DUTIES OF ELECTION

COMMISSIONERS
2013 ECAM Orientation

Presented By:
Kim Turner
Assistant Secretary of State
Elections Division

Seeeelary of Stata

~Once Eleted ..

+ Upon taking office, the County Board of Election
Commissioners shall organize by electing a
chairman and a secretary,

It is the duty of the chairman to have the official
ballot printed and distributed at each general or
special election.

Reference: Miss. Code Ann. § 23-15-213

-

Deiszer Hosewanx
Seeretary of Slate

Purge ana Rev;sePo_IE Books |

+ One of the most important duties of Electicn
Commissions is maintaining accurate voler rolls and
pollbooks.

+ Voter roll maintenance is an ongoing duty of the Election

- Commisslon and should be perormed throughout the
year, subject to the maximum number of days for which
hey are ailowed to be compensated. Miss. Coda Ann.
§ 23-15-1563 provides certain days upon which the
Election Commisslon must meet {o prrge the rolls.

Reference: Miss. Code Ann. § 23-15-153

s
Dekpzar HOSEMANN
Secretary of State
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n of Registration Booksand™
Pollbooks

+ Eleclion Commissfoners shall meet at the office of the
registrar and carefully revise the registration books and
the polibooks, and erase from those books the names of
all persorn erronecusly on the books, or who have died,
removed or become disqualified as efectors from any
cause.

+ Eleclion Commissioners shall register the names of all
ge{sons who have duly applied {o be registered and

ave been illegally denled registration.

Reference: Miss. CodeAn. § 23-16-153

DrLoeT HOSEMANN
Sceretary of State
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of Registration Books and
Pollbooks

« When an elector is disqualified from voting, Efection
Commissioners recard the reason for the removal of his
name from the voter registration books and erase his
name from the rolis.

+ Criminal roils are compared to the voter registration rolls
by the Election Commissicners -

+ The names of the persons convicted of disenfranchising
crimes must be erased from the voler registration
records by the Election Commissioners,

R

References; Miss. Code Ann. § § 23-15-19; 23-15-125;
23-15-161

Deczzet HOSIMANN
Secretary of Slate

= Automatic Review |

+ In the event an applicani is not registered, there shall be
an automatic review by the County Election
Commissicners under the procedures provided in
Sections 23-15-61 through 23-15-79.

+ Jtis not the purpose of this section 1o Indicate the
decision which should be reached by the election
commissleners, but to define which applicants should
recleive further examination by providing for an automatic
review.

Reference: Miss. Code Ann. § 23-15-43

DELYZRT HOSEMANS
Sceretary of Stale




1/10/2013

—oce o Regetator Dol

+ In the event thal registrationIs denled pending aulomatic
review by the county election commissions, the registrar
shall immediately inform the applicant that the
registration is denied and advise the applicant of the
date, lime, and place of the next meeting of the eleclion
commission.

+ Atwhich time the a|pp!icam may present such evidence
either in peeson of in writing as he deems pertinent to the
question of residency.

Reference: Miss. Code Ann. § 23-15-45

i

DreozsT HOSEMANSN
Secsetary af State

e P PR L 2SS
Appeal By Person Denied Registration

« Any person denied the right to register as a voler
may appeal from the decision of the regisirar-to
the Board of Election Commissioners by filing
with the registrar, on the same day of such
denial or within five {5) days thereafter, a wrilten
application for appeal.

Reference: Miss. Code Ann. § 23-15-61

Y o )

Dezazer HOSEMANS
Seeredary of Siate

"':"'Dé'termination of Appeé"i'é"i"i

» The Board of Election Commissioners shall meet
at the courthouse of its county on the second
Monday in September preceding any general
election.

+ The Election Commissioners shall hear and
determine alt appeals from the dacisions of the
registrar of their county, allowing or refusing the
applications of eleciors to be registered.

Reference: Miss. Code Ann. § 23-15-65

DzrazrT Hosauans
Sseretary of $1ate




BT Excepton

+ Any elector aggriaved by the decision of the Election Commission
shall have the right te fle a blf of axceplions, to be a%proved and
signed by the Election Commissicners within bvo {2) days after the
rendition of the decision.

. gg:d elector may appeal to the circuil court upon the execution of a

~- Two (2) of mora sufficient sureties to be approved by the Election
Commigsionars ($100)

~ Conditoned to pay a%l cosls in casa the appea shalf not be succassfully
prosacuted.

- In cate the decislon of the Efection Commissionis affirmed, judgmant
shall ba entered on the bond for all costs.

Referenca: Miss. Cods Ann. § 23-15-71

Drvazer HOSEMANK
Seceatary of Stafe

n Upon Appeal

« in case of appeal from their decision, the
Election Commission shall return the bilf of
exceplions and the appeal bond Into the circuit
court of the county within five (5) days after the
flling of the same with them.

+ The circuit courts shall have jurisdiction to hear
and determine these appeals.

Duty of Commissio

Reference: Miss. Code Ann. § 23-15-73

CF o

Driyzar HOsIRANN
Secreatary of State

Alteration of Boundaries

+ Once nolified by the board of supervisors in a
change in boundaries, Election Commissioners
shall at once cause the registration bocks of
voting precincts affected to be changed as to
conform to the change of districts, and to contain
only the names of the qualified electors in the
votling precincts as made by the change of the
boundaries.

Refarence: Miss. Code Ann. § 23-15-283

Drrosar HOSEMANK
Secaetary of State
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Conducting Elections

« County eleclion commissicners are respensibie for conducting
all general and special elections.

+ The only exception o conducting a general eleclion Is if thers
1s only one {1) person duly qualified Tor each and every office
on the general election ballot, the the election for all offices on
the batlot shall be dispensed with, and the appropriale
election commission shall declare each candidate elected
without opposition if the candidate meets all requirements and
qualifications to hold the office as determined by the slection
comrr?lsslon end filed all required campaign finance disclosure
reports.

Refarence: Miss. Coda Ana, § 23-16-359(9)

DxLareT HOSERANN
Seeretary of State
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+ A county executive commiltee shall be
eligible to enter into written agreements
with the Circuit Clerk or County Election
Commission to perform certain specified
statutory duties in a primary election,

Reference: Miss. Code Ann. § 23-15-266

al ]

Depsery HlosEMany
Secaetary of State

~Conducting Elections

~ Written Agreements

+ The six (6} major dulies concerning primary elections
that may be performed by County Election Commissions
or Circuit Clerks following the timely signing of such
agreements are:

- Appoinling of poll managers

- Tralning of poll managers

— Distributing ballot boxes

— Printing of bailets

— Dislributing ballots to poll managers; and
- Canvassing and certifying the eleclion.

AT (r

Decaser HosEvwans
Sccratary of State




" Determining Candidate Qualifications

* The Election Commission in general and speciat
elections shall defermine whether each candidalte is:

- A qualified eleclor of the stale, state district, county or county
dislrict they seek to serve:

« Meels aft other quatificalion to hold the office he Is seeking o
prasents absolute proof that ke will, subject to no contingeéncies,
meel all qualifications on or before the date of the general or
special election;

- Has been convicted of any felony in a court of this state of any
offensa in another stata which Is a felony under the laws of this
ﬁtzaffgalbgr has been convicted In a federal count on of after

Reforenca; Miss, Coda Ann. § 23-15-359{8)

RN F uhi
DerpziT HOSEHANK

1/10/2013

Secretary of State

“Demonstration of Voting :'éy"stem

+ The officials in charge of the election shall place
on public exhibition and demonstration the use
of the voting system throughout the county and
offer a series of demonstrations and organized
volter education initiatives to educate electors on
how to use the voting system.

Reference: Miss. Code Ann, § 23-15-631.7

Detaexs FlostMANN
CSacretary of Siate

Appoin_ting Poll Méhagers

+ Election Commissioners shall appeint a minimum of
three (3) poll managers to he designated managers for
each precinet. The managers of general or speciat
election cannot all be of the same political party If
?uﬂagle perseons of different political parties can be

‘ound.

+ One of the appointed managers shall be designated by
the commissioners of election as eleclion balliff.

+ If commissioners fail to appoint a bailiff, then the
mangers appoint one from among their aumber.

References: Miss. Code Ann. § 23-15-231; 23-15-241

Derazer Hostuany
Secretary of State




Appointing Additional Poll Managers

+ Efection Commissioness may, in their discretion, appoint additional
poll managers based on the number of registered volers in the given
precinct. {Miss. Code Ann. § 23-15-235)

Registared Yoters | Minimum Numbas Number of Maximum Number
T a Precinel of Poll Managers Optonat Poll of Poll Managers
Hanageis

Q503 3 3 8
501-1500 3 13 9
1501-2500 3 9 12
2501-3500 3 12 15
3501-4500 3 15 18
4501-5500 3 18 21

Drrazar Hosesans
Serretary of Stots

Poll Maﬁé’éér Training

= The commissieners of alection of each county, in conjunction with
tha cireuit clerk, shall sponsor and conduct, not Jess than fiva (5}
days prior to each election, training sessions to instruct managers as
to thelr duties in the proper administration of the election and [he
operatien of the poting placs.

« No manager or clerk shalt serve in any election yn'ess ha has
recsived such Instruction once duﬁn%_a twetve {12) month period.
The cemmissieners of election shall frain a clent number of
alternales to serve in the event a manger or clerk is unable to serve
for any reasen.

Reference: Miss. Code Ann. § 23-15-239

Derazzr Hoseumany
Seerelory of Slate

Compensation of Poll Managers

+ Poll Managers must be paid $75 for an election.

+ A marager who [s designated to be the Receiving and
Returning Manager is entitled to an additional $10 for
carrying the boxes to the polling place and another $10
for returning the box(es} after the election.

+ County's Board of Supervisors can approve a
supplement of $50 per day.

Referencs: Miss. Code Ann. § 23-15-227

Drrezar HoseMans
Sreratery of State

1/10/2013




~Poll Mahéger'Trammg Materials

+ Tha Secretary of Slate's Office provides the following
Poll Manager Training Materials:
- Mississippl Polf Manager Guide on Election Day Operations
—~ Pofl Manager Training Video and DVD
— Gounly Election Handbeok
- Malerials may be downleaded from the Secralary of State's
waebsile from any computer
-Circuit Clerk's Offica
-Regional Library
-Home

Dernret HOSEMANS
Sicretory of State

re-Election Day Duties

+ Commissioners procure a sufficlent number of secured ballot
boiges and distribute them before the tims for opening lhe
polis.

» Commissioners etgpolnl one manager to receive and distribuie
official ballots at the precinet and return all used and unused
haliots and other tallots and olher materals to the Clreuit
Cleri's office afler the election has been held,

« Record to be kep! of the number of officlal ballois that were
printed and fumishad to each precingi, and ail ballots shall b2
accounted for.

Reference: Miss. Code Ann. § § 23-15-247; 23-15-251

IR < s
DreazaT HosTHaNN
Seceatdry of $late

Pre-Election Day Duties

+ Commissicners furnish stationery and blank forms for
making relumns of the eleclion for all precincts.

+ The Commission Chalrman has ballots printed and
receives a record of how many ballots are printed. The
ﬁn'ni_er shali deliver to Election Commissioners for

olding efections, a certificate of the number of ballots,
except on instruction of proper Eleclion Commissioners,
and failure fo observe either of these requirements shalt
be a misdemeancr,

Referances: Miss. Code Ann. § § 23-16-253; 23-16.351

Driszer HosgMans
Szeretary of State

1/10/2013




Pre-Election Day Duties

+ Ballots shalt have all candidates’ names whether they be
candidates by party nomination or by peliticn.

+ In case the official ballcts are fost or destroyed, the
Commissioners shall have like ballots furnished in place
of those lost or desteoyed.

+ Commissioners shall meet and canvass lhe relurns and
announce the names of candidates who have received a
majority of votes cast.

References: Miss. Code Ann. § § 23-15-353; 23-15-371; 23-15-601

Cory

DitnzaT HOSEMANK

1/10/2013

Scerttary of Stati

Pre-Election Day Duties

« Appoint Resolution Board members

« Ensure that Resolution Board members
receive adequate training

Reference: Miss. Code Ann. § 23-15-523

DeLszar HOjERANS

Secretary of Stale

" Post Election Duties

+ After each election, make a list of all persons
who served as managers and clerks at the
election, designating for what service each is
entitled to pay, certily to the correctness of the
same, and file it with the clerk of the board of
supervisors,

An allowance shall not be made to any such
officer unless his service is certified.

DELsEry HosEMANN
Scrratary of State




+ All proceedings at the counting center shall be
under the direction of the commissioners of
elections or officials in charge of the election,
and shall be conducted under the observations
of the public, but no persons except those
authorized for the purpose shall touch any ballot,

Reference: Miss. Code Ann. § 23-15-523

DrEezky HOSEMANK
Secietary of Stafe

In canvassing the returns of the election,
the Election Commissioners shall examine
the records and allow the ballot to be
counted, or not counted, as it appears to
be legal.

Reference: Miss. Code Ann. § 23-15-573

2]

Derszey ITosEMANN
Secretary of Stste

~ Canvass of Returns

* Tha Election Commissioners shall canvass the retums, ascertaln
and declara the result, and within len ;10) days after the day of the
elegtion, shall deliver a cerificala of his election to the person
havm? tha greatest number of votes for representative in the
Legisfature of districts composed of one (1) county or Jess, or other
counly office, board of supervisers, juslice court judge and
constable.
ifit appears that two (2) or more candidates for Represenlative of
the county or pait of the county, or for an%oounty offica, board of
supervisors, justice cour judge or constable slanding highest on the
Fst, and not etected, have an equal number of voles, the election
shall be decided by lot fatdy and publicly drawn by the
commissioners, wilh the aid of two (2} or mere respeciable efeclors
of the county, and a certificata of election shall be given accordingly.

Reference: Miss. Code Ann. § 23-16-601(1)

Drrpzer
Seesetary of Stafe

1/10/2013
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Delivery of Returnsfothe
Secretary of State

+ The commissioners of election shall transmit to

the Secretary of State a statement of the total

number of votes cast in the county for each

candidate for each office and the total number of

voles cast for such candidates in each precinct

in the district in which the candidale ran.

Within ten days after election.

Reference: Miss, Code Ann. § 23-15-801(2)

-

‘Dicszey HOSEMANN
Secretary of Stete

1/10/2013

+ The Election Commissioners shall attend
primary efection hearings and sit with the judge
or chancellor as advisors or assistants.

+ Election Commissioners shall be compensated |
for their services in hearing eleclion contests.

Reference: Miss, Code Ann. § 23-15-831

B
Drraery Horrdaus
Seceetary of Stats

- Contact Information;
Secretary of State’s Office

Elections Division
P.O. Box 136
Jackson, MS 39205
6071-359-1350
Electien’s Division Hotline
(800)829-6786
WWW.S0S.MS.gov

DeLarar HospnaNn
Szcratary of Staie
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Purging Basics

Presented By:

Drew M. Martin, Senior Attorney
Elections Division

The Mississippi Secretary of State’s
Office

L e BEEBERT HOSEMAN M s
Seereiary of State

What is Purging?

+ Purging Is removal of a voler's name from the voter
rolls.

Election Commissioners have the duly and
responsibility of removing names of voters who have
died, moved away, or become disqualified as
electors for any cause and, to register everyone who
has duly applied to be registered and has been
illegally denied registration.

-

b e DR LB ERT HOSEMANN —
Secrefary of State

Election Commissioners
Responsibility
+ Eleclion Commissioners make factual deferminations
as 1o the qualifications of persons on the voter rolfs.
+ Purging is ¢one: :
- Upcn the death of a voler;

— When a voter changes their residence out of the
county,

— When a voter is convicted of a disenfranchising
crime; and

~ When a voter is dectared insane by a court,

ke rreete e DELBERT HOSEMANN wemmmmmmrrm

Seeredary of Male




Circuit Clerks’ Role in Purging

+ Circuit Cleiks are statutorily required to
aftend election commission meetings
and furnish the commissioners
registration books and pollbooks.
Mississippi law further requires the clerk
to give any assistance needed to the
commigsioners in revising the list of
qualified electors,

Reference: Miss. Code Ann. § 23-15-161

Delnirt HosIManN

1/10/2013

Seeretary of Stadc

Determining Residency

+ While the Circuit Clerk is required by law to
provide assistance to the election
commissioners in revising the fist of qualified
electors, it is the legal duly and responsibility of
the commissioners to make the factuat
determination of an individual's qualifications
before his name is Jawfully removed from such
list.

L DELBERT HOSEMANN
Sreretarp af Stute

Why Purging is Important

« Election Commissioners purge, revise and maintain
voter rolls to:

- Keep volers In the regislration beoks and polibooks of the
precincl ihey are legalty qualified lo vola in;

— Pravent illegat voting;

- Provide an accurate list of registered voters for Jury selection;

- Assure registration and polibooks never show more volers
tegislerad In a given counly than are pessible;

- Purging the voler registration books Is requiced by state and
federal lave.

Seesetary of Stale

b e s DELBERT HOIEMANN rovmecrmmgrmmrmteatizzzd




b e PELBERT HOSTMANN

Sources of Information to Purge

The Election Commission uses all valid
sources of information fo assist in
conducting voler roll maintenance.

1/10/2013

Secretars of State

.

Example of Sources

Roll of persons convicted of certain
crimes;
Print media;

List of deceased from State Health
Department;

Dzesert HosnMany
Seeretary of Stote

Examples of Sources

Notice of registration from another county
or state;

Returned jury summons;

Iinformation from poll manager;

Personal knowledge;

Derezrt HosEMANN
Seeretary of State




+

-

Examples of Sources

Family member of person in question,;
Court order declaring a voler insane,
List of disenfranchising convictions

Slatewide Elections Management System
(SEMS) ‘
Confirmation Card

et DELBERT HOSIMANN ————
Secretars of State

1/10/2013

National Voter Registration Act
(NVRA)

Purging based upen the change In resldence of the voter
must be done in accordance with NVRA, which normally
means sending the voter a confirmation card or securing
a signed statement from the voter stating the voter has
moved out of the county.

Refererce; Miss. Code Ann. § 23-15-1563
42 L18.C.5 §1973gg

— Derpratr Hoseuany
Secretery of Stale

Mt P EE B ERT HOSEMANN

Purging Federally Registered

Voters
Federally registered voters are those
voters who registered with Federal
Registers.
Federal registration program has ended,;
follow normal purging guidelines.

OPM Toli-free number (866) 885-4122,

£

Seercbary of Staie




Purging Under NVRA

Guidelines
+ Indicators of possible changes in a voter's
status:

—Voter registration card returned,

— Any official refurned mail {change in precinct
localion, etc.);

— Returned jury summons;
— National Change of Address;

DeLBERT HOSEMANY
Srevetary of State

1/10/2013

Research Tools

+ Telephone Book;

» City Directory;

+ Personal Knowledge;
» Any other means.

A DELaskT HOSEMANN
Secretasy of State

Process on Making Voter

Inactive

+ Send Confirmation Card to OLD address if
unable to locate new address.

« If a voter registration card is returned, the
voter must be sent a confirmation card.

+ May contact voter at NEV address or
phone number, but card goes to OLD
address.

e DELBERT HOSEMANY
Sreretary of State




Confirmation Card

= card must be in the form of a postage
prepald and pre-addressed return card

* must be sent by forward-able mail

= confirmation card may be printed from the
SEMS system

1/10/2013

b DEEBERT HOSEMANN
Sterriary of State

Confirmation Card Returned
With Correct Information

+ If information indicates voter has moved oul of
the county, voter shauld be purged from the
voter rolls.

+ |f the information indicates voler has a change of
address within the county or name change, the
change should be made on voter rolls.

+ Mail new voter registration card with corrected
information.

b e DL S ERT HOSEMANN e
Secretory of Stadt

Confirmation Card Not{ Returned

1 Voter bacomes inactive and will be purged after two (2)
federal elections.

+ [f voter shows up lo vole in an election before they are
purged:

— Allow them fo vote an affidavit/provisional ballot,
which can be used lo correct their address ormake a
change.

» Voter must be reactivated
« Mail new voler registration card

Sreretary of $taic

boremectrip s ez DELBERT HOSEMANN = e —e




Purging Summary

PLlllrging is vital fo promote accurate voter
rolls.

Purging is conducted in accordance with
state and federal guidelines.

Don't forget the mandatory statutory
purging dates for Election Commissioners
Follow NVRA guidelines for change in
voters residence. R

DerrexT HOSEMANN revrem—
Secretory »f Staie

1/10/2013

Contact Information

Drew Martin, Senior Attorney
Elections Division
Mississippi Secretary of State’s Office
Jackson, MS
{601) 359-6360
WWW.S08.ms.gov

Detpert Hosrumany e
Seeratary of State




Election Commissioner Orientation
January 2013

SEMS Introduction

Madalan Lennep, PMP
Election Consultant

DELsERT HOSEMANN
Seeretary af Stare

Election Commissioner Orienfation
January 2013

Topics to be Covered

f.  SEMS Main Screen

0 Election Commissioners Utilization
. Veter Roil Maintenance

IV. Communication Flan

V.  On-Going Suppost

Dervrar Hoszumans
Secretary of Stete

Election Commissioner Orientation
January 2013

Topics to be Covered

SEMS Main Sereen

. Election Commissieners Thilization
1tf. Voter Roll Maintenante

IV. CommunicationPlan

V. On-Going Support

=

Deenzar Hospuany
Secretacy of Stabe




Election Commtissioner Orientation
January 2013

Statewide Elections Management System

(SEMS)
- Woter Reglstration - Voter Roll Malntezance
- Address Library - Distikcts and Precincts
- Elections Mansgemeatl + Jury Mansgement

- Baflot Processlag

- Fesretary of Stape

Election Commissioner Ortentation

January 2013

L. SEMS Main Screen

DeLskxy HOSEMANN
Seeretazy of Slate




Election Commissioner Orientation
January 2013

I, Election Commissiener Utilization

- User name and password will be assigned by
Circuit Clerk.

- Utilization is determined by statute

- User rights are determined by profile

DEiperT HOSRWANN
" Seiretary of Stete

Election Commissioner Qrientation
January 2013
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Election Commissioner Orientation
January 2013

111, Voter Roll Maintenance
+ Voter Check
+ Precinet Splits/Districts Check
¢ Other items to check

B

DeLpeErT HodnMANK
Secretary of State

Election Commissioner QOrientation
January 2013

Voter Check
+ Duplicate Volers - VR-004

A report that generates a list of possible duplicate
voters, at least one of which in each duplicate
greup has an address in your county.

DELIERT
© Secrelary of Stafe

Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Voter Notification Cards

+ Seach for veter

+ Click on Print

+ Click on Voter Notification Card
+ Click on Print Now or Print Later

Dun:lr !!oun.ws
Secertory of State

Elecfion Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Voter Check — Deceased Voters

+ Potential Department of Health (DOH) Duplicate Voters
Report - VR-022

Lists voters who match persons in the Depariment of Health
(DOH} database of death certificate records. The "% Match”
column indieates how close a match the voter {in bold) is with
the DOH records, with 106 percent being a perfect match.

l)tLuu' llos:uwx
Seeredary of State




Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Voter Check — Disenfranchising Crimes

+ Potential Administrative Office of Courts (AOC) Batch Match
- VR-023

Lists voters who match persons in the AQC database of
disenfranchising crimes, The "% Match” column indicates how
clese a match the voter {in bold) is with the AOC counterpart(s),
with [00 percent being a perfect match.

DeiLszar Hoseumany
“Sreredary of State

Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Activity Reporting

+ Voter Status Summary Report - VR-006
+ Registrant Activity Répon - VR-007
+Include in EC meeting minutes.

PURREN - ©7 o
DELBERT HOMIMANYN
Secretary of Stoke

Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Election Commissioner Orientation
January 2013
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Election Commissioner Orientation
January 2013

Precinct Check
+ Precinct Split Voter Count - DP-007

Lists voter counts by split with subtotals for each
precinet.

Secretary &f Stale




Election Commissioner Orienfation

January 2013
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Election Commissioner Orientation
January 2013

Districts Check
+ Districts Within Precincts — DP-012
Breaks down each selected precinet by split and

shows all of the currently associated voting
districts for each split.

DeLseaT [SOSEMARN
Secretary of Sdate

Election Commissioner Orienfation
January 2013
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Election Commissioner Orientation
January 2013

IV. Communication Plan

"« Email address for each election commissioner

+ County Conference calls
+ SEMS Help Desk/Review by SEMS Focus Group
+ Election Officials web page and Secure Site

DELBEAT HOSEMANN
‘Segeetory of State

Election Commissioner Orientation
January 2013

Y. On-Going Support

+ Help Desk support and monitoring

+ GoToMeeting SEMS web-based training
+Focus Group review of enhancements

+ Hands on training opporiunities

AN

DeLsERT
Secretary of Siate

Election Commissioner Orientation
January 2013

* Basic SEMS Training
w/Absentee Processing

+ Redistricting Training

+ Election Operations

+ GEMS Database Build

+ Train-the-Tralner

Drinery HHOSEMANN
Sesretocy of State

10



Election Commissioner Orientation
January 2013

Questions fAnswers

BELBERT HOSEMANN
Seevetary af Stare

Election Commissioner Orientation
January 2013

SEMS Support Center
1-877-357-SEMS (236T)
$4a18,30DPOIT @ 308 ML ROV

Madslin Lenaep
Charffe Caze
Skequiia Lone
Stephanle McCanp
Antoaks Suddath
Matihew Summerfin

DELRERY [HOSEMANN
Secretary of Stare

11



Training
2013 ECAM Orientation

Presented By: Derrick Cooper
Elections Systems Training Specialist

The Mississippi Secretary of State’s
Office -

Draeey Hosewann
Secredory af Stsfe

20137'Fouch Screen Votiné Device -

1/10/2013

Voting System Components
AccuVote TSX with
AccuVote Printer Modul (/}VPM)

Berszer ITOSEMANN
icretary of Sisle

Voting Sys“fém c;gponents
Visual Impaired Ballot Station (VIBS)

DeLorar HosEMans
ezesders of Siate




N Voting System Compahehts
TSX Memory Cards

S 5T

Deraezt HOSEMARN
Secretaey af $late

System C'b'mponents '
Encoder

Drrszar HoseMsans
Sesretary of Siste

~ Voting System Com
Voter Access Card

§o Voterhconss Cond

Diidzzr HosEMax®

1/10/2013

Seererary of Stare




Voting System Componeﬁis
Supervisor Card

{ﬂ Svptodect Cand
b

o

Driseur HOSEMARK
Secretary of Stafe

Vet

Setﬁﬁ s

» Should be completed prior to election morning
» Remember to install VIBS Kit
+ Don't force fegs

=

Dirazar HOSENANS
Secretasy of State

Election Day TSX Processes
«  Pre-slection procedures
« Inslall memery ¢ards and tum units on

» Print 2nd post zero tolal repords
» Secure TSX Units for voting

+ Efection Day procasses
+ Program Voter Access Cards using the encoder
« Change printer paper
+ Clear paper jam
+ Cancetballoton ¥SX Units

+ Post-election duties
« End efection on TSX Units
+ Print and post vota tolat report
-~ Secura TSX Units for

Derszar HoseMANN
Srevetary of Staks

1/10/2013




Security

Item Secured Through..,

18X Units | ={2) Tamper Taps Seals [during transport and use)
» {1} Plastic "putl” seal (durng transpert only)
= Chain of Custedy using the Precinct Opening and

Closing Log (Form 730.3).
TSX « {1) Seal on the Memory Card Fransfer Bag
Memory = Chain of Cuslody using the Receiving & Reluming
Cards Manager Receipt Form (Form 710.2)

Drisezr HoseMANS
Seeredory af $tafe

Opening the Precinct

+ Install Memory Cards and Turn Units On
Record seal numbers

Unlock and open memory card compartment
Malch memory card fo TSX Unit

Turn unit on using red powar butlon

Verify “Election Loading”

Replace tamper fape seal

2N

¥ o %!

Der3zrT HopzMANN
Secretary of State

&

DripizF Hosexads
Secretary of Stara

1/10/2013




: foeulote’

i

Driseey HOSEMARN
Secretery of Stats

Labeled TSX Memory C

ard

1/10/2013

D07 et

DEraeaT HOSEMANN

Secretary of §late

3.

>

Opening the Precinct
Print and Post Zero Totals Reports

1.
2,

Test printer

after two poll managers sign it
Setup secure canister

Apply seal to secure canister
Lock priniter module wm,

25 9 585

Drysray Hosemany

Szcratacy of State

1% zero report prnts automatically ~ post In public view

Print 27 copy of zero report to be placed In Memory
Card Transport bag after two poli managers sign it

Print 34 copy of zero report to be taken up by the
secure canister after it Is signed by two poll managers




1/10/2013

BrisesT !oszu.u“x
Secretazy 4f Stafy

nister

Deracay HolEwAxN
Serrctary of State

Seé'['éa"Sre Canister

DerdEay HOSEMANN
Secratary of Stale




1/10/2013

Bpenlng the Precinc

s Secure TSX Units for Voling
1. Close, lock, and seal the Election Data
Compartment (Upper) and record the seal aumber
of the Pracinct Opening and Closing Log (Form
730.3)
2. Verify the that Election Data Transfer Compariment
(Lowar}is locked and sealed.
3. Verify the printer module is locked
4. Record stalistical information cn Precinct Opening
and Closing Log {(Form 730.3).

Drrarsr HOIEMANN
Seveatary of State

X Statistical Information

TS

[=7] Fiuir
Rrafing

SN:D209578 MID: 13 Satiolg: G0G0) Tot: 0000226 LiBSEEDRA ¥ <&

DeEvezet Hosevans
Seeectary of Siute

the Encoder

Derpsey HOSEMANN
Srcsatery af Skate




.

Operating the Encoder
Programming Voter Access Card in precinct with only
one ballot style:

1. Tumon
2. Insert VAC
+  Encoder displays “Create?”

3. Press“Yes’
«  Enpcoder displays “Clear?”

s

Derpzat Hoseuwans
Sesretary of State

coder
Programming Vater Access Card in precinct with more
than one ballot style:
1. Tumon
2, Insert VAC
+ Encoder displays “Create?”
3. Select the appropriate ballot style using the number
keys
4. Press“Yes'
+  Encoder displays “Clear?”

Dirszar ITOSEMANN
Seeretary of State

Operating the Encoder
Programming Voter Access Card for a special needs
voter,

1. Tumon

2. Insert VAC
«  Encoder displays "Create?”

3. Press the “*” bution until the appropriate optionis
displayed

4. Press‘Yes'

+  Encoder displays “Clear?’

Deeszey HOSEMARS
Sreretary of State

1/10/2013




'Sp'eciélluNéeds Ballots

“Create?™ ’ “MCreated”
Regulae Ballot Magritied
Ballor
“VHCicale?” “YMCieate:”
Visuily  Visudllp
impaired 2ned impaired and

it -
Thdden Ballot Magnified
Ballot

DeLatRT HOIEMANK
Stcretary of State

Operating the Encoder

« Clearing a Voter Access Card
1. Turn encoder on
2. Insert Voter Access Card
+  Screen displays “Clear?”

3. Press Yes
+ Screen displays “Create?’

DerazaTt HoseMANK
Secretary of Slatq

Canceling a Ballot

+ Twe instances fo cancet ballot
- gaﬂvoterieaves the booth without casting his or her
atlot
~ If a voter receives the wrong ballot style
+ T8X Unit should be approached by two poll managers
+ Ballet can also cancel automatically
+ Ahways record instance ca TSX Event Log (Form 740.2)

DeeszeT HOSEMANN
Scereiary of Stafe

1/10/2013




Canceling a Ballot &
Determining the Status of a Voter Access
Card

«  After a balel is canceled the screen will display the message below
unt the VAG is removed.

« The messaga below witt also ba displayed if the card Is reinserted
befora it is eeprogrammed.

+ This method alse works lo vedfy if a VAC has been yoled yet or nob.

7

Dekgrir HOSEMARN
Secrefory af State

Clearing a Paper Ja
«  The TSX Unit will not give an indication of the jam.
+  Toclear a paper jam:
1. Unlock and open printer medule
Press gray paper release button to release the
smoky brewn cover

3. Pull enough paper from the supply roll to clear the
jam and press down on the smoky brown cover until
it clicks.

4. Manually advance excess paper into the secure
canister and close alk the printer housing.

1

el

DerseatT Hoszwanx
Sucredary of Slate

" Clearing a Paper Jam

+ If the voler has not cast his or her ballot instruct
them lo reject the printed record and press "Print
Ballot” again.

» Two mangers should perform this function

+ Always make a note of this on the TSX Event
Log (Form 740.2)

DELdERY HOSEMANN

1/10/2013

Secsefary of State

10
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Replacing Printer Paper
+ TSX Unit will indicate that paper is low

{pictured below)

» Two managers should use Printer Paper
Replacement Kit o change paper.

Drroeey HOSEMANN
Serretary af Stats

i e T
Closing the Precinct

« End election on all TSX Units:

1. Compilete Bailof Reading column of the
Precinct Opening and Closing Log (Form
730.3)

Use Supervisor Card on first unit
Touch °End Election™
Confirm that you want to end the election

Repeat on ALL TSX Units assigned to your
precinct P

ok eN

Detpeny HoszMANN
Sacrctary of State

~ Closing the Precinct

+  Printand post vole total reports:

1. Open Printer Module when prompted

2. Print first fong report to be signed by two polt
managers and feed inlo the secure canister

3. Print second long report {0 be signed by two poll
managers and place in the Memory Card Transporl
Bag

4. Print third long report to be signed by two poll
managers and post it in public view

DeLpzeY HOSEMANN
Secsefary of State

11



| CIbSing the Precinct

+ Securing the TSX Units for Storage:

— Verify the following:
+ Alt TSX Units are turned off and sealed
+ Al memory cards are in the memory card kransport
bag
+ All sealed canislers are in the Secure Canister
Transport Bag

Drro2st HOSEMANS

1/10/2013

Sccrefary of Stati

Contact Information

Derrick Cooper, Elections Systems Training
Specialist

The Mississippl Secretary of State's Cffice
Efections Division

P.G. Box 136
Jackson, MS 39205
601-359-1348
WWW.S0S.MS.gOV

PrLaerr Hosesanx
Sterelery of Stade
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Election Day Operations
for TSX Counties
2013 ECAM Orientation

Presented By:
Derrick Cooper
Elections Systems Training Specialist
The Mississippi Secretary of State’s Office

Dreszer HosEuans

1/10/2013

Secredary of State

= OVERVIEW OF TOPICS _

+ TSX Opening & Closing Officlal’s Duties
+ Voter Information Requirements

+ Ballot Cancelfation Process

+ Closing The Precinct

v Counting Voltes & Delermining Resuils

+ Paper Jam Tips

= Ballot Status Review
+ Securing TSX Unils

Deisert HosEmanx 2

Sceretary of Slete

Opening & Clo
Duties
+ Opening and closing official Is appointed by election
officials in charge of the election
« This role can be combined with other Poll Manager roles
+ Two people per precinct
+ Be sure they know their dulies
+ Tralned in details of opening & closing procedures

g Official's

DErsrer Hoseuwanw 3

Necrrtary of Sste




Printing Zero Tapes Reminder

B Print thres zero tapes
m The first one is posted for public view
» The second one goes Inthe memory card transport bag

= A third that goes Tn the 1ake up canlster

u Al of them should be signed by at least two poll managers

Derszer Hoseuans 4
Secretery of Staic

Applying Seals

+ Be sure that seals are
on the upper and
lower door on the side,
Record seal number
on the Form 730.3
Precinct Opening and

Closing Log.

e

PersrxT Hosewanx 5
Secretacy of $tate

Voter Information Requirements

+ Direct voters to the sticker on the gray door
of the printer instructing them to view their
selection

« Post laminated instructions on the inside of the
gray panel of the TSX unit

Dreaear Hosewany 8

1/10/2013

Fecratary of Erore




Printer Door Sticker

OPEN
DOOR
TO
VIEW
YOUR
SELECTIONS

1/10/2013

DrrasxT HOSTuANY 7
Secrelary of Stale

- e __ R ,,,,A;fd

Voter Leaving The Booth Without
Completing Voting Process

if the voler can't be focated after leaving the booth

Two Pok Managers enter the booth to cancel the ballot

QR let tha ballot time out and cance! on s own

« The poll managers must leg this on the TSX Event Log Form #
7402

+ Miss Code Ann. § 23-15-531.9 (2) ellows for this in DRE elections

only

s

DeLagnt HOSERANN 8
Secretaey of Stake

Ballot Cancellation

Occasions when a ballot would need to be
canceled or is canceled automatically:

1. Voter leaves the booth without casting their
ballot

2, Voter received the wrong ballot

- Opening and Closing Manager along with at
least one other Poll Manager cancels ballot

Dreazrr HOSZUHANN g
Seerrtory of Stete




— Ballol Stalus Review

3. If ballot was left unattended during voting
process for 2.5 minutes
— Opening and Closing Manager along with at
least one other Poll Manager will insert the
vofer access card back into the TSX to
review status

Deiarer HoSEMANX 10
Seerelecy of Stade

Closing the Precinct & Printing Totals
Tapes Reminder

nFrint the first fotal fape which is the long report
and it is rolfed up info the printer oll canister

aPrint & second one that gees in the memory
card bag

» Prinl & third ona that goss on the wall at the
precinet

= Alithe lapes need 15 be signed by at least two
poli managers 38 ar A

Deesexy Hostuanx 11
Seesetary of 3tete

Closing Precinct

+ Be sure the number of ballots used at the
precingt is the total number of ballots cast

» This includes TSX, emergency, curbside,
affidavit, spoiled, rejected, challenged, &
absentes ballots

+ Ifthere is a discrepancy, election officials should
be nofified immediately.

1/10/2013

Driszxt HOSEMANN 12
Recretery of Steta




Counting Votes And Determining
Results

+ After collecting votes off ail memory cards & printing total

tapes, you will sign the tapes, declare results, and post

results.

Enclose ALL memory cards & one of the signed totals

tape for each machine in the Memory Card Transport

Bag and seal it. -

+ Voled, spoiled, and unused ballots are {o be placed in
the appropriate envelope and ptaced in lhe bailot box
and sealed.

-

Deiaery HOSEUANN 13
Stcrelory of Stole

per Jams

Reminders To Prevent Pa

+ Pleasa be sure that your polt managers know to closely
monitor the printer

+ Be sure that you apply the stickers en the door of the
prinder to remind the voler to approva their baliot

« These stickers were sent to the Circuit Clerk's Office
previous to the 2006 Party Primary Election and Hunters
Orange stickers were given 1o the clerks at the 2008
conference In Nalchez.

i

DeLaesT Hosesanx 14
Stceqtars of Jtofe

'""ecurmg TSX Units

Al the closing of the election at the precinct:

1. Put ALL TSX memory cards & one resulls tape per
TSX in the memory card bag & seal it. (Even If the
machine was not used)

—  The number of cards should match the number of
TSX units.

—-  Wiite the memory card bag seal number on the
Receiving & Returning Manager Receipt Form #
710.2.

Drvagrt Hoszuans 156
Secretory af Stets

1/10/2013




Securing TSX Units

2. Seal the Secure Printer Canister Bag

— Record the seal number on the Precinct
Opening & Closing Log Form #730.3

DELazeT HosEMANN 16
Secretory of Stots

Contalct Information

Derrick Cooper, Elections Systems Training
Specialist
The Mlsslssiplai Secretary of State’s Office
Elections Division

P.O.Box 136
Jackson, MS 38205
601-359-1348
WWW.S08.Ms.gov

Deeszxr Hlosenans 17
Seerefacy of State

1/10/2013
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Election Tips for the TSX

Machine
2013 ECAM Orientation

Presented by:
Derrick Caoper
Elections Systems Tralning Speclalist
The Mississippi Secretary of State's Office

Devaery HaseMANN
Secretary of Staie

Agenda

* Election Prep Tips

+ Election Prep/Election Day Tips
« Election Night Tips

* Questions/Answers

s DELITRT HOSEMANN e
Secretars of State

N
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Election Preparation
Poll Managers Notebook:
’ Forms/Poll Managers Guide
. Contact Names and Numbers
+  Address Library List
*  Trouble-shooting Section

DzeBerRT Hosemany
Secretary of Stair

1/10/2013

Preparation for Election Day

If TSX Calibration is Off:

+ Clean screen using an efectronic solution.

» Go into “System Setup”™ with CA card,
followed by “Display Settings™ and
recalibrate.

+ If the TSX Machine will still not hold
calibration, call the ES&S help desk.

_ e DrrsERT HOSEMANN
Seeredaey of Slase

Preparation for Election Day

TSX Printer Will Not Work:
« Make sure smoky gray cover is closed all
of the way (listen for click).

+ Make sure paper is installed properly.
(Thermal paper only prints on one side).

brmmsssssese—————e— DELBERT HOSEMANN ===
Seceelary of State




Election Day
Check the Power Lights on the TSX:

» Top Green light shows A/C Power.
+ Middie blue light shows machine is on.

« Bottom flashing light; the yellow Hght
means battery is charging and green light
means the battery is fully charged,

DztBERT HOSEMANN
Seeretary of Stale

1/10/2013

Election Day

TSX Machine on Baftery Power May Not
Recognize the memory card;

+ You may need to restart the TSX Machine
with the memory card inserted and A/C
power connected.

e DELSERT HOSEMANN ssemme—————n

Seeselary of State

Election Day
Location of the Poll Managers Providing
Voter Access Cards:

+ There must be a connection between the
voter signing the Receipt Book and the
pol! manager issuing the card.

+ Do not create Voter Access Cards in
advance.

e DELIERT HOSEMAN N e
Secredary of Stare




Election Day

Voter [s Not in the Poll Book:

» This voter cannot vote on the TSX
Machine.

* This voter cannot vote a REGULAR paper
ballot.

DeraErT HOSEMANN
Sececiary of Staic

1/10/2013

Election Day

Use of Supervisor Cards:

+ Should be used to change the machine
paper, clear certain paper jams and close
or shutdown the machine at the end of the
election.

+ Inserting a Supervisor Card in an encoder
will clear all ballots styles on the Encoder.

s DELSERT HOSEMANN =
Seerelery of State

Election Day

Placement of the TSX machines:

* Machine must be turned to allow
maximum privacy for the voter.

et DELIERT HOSEMANN
Seeretary of Stare




Election Day
Smart Card is Stuck in TSX Machine:

» Reboot TSX machines and card should
pop out.

+ Clean any debris from card using an
electronic wipe (while avoiding the metal
smart chip).

DeLaert HoseMANN
Secrafary of Stafe

1/10/2013

Election Day

TSX Machine “Freezes-up’:

+ Remove the seal, power the unit off and
then on again (reboot); reseal, then
record seal number and reason for

removing the seal.
{continued)

S = DELATRT HOSEMANN e
Seeretary of Stote

Election Day
Voting After TSX Machine Reboot:

+ Re-insert the Voter Access Card and read
the message:

“Card Already Voted”: the ballot was cast before
the freeze.

“Card was Cancelled": re-code the card and
allow the voter to conti voling.

b e PEL3ERT HOSEMANN
Seceetary of State




Election Day

Encoder Screen Keeps Fading in and

out:

+ Replace balteries (be careful not to apply
too much force when installing the screws
which hold the cover).

» Turn the Encoder off when not in use.

+ Do not leave card in encoder (even if it 1s

off).

DetazaT HOSEMANN
Seceetacy of Staie

1/10/2013

Election Night

While Closing Out the Election:

+ Remove the memory card as soon as the
resuit tape is printed. With the memory
card removed, there are only two opilons:
lo Shut Down TSX Machine or to go {0
Election Archives.

et DR LI ERT HOSEMANN s

Seeretery of Slate

Election Night
Don’t Panic!

« if the Poll Manager presses shutdown on
the TSX Machine before all close-out
procedures are complete, just turn it back
on and the system will start back at the
place you left off,

e DELBERT HOSEMANK
Sreratars of Slane




Questions and Answers

DeL3eRT HosEMANN
Secratary of Statr

1/10/2013

Contact Information

Derrick Cooper, Elections Systems Training
Specialist
The Mississippi Secretary of State's Office
Efections Division

P.Q. Box 136
Jackson, MS 39205
601-359-1348
WWW.S0S8.MS.gov

oo DELIERT HOSEMANN -—eme
Jecretary of Sdare




STATE OF MISSISSIPPI

STACEY PICKERING, AUDITOR
ELECTION COMMISSIONERS TRAVEL

SECRETARY OF STATE’S COUNTY ELECTION
COMMISSIONER ORIENTATION

SILVER STAR, MISSISSIPPI
JANUARY 23, 2013

Presented By: Mark Jlohnson, CGFM, CPM
Technical Assistance Division

Toll Free (800})-321-1275
Direct (601)576-2656
E-Mail: tech@osa.state.ms.us
Malling Address: Office of the State Auditor
Post Office Box 956, Jackson, Mississippi 39205



TRAVEL EXPENSES

1. Mileage (in personal vehicles)

a. Local entities mileage reimbursement is 20¢ per mile (25-3-41(2)), but the governing authority may
authorize an increase up to the raie allowed for state employees, currently 55.5¢ per mile. {effective
April 17, 2012). If a government-owned vehicle is available, the fimit is 23¢ per mile.

b. Iftwo or more public officers or employees travel in the same private vehicle, only the one whose
vehicle is used is due the mileage.

¢. No mileage reimbursement is due for travel in government vehicles.

2. Meals, lodging, and other necessary travel expense limits are set by the Department of Finance and
Administration. Governing authorities may adopl lower rates by policy.

a. Local governments are not subject to limitations on lodging or individual meal limits. Governing
authorities may set individual meal limits by policy. (AG Opinion to Mabus, December 13, 1984)

b. Meal reimbursements are limited to actual expenses, not 1o exceed $41 per day, except in "high cost”
areas. These areas may be up to $56 per day, according to the Federal Register. Rates for specific
areas can be found on the Internet at hitp:f//iwww.dfa state.ms.us/Purchasing/T ravel/ConvertedRates.pdf.
THERE ARE NO "HIGH COST" AREAS IN MISSISSIPPI.

¢. Meal reimbursements are not usually allowed if there is no overnight stay. If they are allowed, they are
considered taxable income, according to IRS rules.

3. Airline travel shall be at the tourist rate unless space is unavailable.

4. Rental vehicles may be reimbursable when travel is to a location where a private or government vehicle
is not availabte and rental vehicle has been previously arranged (AG Opinion to Ranck, November 3,
1993).

5. ltis recommended that all requests for travel reimbursements be submitted on the voucher form
prescribed by the Department of Finance and Administration. See
htip:/iwww.dfa.state, ms.us/Purchasing/Travel/TravelForms.htmifor example.

8. All requested reimbursements except meals and mileage should be accompanied by receipls. A local
enlity may require meal receipts by policy.

7. The Office of the State Auditor has statutory authority to adopt rules and regulations regarding advance
payment of travel advances. Refer to OSA Circular 15 for details.

8. Section 25-3-41 requires prior authorization of travel. In a local government, the board or council must
authorize travel or delegate the authority to authorize travel. There should be a writien trave! policy which
includes who is authorized to travel at the entity's expense.

9. Election commissioners are paid per diem for certain numbers of days purging registration books and
conducting elections (which includes demonstrating vofing machines). There is no authority to be
reimbursed for travel expenses in addition to the per diem on days spent on those specific activities. This
does not apply to days that the commissioners receive training, or days for which per diem is not earned,



STATE OF MISSISSIPPI Page 2 of 3
DEPARTMENT OF FINANCE AND ADMINISTRATION

TOPRIC TRAVEL SUB-SECTION 13.20.10

SECTION PRQCESSING ISSUANCE DATE
October 1, 2007

SUB-SECTION TRAVEL VOUCHER REVISION NUMBER
08-002

FORM INSTRUCTIONS

The instructions for completion of the Travel Voucher form are set forth below. Exhibit 13.20.10-A illustrates
a hlank form with reference instruction numbsrs. Following Exhibit 13.20.10-A is a blank form that may be printed and

used.

REFERENCE

1

2

10

k|

12

13

14

15

16

17

18

19

20

21

EXPLANATION
Name of traveler’s agency
38N of lraveler
PIN or WIN number of the lraveler
Narme of iraveler
PID {Person Identification) number of the traveler
Home address of the traveter
Beginning and ending travel dates
Check the type of fraveler
Check the appropriate box, One type of travel must be checked.
Amount and type of PTE requesied

For agency’s usa in recording the accounling block for the payment of the trip. This may be
completed by the traveler, verifier, approver, or fravel processor.

Total amount of per diem lo be received

Total amount of meal expenses incurred during official lravel where an overnight stay is NOT
required

Total amouni of meal expenses incurred during official iravel where an overnight slay is
required. (Hotel receipl required or a statement that the traveler did slay overnight.)

Totat lodging amount (Receipt required)

Total mileage dollar amount

Total rental vehicle amount {Receipt and justification required)
Total public carrier fare amount {Receipt required)

Total amount of othsr expenses incurred, not reflected in 12 {hrough 18. List varicus object codes,
if applicable. (Receipts are required for any expense in excess of $10.00.)

Tolal of items 12 through 12

Total amount previously received as an advance



STATE OF MiSSISSIPPI Page 3 of 3
DEPARTMENT OF FINANCE AND ADMINISTRATION

TOPIC TRAVEL SUB-SECTION 13.20.10
SECTION PROCESSING ISSUANCE DATE
October 1, 2007
SUB-SECTION  TRAVEL VOUCHER REVISION NUMBER
08-002
REFERENCE EXPLANATION
22 Total amount previously received for lodging expenses
23 Total amount previously received for public carrier expenses
24 The amount due to the traveler as a payment or the amount due o the agency by the traveler as
an overpayment {ftem 20 minus items 21, 22, andfor 23)
25 Signature and title of traveler and dale signed
26 Signature and title of agency personnal who verified the TV and date signed
27 Signature and titfe of agency personnel who approved the TV for payment and date signed
28 SPAHRS agency number (if known), traveler's name, and SSN
29 Month and day of travel
30 Specific purpose of rip
31 Beginning point of travel, to intermedlate points of travel, to ending point of traved for that day (for
mileage purposes)
32 Tolal mites fraveled in privalely owned vehicle, from beginning point te ending point, in flem 31.
33 Actual cost of breakfast
34 Actual cost of lunch
35 Actuat cost of dinner
36 Tolal of ftems 33, 34 and 35, but not to exceed the Maximurm Dally Meal Reimbursement aliowed
as esiablished by DFA,
37 Amount of daily room charge at the single rate
38 Description and amouni of other expenses. I tips are listed, then the type of lip must be identified
{e.g. meal, baggags). Phone calls on the hotel invoice should be noted as "Business™ and listed.
Receipls are required for Regislration Fees and faxi fares that are over $10.
38 Amounts are summarized and reporied as applicable in items 12 — 19
40 Current rate
41 Tota! mifes {item 39) times Rate (item 40) and reported in item 186.
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STATE OF MISSISSIPPI
GOVERNOR PUHIL BRYANT

DEPARTMENT OF FINANCE AND ADMINISTRATION

KEVIN ). UPCHURCH
EXECUTIVE DIRECTOR

MEMORANDUM
TO: Heads of All Departments, Boards & Institutions of Higher Learning
FROM: Laurie Pierce, Special Projects Officer

Office of Purchasing and Travel
DATE: April 18, 2012

SUBJECT: Updated Mileage Reimbursement Rate

Section 25-3-41, Mississippi Code of 1972, mandates that State officers and employees traveling on
official State business in their private autormaobile be reimbursed at the same rale {ederal employees
are reimbursed for official federal business in private autom obiles,

GSA has increased the mileage rate, effective April 17, 2012. State officers and employess will be
reimbursed at that same rafe in compliance wilh Mississippi statutes.

Automobile
Mode of Transportation Reimbursement rate per mile
If no Government owned vehicle $0.555
available
If Government owned vehicle 5.23
available

For a history of previous mileage rales, please visit hitp:/fwww.gsa.goviporialicontent/103969.

If you have any questions, please do not hesitate to contact me at 601-359-3647 or e-mail me at
laurie.pierce@dfa.ms.gov.

;iap

701 WOOLFOLK BUILDING - SUITE A - 500 NORTH WEST STREET - JACKSON, MISSISSIPPL 39201 - TEL. (601) 359-3409 - FAX {601} 359-3910
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STATE OF MISSISSIPPI
OFFICE OF THE STATE AUDITOR

PHIL BRYANT
AUDITOR
MEMORANDUM
TO: County Boards of Supervisors

Municipal Governing Authorities
County and Municipal Boards of Education

FROM: Phil Bryant, Stale Auditor
SUBIECT: Travel Advances
DATE: December 31, 2002

(Originally issued July 17, 1990)

The Mississippi Legislature passed House Bill 590 during the 1990 Regular Session. This
bill revised Section 25-3-41, Mississippi Code, providing that effective July 1, 1990, officers or
employees of a county or municipality or any department, boards ot commission thereof (including
county and municipal school boards) may receive travel advances; subject to rules and regulations
prescribed by the State Auditor’s Office.

To provide for the requirements of this law the attached rules and regulations are effective

immediately. Should you have any questions conceming these rules and regulations please contact
the State Auditor’s Technical Assistance Division at 1-800-321-1275.

$01 WOOLEOLK BUILDING, 561 NORTH WEST STREET+JACKSON, MISSISSIPP1 39201 « (601)576-2800 FAX (601)576-2650



STATE AUDITOR’S RULES AND REGULATIONS
FOR THE ADVANCE PAYMENT OF TRAVEL RELATED EXPENSES

QS5A Circular No, 15

December 31, 2002
(EFFECTIVE JULY 17, 1990)

A,

WHEN TRAVEL ADVANCES MAY BE MADL -before any travel advance is made,
the following conditions must exist.

1. The board must have a policy regarding the use of travel advances.

The policy should provide for:

()  compliance with these rules and regulations,

(b}  compliance with the State Department of Finance and Administrations’
daily limits on expenditures for meals,

(c) compliance with Section 25-3-41, Miss. Code requirements, such as all
official travel must be preapproved (this may be done by a general order,
provided that it clearly covers the anticipated travel) and the
reimbursement rate for travel made in personal vehicles must have been
established by board order.

(d)  designation of administrative heads who will have the authority to
authorize travel advances,

(e) and any local limitations and procedures which are i addition to state
faws and reguolations.

2. The person recciving the advance must be an officer or employee.
SOURCE OF TRAVEL ADVANCE FUNDS

1. Money used for a travel advance must come from a fund that may legally make
expenditures for the purpose of the official travel.

2. The budget of the fund making the travel advance must have an unencumbered
balance sufficient o support the related travel expenditures.

3. A petty cash fund may be authorized to make travel advances.

TRAVEL ADVANCES MUST BE USED FOR TRAVEL RELATED PURPOSES-
this money may not be used for personal expenses or for any purpose other than the actual
cxpenses of the authorized travel.



Page Two
Travel Advances
July 1990

D.

ACCOUNTING FOR TRAVEL ADVANCES - officers and employces must account
for travel advances within five working days of the end of the month in which the official
travel occurred.

This means:

1. all travel advance money not used for travel related expenses is repaid to (he
treasury,

2. the travel reimbursement form prescribed the State Department of Finance and
Administration is completed and submitted, this forms should account for all
money not refunded,

3. and actual receipts arc provided for all travel expenses, except meals and travel in

personat vehicles.
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Westlaw,
1999 WL 152717 (Miss.A.G.) Page 1

1999 WL 152717 (Miss.A.G.)

Office of the Attorney General
State of Mississippi

Opinion No, 99-0040

February
12

1999
Re: Mileage for Election Commissioners

Hon. Billie Prueit
Chairman, Monroe County Election Comnission

Dear Mr. Pruelt;

Attorney General Mike Moore has received your letter of request and has assigned it to me for reply. Your letier
states, in pertinent part:
1 am the chairman of the Monroe County Election Commission. Discussion has been had among the com-
missioners as to whether commissioners may be paid mileage in addition to the per diem allowed for the
purging process and/or polt book revision.
In carrying out the purging process and/or poll book revision 1 acquire from the Circuit Clerk's office a list
of all qualified clectors in my district. This list is divided by roads with each qualified elector residing on
¢ach road listed. 1 take this list and actually travel down these roads in an effort to locate electors in ques-
tion. My question of you is: ‘May we, as election commissioners, be paid mileage for any milenge traveled
by us in our personal vehicles that is necessary to carry out our purging andfor poll book revision require-
ments?’ Please issue an opinion as to whether this is permissible by law.

Section 23-15-153, Miss. Code Ann. (Supp. 1998) provides that election commissioners shall receive $70.00 per
day to be paid from the county general fund, subject to certain limitations, for every day or period of not less
than five hours accumulated over the course of over two or more days for the performance of their duties in the
revision of ihe registmtion books and pelibooks and the conduct of the election, There are ne provisions for the
payment of nrilcage in addition to the per diem authorized by that section.

In a prior opinion this Office stated thal election commissioners could be reimbursed for travel expenses when
they performed official dutics other than purging registration books and conducting cleclions with the prior ap-
proval of the board of supervisors. MS AG Op., Polk (November 4, 1985), atiached.

If this office can be of any finther assistance, please ot us know,

Very truly yours,

© 2009 Thomson Reuters/West. No Claim to Orig. US Gov. Works,

hitp://web2 westlaw.cony/print/printstream.aspx 7sv=Split&prid=1a7449e81000001200fc98...  3/16/2009



2001 WL 283624 (Miss.A.G.)

Office of the Attorney General
State of Mississippi

Opinion No.
2001

{30—62
February 16, 2001
Re: Mileage lor Election Commissioners
Lamar County Election Commission
Pear Commissianers:

Attorney General Mike Moore has received your letter of request and assigned it to me for research and
reply. Your letter states:
Some precincets in Lamar County are rural areas without benefit of phone service. In view ol this and
other relevant facts, the election commissioners of the county feel that in the interest of qualily elections
it is appropriate that we visit cach precinet a minimum of one time per election day. At this lime we
carry extra supplies, etc. Commissioners would travel 30 - 80 miles per day depending on the district.
FFor this service we think we are entitled to mileage expense with supervisors approval, based on the
following code sections from the Mississippi Election Laws, 1996 Edition, 23-15-219 paragraph 3,
23-15-939 and 23-15-227, paragraph 2, and the final paragraph ol your opinion dated February 12,
1999 to Honorable Billie Pruett,
We respectiully request an opinion regarding this matter at your earliest convenience,

We do not find authority for county election commissioners to be reimbursed for travel expenscs on elec-
tion days in the code sections cited in your letter or any other code section. As we said in the Pruelt opinion,
also cited in your letter, there are no provisions for the payment of mileage in addition to the per diem
authorized by Mississippi Code Annotated, Section 23-5-153 (Supp. 2000). In Pruett we did say that clce-
tion commissioners could be reimbursed for travel expenses when they performed duties other than purging
registration books and conducting elections, provided it is first approved by the board of supervisors in
accordance with Sceiion 25-3-41.

Sincerely,
Mike Moore
Attorney General

Phit Carter
Special Assistant Attorney General

2001 WL 283624 {Miss.A.G.)
END OF DOCUMENT

© 2009 Thomson Reuters/West. No Claim to Orig. US Gov, Works,



