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Early Voting Roster Reporting Requirements
Information on the roster for: 

 A person who votes an early voting ballot by personal appearance must be 
made available for public inspection not later than 11:00 a.m. on the day after 
the date the information is entered on the roster 

 A person who votes an early voting ballot by mail must be made available for 
public inspection not later than 11:00 a.m. on the day following the day the EV 
clerk receives a ballot voted by mail 

 The information above must be posted on the county’s website or, if the county 
does not maintain a website, post the roster on the bulletin board used for 
posting notice of meetings of the commissioners court.



Early Voting Roster Reporting Requirements (cont.)
Early Voting Clerks shall maintain roster for each election that lists who was 
sent a ballot by mail, who voted early in person, and who returned a ballot 
by mail. 

Roster must include: 
 Name, address, VUID
 Voter’s county election precinct of registration 
 Date of voting by personal appearance or date ballot was received from the voter 

For Organizational Purposes:  We recommend that you create a ballot by mail 
organizational plan.  The plan should track a ballot by mail throughout its 
entire journey from Application to final outcome.



Friendly Reminder
 If an Early Voting Clerk fails to post their early voting rosters in 

accordance with Section 87.121, a person registered to vote in the 
county where the Early Voting Clerk is conducting early voting may file a 
complaint with the Secretary of State regarding the Early Voting Clerk’s 
noncompliance. 
 The Secretary of State by rule shall create and maintain a system for 

receiving and recording these complaints.



Helpful Recommendations
 Bookmark the SOS website to the Conducting your Elections page

for the most current election information or any updates.
 Bookmark the SOS reporting website to review your posted data for 

accuracy.
 Review the Election Calendar for any deadlines.
Make sure updates are entered and maintained in TEAM daily. 

 This is how the Ballot by Mail Tracker gets updated. 

 Set daily reminders/tasks to complete reports into TEAM.



Prepare for Daily Reporting
 Set Reminders in your Calendar for required deadlines

 Report Early Voting voter turnout in TEAM no later than midnight daily.
 Early Voting rosters must be available to public by 11:00 a.m. the next day.

 Dedicate “quiet” time in your busy day for Early Voting turnout entries in 
TEAM.

 Ensure that you are submitting the information into the correct election.
 If you’re able, have someone proof the data prior to submission.
 You may wish to create a viewable DAILY LOG on Excel or on Paper for each 

day of Early Voting that contains a record of entries you submitted in 
TEAM.



Example of Viewable Daily Log



Prepare for Daily Reporting (cont.)

 Compare daily reported numbers match the number of voters qualified to vote with the   
number of “Voters Who Have Voted” reports and other reconciliation logs. 

 Create 2 Rosters for the Public. 
 Early Voting In Person – (Democrat and Republican)
 Early Voting By Mail – Ballots received (Democrat and Republican)

 Create another Roster for Ballot By Mail 
 Mailed but NOT Received

 Not a Public record

 Print daily reports from TEAM/offline vendor system to have as a reference of daily 
ballots by mail received and in-person vote totals.
 Refer to the report if candidates, general public, and media inquire how many people have 

voted



Submitting the Daily Report

• Voting rosters must be posted on our website by 11:00 a.m. the day after receipt of a mail ballot or 
voting in person.

• We ask that all counties report voter participation at the conclusion of each day of voting or the 
day a mail ballot is received. 

• Voter participation may be manually entered into the state system or uploaded at the discretion of 
the county. If assistance is needed, please contact the TEAM team. 

• Voter participation/rosters are available on the SOS website. 



Submitting the Daily Report

• The SOS website extracts early voting and election turnout information as well as 
polling locations for all counties. 



Submitting the Daily Report

• Voter participation is presented on the SOS website daily in a downloadable format. 

• You may “Click Here” to review your daily voter participation to ensure accuracy. 



Reviewing the Daily Report

• When reviewing, make sure that:
• No voter is listed more than once.
• The presented information matches your local voting roster. 
• The total number of voters for that day match your records.

• Common mistakes include:
• Submitting voter participation more than once; creating duplicate entries. 
• Not including the correct election id number. Remember, there are two elections on March 5th. You will need to report 

to the correct id numbers. 
• Failure to review the confirmation email for any issues.
• Failure to review voter history error files. This is critically important!

• If errors are indicated, you may make corrections through the system for individual voters and voting history information.
• If a large number of issues are discovered, contact the TEAM team for assistance. This may require the reentry/resubmission of your entire daily voter 

participation information. 



Time Saving Recommendations
Be proactive with Candidates, Media and the Public by providing voter turnout 
information:

Where to locate Early Voting Daily Turnout on county website?

Consider creating an email distribution list for those who want to Early Voting daily Turnout 
information

Where to locate roster if posting a hard copy on public bulletin board? 

Have hard copies readily available at your front counter for those that don’t have access to the 
internet or a printer.

Advise results will be posted by 11:00 a.m. the next day on the county website and the Secretary 
of State’s website.

Provide the link to Secretary of State’s website in case county website is down.



Time Saving Recommendations (cont.)
BEST PRACTICE
 Consider creating an information packet 

or a webpage with helpful information
 Section on how to obtain a Daily 

Roster of Voting History for the 
current elections

 Section on when Voting History is 
released

 Consider including the link to SOS 



Examples of Election Information & Turnout Data

Example 
of County
Website 
Posting



Do’s and Don’ts
Do

 Provide reports that best suit your county
 PDFs – Alpha/Precinct Order
 Excel – Can sort information

Don’t
 Be intimidated to release reports before the appointed time for public inspection. 

Sometimes candidates, the general public or county officials request information 
early.

 Please stick to the legal time frames for releasing information   

 Only release information specifically to the voter inquiring about whether his or her 
ballot was mailed/received before reporting posting.
 Direct voters to the Ballot by Mail Tracker 



Resources
 Election Information & Turnout Data
https://www.sos.state.tx.us/elections/historical/index.shtml
 2024 Election Calendar
https://www.sos.texas.gov/elections/voter/important-election-dates.shtml#2024
 Elections Division Advisories – Legal Library
https://www.sos.texas.gov/elections/laws/election-division-advisories.shtml
 Elections Division Webinars - Training and Education Resources
https://www.sos.state.tx.us/elections/laws/education-resources.shtml
 Conducting Your Elections
https://www.sos.texas.gov/elections/conducting/index.shtml



Election Information and Turnout Data



Election Information and Turnout Data



2024 Election Calendar



Elections Division Advisories – Legal Library



Elections Division Webinars - Training and Education Resources



Conducting Your Elections



Let’s Review



Early Voting By Mail Roster – Sent Only
 The information on the Early Voting by mail roster tells you who has 

been sent a ballot by mail in a given election. Information on the 
roster for a person who has been sent a ballot by mail is not available 
for public inspection except to the voter seeking to verify that the 
information pertaining to the voter is accurate, until the first business 
day after election day.  [§ 87.121(f)] 
 Remember, the exception to this general rule allows the voter himself 

or herself to verify that his or her own information is accurate. 
 Voter can call or come in person to inquire



Early Voting in Person Roster
 The early voting roster of who has voted early by personal 

appearance must be made available for public inspection not later 
than 11:00 a.m. on the day after the date the information is entered 
on the roster. [§ 87.121(g)]
Update the voting history of voters who voted early in person into 

TEAM at the end of each voting day so that it will be available by the 
deadline. 



Early Voting By Mail Roster – Received 
 The Early Voting roster of who has returned a ballot by mail to the 

Early Voting Clerk must be made available for public inspection not 
later than 11:00 a.m. on the day following the day the Early Voting 
Clerk receives a ballot voted by mail. [§ 87.121(h)]. 

Update the voting history of voters who returned a ballot by mail into 
TEAM at the end of each voting day so that it will be available by the 
deadline. 



REMEMBER!
Breathe
No Shortcuts
Comply with Election Law Requirements
Be Transparent
We are here to support you
Call us if you need us!
You got this!!



WEBINARS TRAINING RESOURCES

ELECTION SECURITY TRAINERS
ElectionSecurity@sos.texas.gov 

AVAILABLE SUPPORT



Questions for 
TEAM  

Option 1 

Questions for 
Legal

Option 2

Election Funds 
Management 

Option 3

General/Other 
Option 4

1-800-252-2216
see options below

OR

NEED ASSISTANCE

elections@sos.texas.gov


