Central Count Table Processor Procedures
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Be sure to sign in before the start of your shift. Wear your party bracelet and name tag.

If you are nominated, you cannot work with the same political party.

The Pod Captain will administer your oath and have you sign the form.

Review the Manual and wait for the official announcement before starting.

Don't be afraid to ask for help! When in doubt ask!

All absentee ballots prior to processing are scanned into WisVote, sorted by ward and by last name.
Keep items in order as you are working. Keep your area clean.

Notify the Pod Captain when you take your breaks. Take breaks at the same time.

v Vv Vv Vv Vv Vv Vv

Only work one ward at a time.
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Goldenrod Envelope Contents

RETURN TO
COUNTY ELECTION COMMISSION
ROOM G-10, COURTHOUSE

RETURNS OF
Have You
si dYe Gy Vilage Adermanic Dist wrd
igned Your PLACE THE FOLLOWING IN THIS ENVELOPE
B sure the following items are signed and enciosed before sealing ths envelope.
Ballot Bag
No. 1 OffcielTapo of Electon Resufs wih Zero Tape Afached
and
No.2 Lt Volers PinkSip
Tally Sheets? [JEEEECIETTICERETTTS
No. 4 Original Completed Inspectors’ Statement (EL-104).
No. 5 Original Supplemental Poll List with Voters' Signatures (EL-107

(The GAB-107 is used in place of the Election Day Registered Voler List)
No 6 Original Write-In Votes Form or Original Tally Shest (FL-105)
No.7 Blue Copy of Provisional Ballot Reporting Form (EL-1231)
THE ABOVE RETURNS MUST BE PLACED IN THIS ENVELOPE IMMEDIATELY.
MILWAUKEE COUNTY BOARD OF ELECTION COMMISSIONERS
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Reconstructed
Original Ballot Ward Sign
Absentee Ballot Log Envelope Write-in
Inspectors’ Voter Number -
Statement Sheet ~ I o allies
Adars, le: 191 W DONNA RDUNIT (120 NOW ProCess",}g ‘C:Blmlﬂw,ri
; ; Ward 1

s (1691 W XA RDUNIT22

e KA [1691 W IXDVNA RDUNIT 29

e e 1691 W DO RDUNIT 21 (1520

s el 169 DN RDUNIT 241 (1520

ke esca 1691 W DN RDUNIT 28 (1820

iy, s 1691 W DA KDUNIT 26

e aca 161 DA RDUNIT 232

el 1651 DA RDUNIT 27

(091 W DONA RDUNIT 267 (1420

. b 91 EXOVNA KON 50

e ach 1691 W DA RDUNIT 269

Official Ballot Types

Uncounted ballots will be bundled in the ward tray. You can expect to see the following types of ballots:

» Paper Ballots = = P ExpressVote Ballots

e 14 0r 17" x 11" card stock e 14" or 17" x 4" thermal paper
From Mail-In Voters e From IPAV Voters
From SVD Voters e No need to reconstruct

Curbside IPAV Voters e Can be processed directly into the tabulators
Only reconstruct if there is visible

damage

» Emailed Ballots

e Copy paper

e From Temporary Overseas
Voters

e From Military Voters

e Must be reconstructed

o Keep the certificate form and
empty envelope with
certificate envelopes

» Federal Only Ballots

e Copy paper

e From Permanent Overseas Voters

e Must be reconstructed

e Only reconstruct votes on ballot.

e Keep the certificate form and
empty envelope with certificate
envelopes
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Getting Ready | Pre-Processing Procedures

Processing begins after morning announcements. The Pod Captain will assign a ward for you to begin.
Place the ward tray with uncounted ballots at the inner edge of your table toward the inner aisle.

Take the goldenrod envelope and on the RUN label, as seen below, you and your partner will first write your table
number (taped to the table) and initials in the run label. For the first run you will initial in row R1.

Run Table Team
Order No. Initials
[ 00107 e i e st |
. . 15 -
Label will be on back side of goldenrod s i i R1 @
i1
% 3 E ! | R2
ﬁg '
§ TR R3
W\
© R4
RS

1 . Remove all record keeping paperwork from the goldenrod envelope.

Voter List
Write-in : Voter Number
EL104/Inspectors’ et / Now Processing . u
Statement Tallies Ward 1 (Pink)
Ward Sign

2. On the EL104, you and your partner will sign LEGIBILY that you are working on this ward. Note the
time. You only need to sign an EL104 once, regardless the number of times you complete a Run.

Signatures of Election Inspectors Time Signatures of Election Inspectors Time
Georde la Forge Jany
Nyvota Uhwrae 7any
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3. Place the ward sign on the edge of the table,
so that it is visible to observers

4. Split your ward’s envelopes in half with your
partner

*Keep them in alphabetical order

5. Individually, you will both quickly review the envelopes for:

1. CORRECT ELECTION DATE
= Will be on the mailing label or handwritten

2. VOTER SIGNATURE
= Any type of mark is acceptable. Legibility is NOT in
question. The voter may write an X or other scribble, may
print their name, or may have a fully legible signature. A
date is NOT required.

3. WITNESS SIGNATURE AND PRINTED NAME
= Required under the following guidelines:

a) Did the witness print or sign their name?

NO: If they did not print or sign their name, then the
certificate is incomplete and cannot be processed.

YES/SOMEWHAT: If the witness signed or printed their
name (whether it is in cursive or not is irrelevant), the
certificate is in compliance. Both are NOT required.

4. WITNESS ADDRESS
= Did the voter/witness provide their street number and
street name, write “same” or ditto marks or any other
indication as to where they live? P.O. Boxes are
acceptable.

NO: If they did not provide any address, the certificate is
incomplete and cannot be processed.

= If the witness only wrote “Milwaukee, WI” or only a zip
code, it cannot be counted as we don’t know specifically
where within that City or State to find them.

Alf any envelopes are marked or stamped as

“REJECTED”, or you find a certificate that does
not qualify See page 10 A

Rev. 10292026

MNow Processing
Ward 1

CLERK or In-person
ae

D 33> absent
Initial Here > Nakabistkiol]

| 02/20/2024 MILWAUKEE COUNTY
CITY OF MILWAUKEE - Ward 001

(TR

1234567

Voter, Jane 00008123456
123 Any Street REGULAR
Milwaukee, W1 53202
5 2

q,‘?z VOTER must complete this part
=

I certify, subject to the penalties for false statements of

Wis. Stat. §12.60(1)(b), that:

+ | am a resident of the ward or of the aldermanic district of the
municipality in the county of the state of Wisconsin indicated hereon
OR | am entitled to vote in the ward or aldermanic district at the
election indicated herson

+ 1 am not voting at any other location in this election

+ | am unable or unwilling to appear at the polling place in the ward on
Election Day, or | have changed my residence within the state from

another less than 28 days before the election

d the ballot unmarked to the witness and in the presence of

person marked the baliot and enclosed and sealed it in this

lope in g manner that no one but myself and an assistant under

87 (B), if | requested assistance, could know how | voted

Voter Signature

Certification of Assistont (If applicable)

| certify that the voter is unable to sign thelr name due to a disability ond that |
signed the voter's nome at the direction and request of the voter

Assistant Signature

%, WITNESS must complete this part
- I the undersigned witness, subject to the penalties for false
statements of Wis. Stat. §12.60(1)(b), certify that:

* | am an adult U.5. citizen

» Tha above statements are true and the
voting procedure was executeg as stated
+ larn not a candidate for an:

WITHESS » | did not solicit he elector to vote
REQUIRED for or against idate or measure
X (e '4&{/,% .Wd-,pﬁ,
Wi s Sigrdture
Jon Doe Withess
Witness Printed Name

125 hny Mtreet, MIlviqukee

Witness Address (Number, Street Name, City)
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Processing Official Ballots

official Absentee Ballot Certificate & Application

Partner 1
A. Announce the voter’s name -
B. Number the envelope T
iy st e

Milwaukee, W1 53202

1

I,
>4

VOTER must complete this part
I certify, subject to the penaities for false statements of
‘Wwis. Stat. §12.60(1)(b), that:

Jane Voter B

X Jose Vfiley

vowslgnmurc
of Assistant (if oy pp< icable)
\r:ermylhmthvvl + s unable to sign their name due to

+ I displayed the ballot unmarked to the witness and in the presence
no mher person marl rked the ballot and enclosed and sealed it in thi 9
lope in o manner that no one but myself and an ossistant under
e (8), if  requested assistance, could know how | voted
« Irequested this ballot and this is the original or a copy of that request

signed the voters name at the o ndrocuest ol

bkl

Partner 2

A. Repeat the voter number

the encioas bai

of an incumbent
WITNESS . \ua ot solicit or
REQUIRED ora

B. Cross the number off the voter number sheet X 0. 7. dpds,

C. Record the number on the Absentee Voter Log il

125 hny Street, Miviguree

: Witness Address (Number, city)

February 16, 2022 Spring Primary—Central Count Voter Numbers

Repeat until all envelopes are counted Keep envelopes in voter
alphabetical order.

When you’ve completed numbering envelopes,
both partners sign the last page of the Absentee Log.

Rev. 10292026

Site Name: Firehouse—Engine 38 District: 9 Ward 168
B ,1/ 51 101 | 151 201 251 | 301 351 401 | 451
2 52 102 | 152 202 252 | 302 352 402 | 452
3 53 103 | 153 203 253 | 303 353 403 | 453
4 54 104 | 154 204 254 | 304 354 404 | 454
.y Voter # Ngs 55 105 | 155 205 ii 305 i 355 1 405_ 455
C -
00009123456 ”mm“ ”HH mmmm m“ ‘"m 1 Voter, Jane Q 123 Any Street 01/26/2024 | 02/02/2024 1
werssoaso | [IIIINNITAN Voersomp [ IIWPONNARD gy | goigomns |
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Processing Official Ballots

After removing any rejected envelopes, and reviewing and numbering all the of the
envelopes, a partner should take the envelopes to an envelope opening station.
Carefully read and follow the posted instructions to open envelopes without
damaging the ballots inside. THATION

Return to your table, when the envelopes have been opened.

Partner 1
A. Remove ballot from envelope and hand ballot to your Partner.
B. Announce voter number from envelope.

11 ts)crn v
ol i

EaE—
ssaUpm 29q [
’ .
Z0Z5S 1A eI
5

P
i otz and . 0 40 doriae

.-‘_...‘—4.
(e
ot 018 90 U SoSRA

22MbiifH Y2200 ki (21

wmmmw‘mwwwi-m paam bas
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Processing Official Ballots

Partner 2
Write the voter number just below the “Official Ballot” section. Voter numbers on
Express Vote ballots should go on the bottom right corner.

Paper Ballot Sample

For Official Use Only

Inspectors: ldeniify ballots
required to be remade:

Express Vote Ballot Sample

Crvervoted

Damaged 1 @6

Cither

Ward or style number(s)
T - - - Ballot Issued by Absentee Ballot issued by
If this is the If this is the
Ciriginal Ballot, Duplicate Ballot, I 5( ;
write the sarial write the sarial
number here: number here: Initials of election inspectors  Initials of municipal clerk or deputy clerk
(If issued by SVDs, both SVDs must initial.)

Initials of ins&turs, who remade ballot
1

Repeat until all ballots are numbered.

While you are numbering, you want
to create separate piles for the
ballots you are processing:

A. Paper Ballots
B. Express Vote Ballots
C. Ballots to be Reconstructed

writh If this is the
nun - Original B:
write the sel
number her

Initials of insf
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Processing Express Vote Ballots

Please note:

A. Write the voter number on bottom

B.

right of ballot.

Keep Express Vote ballots in a

separate pile from official ballots.

These do NOT need to be

reconstructed; just separated.

168

Ward o

Ballot Issued by

r style number(s)

Absentee Ballot issued by

PG

Initials of election inspectors [

_ty clerk
(If issued by SVDs, both SVDs must initial.)

2

Processing Emailed Ballots

Please note:

A.

B.

Rev. 10292026

Check the certificate for:
» Voter signature
» Voter date of birth
» Witness sighature

» Witness address

Number the certificate and keep

with envelopes in order.

Number the envelope with the

same number as the certificate.

You will need to reconstruct all
emailed ballots after you have

completed the numbering process.
The certificate stays with the empty

absentee envelopes.

OFFICIAL ABSENTEE BALLOT APPLICATION/CERTIFICATION
Mate: With certain exceptions, an elector wha mails or perscnally delivers an absentee ballct to the municipal
clei af an election is not permitied {0 vote in person a the same eieciion on Election Day. Wi. Siat. § 6 85(6)

VOTER Complete beiaw and sign in o @ wilness wha mus alao sign
Date of Election (MDD YYY) 8/11/2020 County.  MILWAUKEE COUNTY
Wunicipaity BaietType.

CITY OF MILWAUKEE - MULTIFLE COUNTIES

Wame (
Allen, v
Swest

Tast. First, Midcie] inciuding suffix
alerie L

2815 V] ROOSEVELT DR

MILW,

TEET

D 0
AT AT

Maiing ID: 3251630

1414445.2252

Chy. Spte. 2P

UKEE, W1 53216-1835

Ward
ity ot

tiwaukee - Ward 63

[District (f apicanie)

[(Gfficial Use Omiy)

Voted in clerks offibe

| certif
indicaf
place

beford
witne:
could
P

REQUS

e that no ene but myself and any person providing

icjpality in the county of the state of W

i the ward on election day. o | hav

o how | yoted. | et certity that | requasteggfus balot

the election. | certify that | exhibited the enciosed ballot, unmarked, I
30 In the presarice of no otner person marked the ballot and snciosed ana sesled te baial n ins snvel
i | requested assi

CERTIFICATION OF VOTER (Requred

subject fo the penalfies for false salements of Wis. Stat. § 12.60(1)(b) et | am  resident o the ward
o of Wisconsin ndicaled herecn, and am entiled 10 vole n 1he ward at the siaction

fed hereon that | am not vating at any other location in this slsction: that | am unable or unwiling to appear

o cheinges ry fosidance Wil e e fom one v (o another aterth

to the witness, that | then in the presence of the

pe in
tance.

RED OF MILITARY AND OVERSEAS VOTER ONLY | further certity my birth date is-

istance under Wis. Stat. § 6.87(5).

A2

2 14a¢

the

E

t the polling
han 10 days

1. the §
us.

any of
wote 1
153
sighd)
(1 witnd
1, X4
Add,

1 certif
phys:

litizen and that the above statements

voting procedun

CERTIFICATION OF WITNESS
Jndersigned winess, subject o the penaities for false Statements of Wis. Stat. § 12 mm(m certity that | an
= was executed as stated. | am
ice on e enclosed baliot (ercept fpfle case of an Incumient municipal dlerk). 1 did not solich or advise
r or against any candidate or megfflre. | further certify that the name and address of the voler is. correct as shown
2K

nota

an adult
Eandidate for

voter to

ol wiiness(es)

pses e Spacil Votng Dsputies ot must sign. The 2nd Deputy signs sbove right)

*
Sign:

Wam i
CERTIFICATION OF WITNESS saction must aiss be - )

Atten

= bi Faciiity fisture of Authorized Representative

CERTIFICATION OF ASSISTANT (i anpicable) - assistant may also be wines:
hat e votar named o TS CrTTCals is Unabie 10 &ion MIE/Mar nama or Mmake hieMer mak due to a
fal disability, and that | signad the voler's name at the direction and request of the voter

{furs of Assistant
CERTIFICATION OF CARE FACILITY REPRESENTATIVE
PO 41 40 SURGER reprRaSTIETYS O i LY Wthc | TELC Darhy TARE U TR I TR o
== o hat fhe above voter is 3 resident, and | verfy that the name and addre
cribed s coneet

ress of the

A copy of photo ID must be enclosed in this envelope OR

completed (as wel as the Certification of Witness saction),
her is included, this ballot must be rejected.

e

21| Rew 201608 | Wisooasin Eections Comenionion. P10t 7084, Madisis, WI 3707

0 Emailed ballots MUST be reconstructed. See page 11

o84 w266

008 e

-

MUNICIPAL CLERK MARKS THIS SECTION IF REQUIRED
fion Election Inspectors: If the box to the right is checked. one of the following is required

The Certification of Care Facility Authorized Representative section of this envelope must be

pov | sl lestioms i
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Rejected Ballots

Official Absentee Ballot Certificate & Application

«} Do not assign a voter number to rejected ballots /

o If this happens, strike the number and reissue it to another qualifying envelope. |

¢ Add initials to the absentee log and note on the EL104 that the number has
been reissued.

ERK or VOTER must complete i o
i 02 /20 /2021
Tection i

Milaukee N Miluaukee
L

» Envelopes are rejected for missing:
e Voter signature

e Witness signature

o Witness printed name

o Witness Address without a Number, Street Name and City

Record them as “RAB” (Rejected Absentee Ballot) + the number in the next u,@ "
sequence on the EL-104 with a reason code. ——
Jl) Any xtmt. =
Citv of Milwaukee Election Commission EL-104
Time Chief
Incident Incident Inspector
Number Occurred Initials
Tally of Ballots Requiring Override
Blank:
Overvote:

ROB - Reconstructed Official Ballot Codes
D - Damaged P - Pencil/Pen Marks OS - Overseas (Federal only ballot) E - Emailed Reg Ballot
OTH - Other w/explanation (provide)

RAB - Rejected Absentee Ballot Certificate Envelope Codes
NWS - No Witness Signature NVS - No Voter Signature T -Tampered/Taped
NWA - No Witness Address OTH - Other w/explanation (provide)

RAB1 Jave Voter NWA GFINU
Write on the outside of the envelope “RAB1” Once rejected envelopes have been
*  RAB (Rejected Absentee Ballot) processed and noted on the EL-104, they
*  Number each sequentially RAB1, RAB2... should be placed in the bin at the Rejected Ballot

Official Absentee Ballot Certificate & Application Ta b I e.
t

You should seek the confirmation from an Election

Voter Information 02 /20 f2024

i arne: Election Date (mmj/dd/yyyy) . . .
oo ; e Chief for ballots that may not be in compliance
CJTown Name: MJAJW ?AB 1
T e v Reaep., and may need to be rejected. Once that
treat A ress ¥ “.3 . . . . .
O H S g Street. confirmation is received, those newly rejected
County . city .

AT ke envelopes should be

State WI Zip 53202 Ward 01 1AI1:!.I:|i5115

processed as noted in this section.

Rev. 10292026 Page 9 of 13




Reconstructing a Ballot

1. Table processors only reconstruct ballots if a ballot is visibly damaged or if it is an emailed ballot. 4

Reconstructions must be announced to allow observers an opportunity to observe the process. Reconstruction
requires two workers at all times, and if they are nominated, they cannot be from the same political party.

1. You must first assign all voter numbers for the ward you are working on before reconstructing any ballots.
2. Separate any ballots that need to be reconstructed in a separate pile.
3. Once you’ve assigned a voter to all ballots in that ward, you are now ready to reconstruct.
4. Count the number of ballots that need to be reconstructed in that ward.
5. One partner will go to the reconstruction table to retrieve the number ballots needed. The table monitor
will record the ward on the ballot tracking sheet and stamp the ballot Inialce de mepecioree teciorales
. Absentee ballot issued by /
with PG. Papeleta de voto ausente emitida

por

PG

Initials of municipal clerk or deputy
clerk / Iniciales del secretario municipal
— o secrefano suplente.

Certification of Voter Assistance /
Certificacion de Asistencia

» Notify the Pod Captain that you will be reconstructing a ballot.
» Make an announcement so that observers can here you:

“Reconstruction for Ward XX!”

For each ballot, determine why you are reconstructing the ballot:

Emailed Ballot E
Damaged D
Overseas (Federal Only Ballot) oS

Rev. 10292026 Page 10 of 13




Reconstructing a Ballot

1. Record the first one as “ROB1” (Reconstructed Official Ballot) on the EL104 with:
e The voter’s number
e Reason Code
e Both of your Initials

City of Milwaukee Election Commission EL-104

Time Chief

Incident DESCRIPTION OF INCIDENT Incident | Inspector
Occurred Initials
Number
Tally of Ballots Requiring Override
Blank:
Overvote:

ROB - Reconstructed Official Ballot Codes
D - Damaged P - Pencil/Pen Marks OS - Overseas (Federal only ballot) E - Emailed Reg Ballot
OTH - Other w/explanation (provide)

RAB - Rejected Absentee Ballot Certificate Envelope Codes
NWS - No Witness Signature NVS - No Voter Signature T -Tampered/Taped
NWA - No Witness Address OTH - Other w/explanation (provide)

ROB1A | #3247 GF/NU
2. On the Original ballot: On the Reconstructed ballot:

A. Select the reason for reconstruction A. Select the reason for reconstruction

B. Write the ROB# under Original Ballot B. Write the ROB# under Duplicate Ballot

C. Write your initials and your partner’s initials ~ C. Write your initials and your partner’s initials

For Official Use Only For Official Use Only

Inspectors: [dentify ballots
required to be remade:
O Overvoted

Inspectors: [dentify ballots
required to be remade:

O Overvoted
f g?}i} iged Damaged
T ihis s the T this is the 0 Other
Original Ballot, Duplicate Ballot, If this is the If this is the
write the serial write the serial Original Ballot, Duplicate Ballot,
number here: number here: write the serial write the serial
fRO—B,‘ number here: number here:
RO

aF NU NU GF

Initials of inspectors who remade ballot
Initials of inspectors who remade ballot
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3. Onthe reconstructed ballot: Write

the voter’s number

4. Hand your partner the original ballot

Partner 1:

» Read off the votes as the voter recorded

County / Condado

County Clerk
Secretario del Condado
Vote for 1/ Vote por 1

@ George Washington

O write-in / por escrito:

5. Hand both ballots to Partner 1 Partner 1:
Verify the reconstructed ballot matches

the original
Original
County Clerk
Secretario del Condado
Vote for 1/ Vote por 1 yd

@ George Washington (V]

For Official Use Only

Inspectors: Identify ballots required

to be remade:

O Qvervoted

X Damaged

|0 Other

If this is the If this is the

Original Ballot, Duplicate Ballot,

write the serial write the serial

number here: number here:
of inspectors W| allot

34

Partner 2:

» Fill in votes on the ballot as the votes are read

County / Condado

County Clerk

Secretario del Condado

Vote for 1/ Vote por 1
@) George Washington

gy
D write-in / por escrito:

Reconstructed

County / Condado

County Clerk

Secretario del Condado

Vote for 1/ Vote por 1 7
@ George Washington (V]

D write-in/ por escrito:

(D write-in / por escrito:

6. Refold and place the original ballot in

the Reconstructed Original Ballot Envelope

.

7. The reconstructed ballot is added to the stack of Official Ballots to be processed.

Rev. 10292026
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1. Bundle all empty Absentee Envelopes in the order
they were processed (by voter numbers) with a
rubber band and place them in the bin under your

table.
2. Initial the last voter number on the Pink Voter 24 74 124 174
Number Sheet 25 ,7€NU 125 175
26 76 126 176

3. Attempt to flatten the ballots
e Bend them at the scored folds in the
opposite direction of the fold

e Roll them in different directions

4. Prepare your processed ballots and paperwork
to have them counted.
A. Put the Absentee Poll Log, Ward Sign, Voter
Number Sheet, Write-in Form, and EL-104
back into the Goldenrod Envelope

B. The ballots go in the red tray first so they 22101 Ecos s Epvins i Bt B

are secure and don’t stick to a tray that

may be placed on top of it.

< Goldenrod
- Envelope

Reconstructed Original
) <=— Ballot

Envelope

i

RETURN TO
COUNTY ELECTION COMMISSION
ROOM G-10, COURTHOUSE

<+—=Express Vote
Ballots

i

‘ ﬁ‘—Paper Ballots

5.1 Have your ready-to-be-counted red tray reviewed by your Pod — —
Captain. After review, you can take your tray to the assigned
tabulator work station and place the red unprocessed tray on
the right table (stage left). ———
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