six numbers, please use
four digits. Then you would put the date.

And then there's the Election Day voter number box so that’s when the person is
assigned a voter number, it goes in that box. Please do not write it up on the corner of
the application. We prefer that it's right in the box. And then you would sign as the
Election official or official signature, you would sign in there.
I noticed in August, we really didn't get a chance to get a lot of training in due to the
whole COVID pandemic. Where it says Wisconsin ID number, this is for office use only.
Please do not fill that in. So that is for us to write in the voter registration number once
we enter in the application. Down on the bottom, you do have the ward number. You
can fill the ward number in that you're working at down in the corner.

Once the application is done, there is the voter supplemental poll book sheets. That is
where they would sign. Because even if someone is listed in the poll book that they've
changed their address, you do not touch the poll book. So you use the supplemental
sheets which are considered an extension of the poll book, because what happens is,
afterwards we go in to enter the signatures from the poll book for the people who were
assigned voter numbers and then we enter in the registrations. Well, sometimes it
comes up we're not balancing because they've done a new registration but also had
been entered into the poll book. Please, if they are filling out... A good rule of thumb is if
someone is filling out a new registration form, you don't touch the poll books. Just uses
supplemental sheets for making sure that they sign them. Every voter is required to
write their signature or mark unless it is a curbside voter, but there is a nice sheet of
directions on how to handle curbside voting in the binder that's included.
In your bin or your little suitcase now with your supplies, the binder and the expandable
folder will contain almost every answer you can think of for a question that would come
up on Election Day. So you definitely want to use those as a reference guide. They're all
tabbed inside the binder. We tried to make it as easy to understand and as short as
possible, so you can whip it right out and just follow the directions. Now with the voter
registrations, I do want to just go over proof of residence real quick, because it gets
confusing, there's proof of residence and then there's photo ID. Photo ID is for voting
purposes only, proof of residency is for when you were registering. The State of
Wisconsin driver's license can be used for both proof of residency and Photo ID if
everything is correct. If the license has the current address where they are residing,
they can use it as the proof of residency and mind you, only one form of proof of
residence is required in order to register.
In August, I did have more than one being circled on the bottom, even more than one
item being recorded. We only need to record one form. Some people may bring in

multiple types, pick one and just use that one. Really important to remember though, we
do have these sheets as well. For cheat sheets, it gives you a list of acceptable proof of
residence compared to photo ID. And then it goes more detailed in here regarding just
proof of residence and just photo ID as well. With the proof of residency, you can not
use... There's only a few things that are not allowed. Any medical bills can not be used
and no insurance statements which means car insurance, health insurance, life
insurance, nothing insurance related can be used for proof of residence. Nothing from
being billed for medical can be used either. Now if someone and why we say that and
why did they ask for the entity to be written down is paced off as an acceptable form of
proof of residence. So let's say you are employed through a hospital and it's your pay
stub, if you write, I'm just going to pick one and say, ballon, you write ballon down, but
then you had circled paycheck, so we know it's not a bill, it's an actual paycheck that the
person received. And that's what you're using for the proof of residence, which is
acceptable. But if it's a medical bill, that can't be used. All right, let's see here. I know I
went through that kind of fast, but like I said any questions with these forms, please let
me know. I'll be happy to discuss it with you over the phone or through email. Just
making sure I didn't forget anything. I think we got most of it through here right now.

Now with photo ID, one thing I really wanna stress is for the photo ID, they need to
show that in order to receive their ballot. The photo ID needs to be a picture and their
name. If their driver's license does not have their current address on it, that's okay. It's
the name and the picture that you are looking at mainly. Passport can be used. A
military ID card can be used. There's photo IDs issued by Veterans Affairs that can be
used. It gets a little complicated when you get to university college or tech college IDs.
Those actually, I know the ones at UWGB are acceptable because they actually provide
the entire name of the student. It has an expiration date and it has their photo. That's
pretty much what is required. Like if someone tries to use just a work employee ID,
those usually don't have the three items the picture, the full name and an expiration
date.

So if you are questioning something, please throughout the day, if you have questions if
the Chief Inspector isn't able to answer clearly, please call our office and we will help to
find exactly what you can or cannot accept. We are available all day. We're here before
you start and we don't leave till after you go home. So please call us with questions. All
right. And now I'm just gonna go on for a little bit more information. I apologize. I hope
you're still awake.

When you go in in the morning, please use a cell phone as your timing device for the
DS200 tabulator. We set the clocks on those machines during the public test. And
sometimes the time is off by five minutes or even an hour at times. Usually not that bad,

but just in case, we prefer that most cell phones, the time as you all know, is pretty
much hardwired in the phone. So when it becomes seven o'clock on the cell phone,
that's when you are hearing the polls are open. And at eight o'clock at night on the cell
phone is when you say the polls are closed. Now mind you, if there are people in line to
vote at eight o'clock, one Poll Worker will need to go stand at the end of the line. No one
else is allowed to join in in that line. That person is just the person stating more or less,
it's after eight, the polls are closed, but the people in front of that Poll Worker still get to
vote.

The residency requirement which is part of the registration is now back up to 28 days
again. So it is a requirement that someone is at their residency 28 days prior to Election
day. And I will be adding stickers for you to have those dates on this form like I always
have in the past. Just a quick reference so you're not sitting there trying to count back in
your head on what the actual dates are.

Alrighty. And now if you are at a polling location that has more wards, you wanna make
sure that each ward is using a different color privacy folder. The privacy folders are what
are handed to the voters in order to place their ballots to walk from the voting booth to
the tabulator, which gives it more of a secrecy. If a voter chooses not to use the folder,
that is their choice. It is not required that they have to but we are required to provide that
folder for them to use. But when you have more than one ward in a location, you will
have folders in different colors. And we wanna make sure that everyone's using a
different color which can help make sure that people are trying to feed their ballot into
the correct tabulator. And then even for the larger wards, we are using the different
colors and we're trying to space it out so voters don't get confused. And this time
around, they will be laminated and they need to be disinfected after each use. But with
them being laminated, it shouldn't ruin the folder or make it curl. They'll be laminated for
easy cleaning.

And now we're on to reminders. So we're almost done. Hang in there with me for just a
little bit more. So when it comes to the ballots, as a Poll Worker, do not initial ballots
ahead of time. Those ballots need to be initialed by two of the Poll Workers prior to
being handed to the voter. They need to be initialed right before handling them to the
voter. And this is law. In the past I know sometimes we would initial ahead of time or
wards would in order for to make it go a little faster. But unfortunately, not this Election.
You will need to initial right before handing them the ballot. Now, each ward whether
you're sharing or not sharing a polling location, you will get your own supply of voting
booths. You are not to be rearranging them. They are going to be set up 'cause by law,
depending on how many registered voters are in each ward, we have to provide so
many voting booths. So if some people look like they don't have enough or others seem

to have too many, you cannot be sharing or moving them to accommodate the flow of
people at that time. The voting booths need to stay where they are set up and the
numbers set by the number of voters from the last general Election. And that is what we
have to go by.
One of the biggest, biggest things especially with this Election that you want to make
sure not to do is no discussion of politics whatsoever. When you're there working in the
polls, you were there to provide a service in order for people to vote. People will come in
and voice their opinion. That's fine. Please, don't give a response. Just be like, "Okay,
well here is your ballot or here's the registration form." And even if you think no one's
there and you're just amongst yourselves, it's still probably not a good idea to talk
politics. Last thing we need is someone walking in and hearing someone say something
where they think that it could come back to haunt us all. So please no talking of politics
or having anything political at the polls.

As a Poll Worker, please, we just suggest not wearing any folding or having anything by
you that is politically related. You are allowed to bring in a cellphone, have an iPad. You
can bring in a book, magazines. If there's slow times, you are allowed to do this. We are
just asking that when there is a voter, as soon as a voter walks into a polling place,
please put that device or magazine or paper down. If it looks like it could have a political
message on it of any kind, put it upside down, stick it away in a bag. Do not leave it
laying out in the open and do not ignore the voter in order to finish reading your
paragraph or anything like that.

Actually, with this Election, I don't think there'll be much downtime. But just in case, you
are allowed to bring this stuff with you, just please first priority is the voting. And if it's
quiet, then you can look at your stuff. But we just ask that you set it aside, put it away,
out of sight for when the voters come in to vote.

Now every ward or polling location has blackboards that contain the information of
different polling locations to a map of the city, to sample ballots, to a way, there are a
couple of referendum questions and answers of how to kinda decipher if you vote yes or
no, what it'll mean. There's always an explanation on those boards. That information is
to stay posted visible to every voter all day long. Now, if someone is stating they can't
see it or read it, you are allowed to take it off the blackboard, let them read it where it's
comfortable for them to be able to see what they need. But then please remember to
put it back up on the board. This stuff does have to be posted all day long. It is by law
that it has to be out there. And so please remember to put it back on the blackboard if
someone needed for it to be used outside of that setting.

Now with the poll books, we do print them because the City of Green Bay does central
count for the absentee ballots. It'll actually be watermarked in the signature box that
they sign, and it'll also be in the same direction 'cause the Poll Workers or the poll
books are printed in a way where it can be upside down for both of you but you can still
read the information on the page. It'll say either absentee issued or absentee returned.
If it says absentee issued, please ask the voter, "Oh, we can see by this sane absentee
issued that you were issued a ballot through the mail. Have you voted it? Or do you
know where it is?" If they're like, "Oh, it's at home at my kitchen table," not a problem.
They can then sign their name and be issued a ballot. If they said, "Oh, they dropped it
in the mail last week," but they're not sure if it's going to be counted, that is actually
voting twice which is illegal. So you just want to get clarification. If you do have anyone
that does do that, it is so if they vote the polls, they can be turned over to the DA for
voting twice 'cause the absentee ballots do come in. They do get counted. If it actually
says absentee return that means the ballot was voted absentee returned and it's being
tabulated the same day. You wanna make sure to point that out to the voter saying,
"Oh, but be sure that you return the ballot. You don't want to vote twice." That's against
the law. Try to never say, "You can't vote," for any scenario. Just make them aware.
Some people, unfortunately, we mail the ballots out so early that they return them.
Some people don't realize it's for the same Election or they forget that they voted that
way. Bring it to their attention. And once again, if you have any questions, or if you want
to verify something, please call our office. We can pull it up for you and we can tell you if
we have an absentee ballot for them or not.

If they walk in with their absentee ballot, they cannot bring it to the polling location. If it's
a voted ballot, they need to actually return it down to city hall by 8:00 PM. And that'll be
actually in the clerk's dropbox. Right now at city hall, we have two dropboxes, one in the
front of the building and one behind the building. They need to make sure to bring them
down here 'cause this is where they're being tabulated. I know in the past we've had
people where they'll walk in with their absentee ballot but then they want to vote at the
polls. You can take that absentee ballot, put a tear in it, stick it in the city envelope with
a note on it, not it in the Election or in the inspector statement as well that someone,
and then issue them a vote because it never actually got checked in. It had just been
issued so they can still be allowed to vote at the polls. Now with all the dropbox
locations, now that we have more set up, there will be a map on the blackboard
displaying where those dropbox locations are and they can actually put the ballot in any
one of those dropbox locations. I apologize. So if they can't get to city hall but they can
get to the dropbox located over by the Sears building, they can put it in that box as long
as it is prior to 7:00 PM. In order for us to be able to get them collected from all over
town, the ones here at city hall stay open until eight. The dropbox is due, but the other
ones we are going to be closing them at 7:00 PM in order to be able to have time to
collect what's in there, get them back down to city hall before the polls close at 8:00 PM.

As I'm going through this, any questions you can think of, or if you want to once we get
done, let our office know. And then also there's always one carrier at each polling place
at the end of the night, in order to bring down the DS200, the stick or the USB drive.
And we do ask that you use black ink in the poll book. Avoid using pencil at all cost. In
the past, people have been accused that we were going to erase their voter number or
erase their signature.

Please use black ink. For the registration tables, some people may come in with a white
voter certificate. There are examples in the binder for those as well. If someone comes
in with one of those voter certificates, it means that they registered prior to Election day
at the clerk's office, but chose not to vote early in person absentee and wanted to vote
at the polls. They are not required to fill out another registration application. This means
they are not in the poll book. The poll books had been printed and then they came in to
register. So what you want to do is take that voter certificate, put it with the registrations
and have them sign the supplemental sheets no different than the new registered voters
of that day. But then they're just not required to fill this form out all over again because
they had already done it. And let's see here, pens. Pens will be a onetime use only. If
someone doesn't want it, they can be put back into a blue recycle bin which we will be
supplying to each ward. We do not want to have any pens tied to the voting booths or
any connected to spoons. So if you have any of those when your booths are set up, get
rid of them. We are going to be able to hand a fresh pen to each or not hand them, let
them take their own pen in order to vote. In new, instead of putting unused ballots in the
brown paper bag at the end of the evening, we were actually going to be providing a
box that'll be labeled Unused Ballots.

At the end of the night, the Chief Inspectors normally bring down the box with the voted
ballots in. We will also need you to bring the box with the unvoted ballots in as well on
Election night. So if you can please provide or bring both of those down, please do so.
And I believe, I think I got everything covered. There's always more, believe me.

If you're brand new, don't be overwhelmed once you get there. Once you get, once you
get in your groove, there are people that are seasoned. Ask questions. Don't be afraid
to ask questions. Please, everyone respect one another when you're working that day.
Your Chief Inspector assigned should be your go-to person. The majority of all of our
Poll Workers get along. There's no issues. If someone is questioning something, please
call our office. We're more than happy to assist in any kind of situation, but please
respect one another and have fun, as much fun as you can. Thank you.
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