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Dear Volunteer Deputy Registrar: 

cceptance of the duties of a Volunteer Deputy 

Registrar, also known as VDR, places you in a 

position of trust and responsibility to the 

citizens you will register to vote.  

 Please become familiar with the instructions and 

guidelines in this brochure and carry it with you while you 

perform your duties. If in the course of your service a question 

should arise which you are unable to answer, please contact 

our office at (915)546-2154 or the Secretary of State Elections 

Division at 1(800)252-8683.  

Length of Appointment 

You may be appointed as a VDR at any time. However, your 

term expires on December 31st of the even-numbered year. 

Your appointment as a VDR may be terminated by El Paso 

County if it is determined, for example that you: 

 Failed to properly review a Voter Registration 

Application, also known as a VRA; 

 Intentionally destroy or physically alter a VRA; or 

 Engage in any other activity that conflicts with your 

responsibilities as a VDR. 

Your appointment as a VDR will be terminated by El Paso 

County if, for example: 

 You are finally convicted of an offense under the 

law relating to delivery of completed VRA’s to the 

registrar; or 

 You are finally convicted of an offense under the 

law relating to performance-based compensation for 

VRA’s. 

Checklist for a Volunteer Deputy Registrar 

Before you get started, be sure you have the following: 

 Your Certificate of Appointment; 

 Pens (black and blue ink only); 

 This brochure; 

 Volunteer Deputy Registrar FAQ’s Brochure; 

 Plenty of Voter Registration Applications; and  

 Receipts. 

Distributing and Accepting Applications 

You may distribute and accept a VRA from any resident of El 

Paso County who: 

 Is a United States Citizen; 

 Is at least 17 years and 10 months of age to register, 

and must be 18 years of age by Election Day; 

 Has not been finally convicted of a felony, or, if a 

felon, must have completed all of the punishment, 

including any term of incarceration, parole, 

supervision, period of probation, or must have 

received a pardon; and 

 Must not have been determined by a final judgement 

of a court exercising probate jurisdiction to be totally 

mentally incapacitated or partially mentally 

incapacitated without the right to vote. 

You may also distribute and accept applications from current 

registered voters who wish to change or correct information on 

their Voter Registration Certificate (VRC) (such as name or 

address) by checking the “change” box on the application. 

Our office will provide you with applications containing the El 

Paso County return address. If our office does not have enough 

applications to provide to you, you may print blank 

applications from epcountyvotes.com. These applications 

should only be distributed to applicants residing in El Paso 

County. Should you receive generic applications containing 

the Secretary of State’s return address, you can distribute to 

anyone residing in any county; however, you can only accept 

applications from those registering within El Paso County. 

Assisting an Applicant 

 You may help a person fill out an application if 

he/she cannot read, or has a physical disability. 

 If an applicant cannot sign his/her name on the 

application, the applicant may make a mark on the 

signature line. Print the name of the applicant beside 

the mark. Sign your name and address as the witness 

and state the reason the applicant is unable to sign. 

 You may allow another registered voter (or anyone 

who has submitted a VRA) to fill out and sign an 

application for his/her spouse, parent or child. That 

person must sign the VRA as “Agent” and state the 

relationship to the applicant on the VRA. The 

“Agent” must have the permission of the applicant to 

do this. 

 Once VRA is completed by “Agent”, print the 

complete name of the “Agent” on the receipt. 

Reviewing the Application 

While the applicant is still in your presence, review the VRA is 

complete and legible. The following sections of the VRA must 

be completed: 

 Section 1: Applicant must select why they are 

submitting the VRA (new application, change to 

current information or request for replacement). 

Applicant must also answer citizenship and age 

question; 
 Section 2: Full name, including any middle, maiden, 

or former name; 
 Section 3: Residence address must be a street 

address or a description of the location of the 

residence; 
 Section 4: Valid mailing address, if mail can’t be 

delivered to the residence address; 
 Section 5: City and County of former residence in 

Texas; 
 Section 6: Date of birth, including month, day, and 

year; 
 Section 9: Texas Driver’s License number, Texas 

Personal Identification number, or last 4 of Social 

Security Number. If the applicant hasn’t been issued 

any of these items, he or she must check the box in 

this section affirming this statement; and 
 Section 10: Signature of applicant and date of 

signing. Be sure the applicant has read the 

statements that he/she is signing regarding 

qualifications to register; if an Agent is registering 

for an applicant, ensure the Agent provides his/her 

relationship to the applicant. 

Note: You cannot determine if the applicant is actually 

qualified to register to vote or make the applicant provide 

his/her gender or telephone number. 
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Registration Receipt 

 For each completed VRA, fill out a receipt in 

duplicate and give each applicant the original 

receipt. The duplicate receipts must be delivered to 

our office along with the applications. You may wish 

to keep copies or stubs for your records. You should 

not keep copies of the completed VRA’s because 

these documents contain information that is 

confidential by law. 

Delivery of Applications and Receipts 

 You must deliver completed VRA’s and receipts in 

person to our office no later than 4:45 p.m. on the 5th 

day after the date you receive them. Failure to 

deliver an application in a timely manner is a 

criminal offense. 

Note: To be eligible to vote, a person must be registered 

30 days before Election Day. When you receive a 

completed VRA after the 34th day and before the 29th day 

before the date of any election in El Paso County, you 

must deliver the application to our office no later than 

4:45 p.m. of the 29th day before Election Day. If the 29th 

day falls on a Saturday or Sunday or on a legal state or 

national holiday, the deadline for delivering the 

applications is extended to 4:45 p.m. of the next regular 

business day.  

When is the Registration Effective? 

 The applicant can vote as soon as the 30th day after 

submitting the application. This 30-day waiting 

period starts when the VDR submits the VRA. 

 If the applicant is under the age of 18, the 

registration will become effective on the 30th day 

after our office gets the application or on the 

applicant’s 18th birthday, whichever comes later. 

 

How long is the Registration Effective? 

Registration will be automatically renewed every even-

numbered year unless: 

 The voter moves to another address, and does not 

notify our office; or 

 The voter receives a final felony conviction and has 

not completed the sentence, probation or parole or 

been otherwise pardoned or released from the 

resulting disability to vote, or 

 The voter is mentally incapacitated or partially 

mentally incapacitated as determined by a final 

judgement of a court.  

NOTE: “Deferred adjudication” does not constitute a “final 

felony conviction.” 

Address Changes 

If the voter moves within El Paso County, he/she must update 

the address with our office by: 

 Making the change on the back of the VRC and 

mailing it to our office; 

 Submitting a new application to our office by 

checking the box for “change”; or 

 Writing a letter to our office explaining the change 

of address. 

If the voter moves to another county, he/she must register to 

vote in the new county of residence. 

Name Changes 

Voters can make necessary changes by: 

 Providing the name change on the back of his/her 

VRC and mailing it to our office; 

 Submitting a new application to our office and check 

the box for “change”; or  

 Writing a letter to our office explaining the name 

change. 
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