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POLL WORKER TRAINING



New, first time workers, need to go 
to HR office for paperwork

Bathrooms

Water

Candy
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Important Information

JBC Cases (Sealed Nightly during Early Voting)
Polling Place Supply Case 
Pollbook Kiosks (Sealed nightly during Early Voting)
eSlate Voting Booths delivered on carts (Sealed) and picked up
ACOD Scanner at each location 
All completed forms go in RED zipper bag
Limited Ballots at AgriLife



Remember!

▪ It is illegal for a person to operate a sound
amplification device or a vehicle with a loud
speaker within 1,000 feet of the polling place.

▪ No electioneering, Insignia, emblems,
badges, etc., on clothing, hats, bags, etc.
bearing references to a candidate, measure,
or political party on the current ballot, within
100 ft of the polling place entrance by
anyone, including voters.
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Preparing for Election Day

▪ Before Election Day, the Presiding Election
Judge must complete these tasks:

1. Contact the Alternate Presiding Judge and
Clerks.

2. Visit the polling place.

3. Check and review election materials. Cart of
eSlates etc.
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Equipment List/Chain of Custody



Setting up the Polling Place

1. Post the distance markers. 

2. Post sample ballot display and informational 
signs such as the Voters' Rights Poster, Notice of 
Voter Complaint Information, No use of 
electronic devices (cell phones) in the polling 
place, etc. NOTICE OF VOTING ORDER 

PRIORITY

3. Set up the voting equipment and turn it on.

4. Do NOT remove Blue Seal from JBC! 

5. Set up the Voter Qualifying Table(s). 
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Arrange Voting Equipment

Arrange the voting booths or equipment so that:

▪ Voters may cast ballots in secret.

▪ People waiting to vote will not disrupt people
who are voting or enable them to see the
ballots of those voting.

▪ Election Judge and poll watchers (if any) can
monitor activity in the polling place, including
the voting area.

▪ The voting area is adequately lit.
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Post Required Information in 
the Voting Booth

In each voting booth you must post: 

1. Voting Instructions

2. List of Declared Write-In Candidates
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eSlate setup video
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Forms/Equipment for Qualifying 
Table(s) (The “Ideal Voter”)

1. VoteSafe Kiosk

2. Statement of Residence Forms

3. Similar Name Correction Forms

4. JBC
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Forms to Keep on separate work 
table (Other voters)

1. Registration Omissions List (for people not 
found in the VoteSafe computer)

2. Provisional Ballot Affidavit Green Envelopes

3. List of Provisional Voters 

4. Notice to Provisional Voter/Polling Place ID 
Receipt only for voters without ID 

5. Request to cancel application to vote by mail 
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FOR EARLY VOTING…
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At end of day you suspend polls (Early Voting)
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ELECTION DAY MORNING



9/21/2022Texas Secretary of State Elections Division 66



9/21/2022Texas Secretary of State Elections Division 67

NO!

Zero tape is already on the printer
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Open your polls on 
the JBC as early as 

possible!
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Emergency Ballots!

We do not give them out anymore!  
Vote Centers—you can direct voters 
to the nearest polling place until we 
can reach you to fix any problem.



Oaths

▪ NEW Oaths!  Statement of Officer/Oath of 
Officer must be filled out and can be signed 
by presiding or alternate judge at each 
polling place (Deputy Early Voting Clerks do 
not need to do this—only election day 
judges and alternate judges)

▪ Oath of Election Official (on timesheet)

▪ After taking the oath to serve as an election 
worker, you must wear a nametag.
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Your Name

Election Judge or Alternate Judge

Your Signature

Your Name
Election Judge or Alternate Judge

Your Signature

Signature of Election Judge or Alternate Judge (can be yourself)



Miscellaneous Provisions

▪ Insignia, emblems, badges, etc: No clothing, hats, bags, etc.
bearing references to a candidate, measure, or political party
ON THE BALLOT may be worn within 100 ft of the polling place
entrance by anyone, including voters.

▪ Influencing a Voter: Don't! It is a class B misdemeanor for
anyone to indicate to a voter how the person desires the voter
to vote.

▪ Media/Cameras/Press: They are not allowed in the polling
place.
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People Allowed 
in the Polling Place

To enter the polling place you must be:

▪ A person accompanying a voter, such as:

 a child under 18 years of age with a parent who is voting

 a person assisting a voter (Oath)

 a person acting as a voter’s interpreter (Oath)

▪ A Poll Watcher who presents a valid Certificate of
Appointment and training to the presiding Election
Judge (must wear a name tag).
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People Allowed in the Polling 
Place

The following people, may enter the polling place,
but must be wearing a nametag:

- State Election Inspectors

- Peace Officers summoned or appointed by 
presiding judge to preserve order 

- Secretary of State and his/her staff
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1. Photo ID (State Approved List A) 
2. Voter Certificate (not required but handy!)
3. Check photo, check expiration date, check name
4. Photo ID must not be expired more than 4 years to date, 

unless age 70 or over
5. Name must match exactly or be similar to the name on 

the VoteSafe computer
6. Look voter up on VoteSafe computer
7. Verify name matches the database or is similar (address 

verification is done on kiosk by voter)
8. Follow instructions on VoteSafe to check in voter
9. ADDRESS ON PHOTO ID DOES NOT HAVE TO MATCH!

Qualifying a Voter
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Permanent Exemption

▪ Allows voters with a disability rating of 50% or more
to obtain a permanent exemption to showing a
photo ID.

▪ Application can be obtained at Voter Registrar’s
office, and voter will attach paperwork from Social
Security Administration or Veteran’s Affairs.

▪ Good for as long as the voter is registered in the
same county.
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Permanent Exemption
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If the voter has a permanent exemption, and they 
present their voter registration certificate with 
the (E) next to the VUID, they vote normal.  They 
do not need to complete a Reasonable 
Impediment Declaration.



Qualifying a Voter…continued

▪ Addresses!

▪ You should not compare the address on any 
ID (List A or List B) to the address on the list 
of registered voters. 

▪ –THEY ARE NOT REQUIRED TO MATCH!!! 

▪ The voter confirms their address on the 
kiosk is right or wrong.

▪ –This allows the voter to update their 
registration records. 
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Qualifying a Voter…continued

▪ If the voter confirms that the Kiosk has their 

address wrong, the Kiosk will direct to have 

the voter fill out a Statement of Residence 

form.  Once filled out and checked over for 

legibility, etc., the voter will vote a regular 

ballot
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Reasonable Impediment Declaration 
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Reasonable Impediment Declaration
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Reasonable Impediment Declaration (Top 
Half)
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Reasonable Impediment Declaration  (Bottom Half)
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List B – Supporting Forms of ID
Copy of or Original of Other
Government Document, Including the
Voter’s Voter Registration Certificate
• MUST include voter’s name and an address.
REMEMBER: The address on the supporting ID does
not have to match the voter’s registration address.
• If the voter’s name appears on the list of registered
voters in the precinct, but does not match exactly to
the ID provided, a “Substantially Similar Name
Affidavit” must be completed by the voter.
• Must be issued by the federal government, a federally
recognized tribal government, or a state or local
government in the U.S.

Examples of Other Government Documents:
– Driver’s licenses from other states
– ID cards issued by federally recognized Native
American tribes (if the ID card contains an address)
– DPS Receipts (without a photo)
– Current or expired voter registration certificates
– For voters aged 18‐69, expired Texas DPS‐issued 
driver licenses or personal ID cards (over 4 years).
• Examples of Documents NOT included:
– Social Security Cards (no address)
– State College IDs (if no address)
– State/Federal Employee ID Cards (if no address)
– Library Cards (if no address)

Copy of or Original Current Utility Bill
• It may be a copy or printout.
• To be current, the utility bill must be the most
recent version or at least dated within two (2) months 
of the date it is presented to an election official.

Copy of or Original Bank Statement
• It may be a copy or printout.

Copy of or Original Government Check
• It may be an original check or a copy
of the check.

Copy of or Original Paycheck
• It may be a copy or original of the
check.

Copy of or Original of a Certified Domestic 
Birth Certificate
• It may be a copy or original of the Certified Domestic
Birth Certificate.
• It may be from another U.S. state or territory‐does not
have to be from Texas.

Copy or Original of Document Confirming 
Birth-Admissible in a Court of Law which Establishes 

The Voter’s Identity
• It may be a copy or original of the document 
confirming birth admissible in a court of law which 
establishes the voter’s identity. 
• It may be from another country.
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1197099876 (E)

List B – Supporting Forms of ID

• The address on the document does not have to 
match the address on the VoteSafe computer. • If 
the voter’s name on VoteSafe does not match 
exactly to the ID provided, a “Substantially 
Similar Name Affidavit” must be completed by 
the voter by initialing on the screen of the kiosk.



Voter shows ID, completes Reasonable 
Impediment Declaration

Voter signs Kiosk and
initials the

Similar Name Affidavit

Voter Votes a Regular Ballot! Voter Votes Provisional
(6 day cure period)

Did voter 
bring an ID 

from List A?

Does voter have with them an 
ID from List B?

Does voter own an ID from List A?Does the name match the name 
on our Voter Registration Dbase?

Does voter have a valid reason or difficulty as to 
why they do not have a List A ID?

NoYes

Yes No

Is the name similar?

NoYes

Reject 
this ID!

Voter signs Kiosk

YesNo

No

No

Yes

Yes



Voters not in Pollbook (VoteSafe)

•Name may be spelled wrong in the database (we
are human)

Call our office!

9/21/2022Texas Secretary of State Elections Division 89

QUALIFYING VOTERS 
Issues--Solutions
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For a voter who is registered but is not in the pollbook!



Voter in “Suspense” 

▪ Something returned to us “Undeliverable” 
from USPS, or

▪ Examination letter sent but not returned
The Voter is placed in suspense so that when and if they 
come to vote, it will trigger you to get them to fill out a 
statement of residence form and get their correct residence 
address.

▪ Address might be unchanged, fill it out 
anyway!
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Residency Issues

▪ Voter moved within the county (SOR)

▪ Voter Moved Into the County from another 
county or from out of state

▪ Voter Moved out of Burnet County and into 
another county     Can not vote here
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Voter Moved Into the County
(registered in old county)

If the voter has moved to this county from another
county and shows up to vote here:

▪ Voter may vote a Limited Ballot (during Early
Voting only) at the Agrilife location.

▪ If the above voter insists on voting and not doing
a limited ballot, she/he may vote a Provisional
Ballot only. Either one will get them registered
here.



Mail Ballot Voter shows up to vote 
in person.

▪ Does the voter have the ballot with them?
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YES!
Voter fills out “Cancel Mail 
Ballot” form and surrenders 
the ballot to you.
Voter checks in on the 
Kiosk and votes a regular 
ballot!  

NO!
Voter fills out “Cancel Mail 
Ballot” form and fills out 
Provisional Envelope, 
signs the green 
combination form and 
votes a Provisional ballot 
on the eSlate.
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Mail Ballot Voter without Mail Ballot



9/21/2022Texas Secretary of State Elections Division 98



SIMILAR NAMES
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The law states that the voters name on their ID 
must match exactly OR be substantially similar to 
what we have on the voter registration database 
(VoteSafe)



Similar Name Matches

▪ Election workers will need to fully compare the voter’s name
listed on VoteSafe to the name listed on the acceptable form of
ID.

▪ There are only three possibilities:

1. Name on VoteSafe and ID are identical.

2. Name on VoteSafe is “substantially similar” to name on ID.

3. Name on VoteSafe does not match and is not similar to name
on ID. (it’s a totally different name)

4. Ask for help if you can’t determine what to do!
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Names are Identical

▪ If the voter’s name on the Pollbook is identical to
the name on the ID, the voter will proceed as
usual.
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• Slightly Different
• Customary Variation
• Initial, Middle Name or Former Name
• Different Field

Names are Similar



Slightly Different

▪ Minor misspellings of names, e.g. Jan vs. Jane, Julia vs. Julie.

▪ Extra letters, minor typos.

▪ Common different spellings, e.g. John or Jon, Mark or Marc.
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OLRV or ID OLRV or ID

Dorris Miller Doris Miller

Nanci Griffith Nancy  Griffith

Harlen Block Harlon Block

Charlie Pride Charley Pride

Mark Cuban Marc Cuban

Jamie Fox Jamie Foxx



Customary Variation

▪ English vs. Spanish vs. French spellings, e.g. Jean vs. John, Jose vs. Joseph,
Esperanza vs. Hope.

▪ Common Abbreviations, e.g. Sam for Samuel, Kim for Kimberly.
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OLRV or ID OLRV or ID

David Crockett Davy Crockett

Sam Houston Samuel Houston

James Richard Perry James Rick Perry

William P. Clements, Jr. Bill Clements

Enrique B. Gonzales Henry B. Gonzales

Jonathan Paul Manziel Johnny Paul Manziel

Esperanza Andrade Hope Andrade



Initial, Middle Name, Former Name

▪ Maiden Names

▪ Hyphenated Names
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OLRV or ID OLRV or ID

Lyndon Johnson Lyndon Baines Johnson

William P. Clements, Jr. Bill Clements

Willie Hugh Nelson Willie Nelson

Audie Murphy Audie L. Murphy

J. Roger Williams Roger Williams

Earl C. Campbell Earl Campbell

Carole Keeton Rylander Carole Keeton Strayhorn

Sandra Day Sandra Day O’Connor

Beyonce Knowles Beyonce Knowles-Carter



Different or Additional Field

OLRV or ID OLRV or ID

Beyonce Knowles Beyonce Knowles-Carter

Sandra Day Sandra Day O’Connor
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Totality of the Circumstances
REMEMBER TO COMPARE ALL INFORMATION

▪ Use all information on ID and the List of Registered Voters to assist
in the determination: Address, Date of Birth, Photograph!
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▪ Example:  Claudia “Lady Bird” Taylor Johnson

Texas Driver License

Expires 12-22-1992

Lady Bird Johnson

123 Texas Way

Austin, Texas 71234

Date of Birth: 12/22/1912

Precinct 1 – Travis County
List of Registered Voters

Claudia Bird Taylor 

123 Texas Way 

Austin, Texas 71234

Date of Birth: 12/22/1912



Processing the Voter

▪ Voters with identical matches, proceed
as usual.

▪ Voters with similar name will only need
to initial the affidavit on Kiosk screen,
and then proceed to cast a regular
ballot.

▪ If the name is not even similar on the ID,
the voter would need to provide another
ID.
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If a voter wants to change their name on their Voter Registration

Similar Name Correction Request Form

Changing from 
this:

To this:



Voter’s Identity is Verified

▪ Once the voter has:

1. presented their acceptable photo ID,

2. been located on the ePollbook and;

3. their name, as listed on their ID and the
ePollbook are either identical or substantially
similar,

You check them in on the Kiosk.
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VoteSafe Kiosk Videos



Voter Casts Ballot
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Using the 2D barcode scanner connected to the JBC, scan 
the label with the barcode and the JBC will print the proper 
access code for the ballot style needed.
Give the access code to the voter and direct them to an 
available booth.



WAVING AMERICAN FLAG

To all voters: 

▪ Tell the voter to ask for help if they need it and 
to make sure they see the waving American 
Flag before they walk away from the booth!
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Assisting Voters with 
Disabilities

▪ Voters who are physically unable to mark the
ballot and/or cannot read the languages on
the ballot may receive assistance.
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Ensuring Accessibility

▪ Polling places must accommodate voters who
have disabilities. No person should be denied
the right to vote because they have restricted
mobility, vision, speech or hearing
impairments.

▪ Accommodating people who have disabilities
is mostly a matter of sensitivity and common
sense.
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Etiquette Reminders
▪ Be sure you recognize that physical disabilities are not

cognitive impairments. For example, assume a person
using a wheelchair can read, write, and follow directions
as well as anyone who walks into the polling place.
Don’t fall into the common insensitivity of
underestimating people.

▪ It is okay to use words like “see” and “hear” and “walk”
while talking with someone who has one of these
impairments.

▪ Take your time and be considerate of the person you are
qualifying or assisting. Adjust your pace to theirs.

▪ Talk directly with the voter, not the aide, assistant, or
interpreter.

▪ Ask before helping.
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Provisional Voters 

Three types of provisional voters
▪ Registered voter in VoteSafe without their ID

▪ Voter not registered in VoteSafe

▪ Mail Ballot Voter without their ballot
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You need to add all provisional voters to the List of Provisional Voters. 
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For voters who forgot their ID, You will need to provide the

voter with a Notice to Provisional Voter.
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Temporary Exemption Votes Provisional!

▪ Voters that have a religious objection to being
photographed OR voters that do not have a
photo ID due a natural disaster declared by the
President or Governor, may apply for a
temporary exemption during the 6 day cure
period, at the voter registrar’s office.

▪ Only good for one election.
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Permanent Exemption

▪ Voters who claim that they have a disability of
50% or more that prohibits them from being
able to obtain any acceptable form of photo ID,
but who have not applied for a Permanent
Exemption, Must Vote Provisional, and may
apply for a Permanent Exemption during the 6
day cure period, at the voter registrar’s office.
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Tear here



Provisional Voting  (page 
18 of either HART 
Election Day or Early 
Voting Desk Reference)

▪ Follow the instructions on page
18 of either desk reference to
process a provisional voter.

▪ REMEMBER to write the voters
name on the list of provisional
voters AND have the voter sign
the Provisional Combination
form!
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Tear here
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Curbside Voting 
Page 23 of the 
HART Desk 
Reference both 
ED & EV

Who Qualifies: Under Section 64.009 of the 

Election Code, a voter who is “physically unable 

to enter the polling place without personal 

assistance or likelihood of injuring the voter’s 

health” may vote at the polling place entrance or 

curb. 
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Curbside Procedure

Poll worker or voter’s helper needs to provide the photo ID, 
language preference, Party for Primary, and whether 
headphones are needed.
Poll worker will go through the check-in process on the Kiosk
and sign “curbside” as the signature. Once the label prints
from the Kiosk, poll worker scans the label on the JBC and 
gets the access code.  Once the ballot is on the eSlate screen,
it is removed to be taken out to the voter.
The Kiosk label is put on the Curbside combination sheet and 
the sheet is carried along with the eSlate, out to the voter 
where the poll worker verifies the ID of the voter, has them
sign the combination sheet under the label and then gives
them the voting machine to vote their ballot
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Unplug headphones if not needed
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Canceling a Booth (pg 21)

▪ Assigned the wrong ballot style or precinct

▪ Voter leaves without casting ballot  
NEVER CAST A BALLOT FOR ANYONE!

▪ Follow instructions in the HART Desk 
References page 21
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Closing the Polls

▪ Close the Polls

 Identify the last voter and do what is necessary to 
stop more voters who arrive after closing time from 
getting in line

DO NOT RUN A TALLY REPORT!
▪ Compile Election Record

 Complete the various election forms.

▪ Organize & Return Materials

 Place all completed forms in the RED zipper bag. 
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ESLATE CORDS AND SEAL
JBC CASE SEAL
VOTESAFE KIOSK CASE SEAL

ESLATE CORDS AND SEAL
JBC CASE SEAL
VOTESAFE KIOSK CASE SEAL
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ESLATES GO IN CART ON 
THEIR SIDES, WITH 
HANDLES FACING FRONT 
OF CART

ESLATES GO IN CART ON 
THEIR SIDES, WITH 
HANDLES FACING FRONT 
OF CART
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Thank You!
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512-715-5288


