Washington State Elections – Mail-In Voting Interviews


Contents
General Information	3
Topic 1: Ballot Creation	3
Topic 2: Ballot Printing, Insertion, Delivery	4
Voter Pamphlet	4
Mail/Email - UOCAVA	4
Timing	4
Data Extract	4
Printing	4
Inserting	4
Mailing	4
Emailing	4
Mail – Everyone Else (Non-UOCAVA)	5
Timing	5
Data Extract	5
Printing	5
Inserting	5
Mailing	5
EMS System Update	5
Change Files	6
Replacement Ballots	6
ACP Voters (Protected Voters)	6
Voters With IDs Not Yet Verified	6
Washington Special Absentee Ballot Application	6
Topic 3: Ballot Return	6
Mail Ballots Received (regular)	6
Collecting Mail Ballots	6
Sorting/Initial Steps	6
Signature Verification	7
Challenges/Signature Issues	7
Opening	8
Duplication/Ballot Resolution/Scanning	9
Email/Fax/Online Ballots Received	9
Provisional Ballots Received	9
Federal Write-In Ballots Received	9
ACP Voter Ballots Received (Protected Voters)	10
Topic 4:  Online Ballot Status/Tracking	10
Topic 5:  Canvassing Board	10
Topic 6:  Drop Boxes	10
Topic 7:  Vote Centers and Accessible Voting Unit Machine (AVU)	10
Topic 8:  Reports	11
Daily Use	11
EAC	11
State	11
Match Backs	11
Topic 9:  Language Complexities	11



[bookmark: _Toc418230005]General Information

Topic:  Chelan County, Mail-In Voting

Date/Time:  4/23/2015, 8:30am – 11am 

Attendees:
· Kristin Arabally and Kelly Sprague from Quest
· Stephanie Goebel from OSOS 
· Nissa Burger – Director of Elections in Chelan County
· Stephanie Wilder – Elections Technician/Assistant Director of Elections in Chelan County
[bookmark: _Toc418230006]Topic 1: Ballot Creation

1. HART BOSS system is used
a. The HART BOSS machine given a file from the WEI which tells all ballot details and jurisdictions.
b. HART creates the ballot types using the data it is given in the file.
c. Manual intervention is required to make the ballot look nice.   This is a lengthy and time consuming process.  
i. Create and Add Images
1. All titles and instructions (some counties just hand type the titles … Chelan County uses images)
2. Levy tables require images.
ii. Can’t change shading or font – a limitation of the BOSS system
d. PDFs for every ballot is created  (front and back)
i. 1 PDF per ballot, not ballot type.   HART creates and prints a unique number/barcode (election date, precinct, portion, and then a sequential #) for every ballot.  This is to eliminate the potential mistake of scanning a ballot two times.  
ii. Staff enters into the HART machine how many ballots of each ballot type is required.   Staff enters overage for each precinct’s ballot type to ensure that there are enough for changes that may occur between the time of printing and the time of mailing.
iii. 40,000 PDFS are produced in about an hour. The time it takes is not a concern. 
e. HART is used to set up the Audio for the AVU machine that is used on Election Nightat the vote center.
f. For each election, a USB is used from ballot creation through tabulation and is needed when using any of the standalone HART machines (the USB identifies the election and a password is required)  

[bookmark: _Toc418230007]Topic 2: Ballot Printing, Insertion, Delivery
[bookmark: _Toc418230008]Voter Pamphlet
2. County pamphlets are not sent.  The State pamphlets are created and sent by the state; they contain the State and County measures since Chelan County uses the candidate statement piece of the WEI Admin (though, not a high # of candidates participate).  They do not provide pros/con statements in regards to measures. 
3. Direct voters to the Online Ballot Guide.
[bookmark: _Toc418230009]Mail/Email - UOCAVA
[bookmark: _Toc418230010]Timing
4. The emails, fax, and mail ballots are sent 45 days in advance (for a general) and the 30 days in advance (for a special).  The set-up tasks are done in enough time to ensure those dates are hit.
[bookmark: _Toc418230011]Data Extract
5. The ballot PDFs are extracted from HART.
6. A UOCAVA voter file is extracted from DFM.  This includes the Military and Overseas voters, and also includes the Seasonal/Snowbird voters and the Out of State voters.
7. They have a small UOCAVA population (e.g.  146 email, 140 mail)
8. There is a location for snowbird addresses and date ranges.  These are reviewed each election to ensure that the right addresses are being used. Their snowbirds are active voters and they are very familiar with them – and since these are done manually, the intervention on their part to make sure the right address is used is fine.  
[bookmark: _Toc418230012]Printing
9. Ballots, Envelopes, Labels are printed in-house.
[bookmark: _Toc418230013]Inserting
10. Inserting is done in-house.
[bookmark: _Toc418230014]Mailing
11.  Mailing is done in-house.
[bookmark: _Toc418230015]Emailing
12.  Everyone Counts sends emails to UOCAVA voters who have selected to receive ballots via Email.   The vendor has the voter and ballot data to provide the online ballots.  The emails that are sent include a link to their Everyone Counts online ballot delivery website.
13. The UOCAVA voters who have requested to receive ballots via email do not automatically receive a mail ballot.
[bookmark: _Toc418230016]Mail – Everyone Else (Non-UOCAVA)
[bookmark: _Toc418230017]Timing
14. Mail ballots are sent, as per the state requirement, 18 days before Election Day. 

[bookmark: _Toc418230018]Data Extract
15.  An ‘everyone-else’ voter extract is taken from the DFM system and given to K&H 30 days before an election.  Ballot faces are done before this point – try to give K&H ballot information as soon as possible.
[bookmark: _Toc418230019]Printing
16.  If > 5000 voters 
a.  K&H does the printing for ballots and envelopes. 
b. The ballot PDFs produced from the HART system are sent to BOSS ahead of the DFM voter file extract (because the PDFs were ready when the earlier UOCAVA steps were being done)
c. Test files are provided to Chelan and approved before true printing effort begins.
17. If < 5000 voters
a. The printing is handled in-house.
[bookmark: _Toc418230020]Inserting
18. If > 5000 voters
a. K&H does the ballot packaging/insertion.	
19. If < 5000 voters
b. They handle inserting in-house manually.
[bookmark: _Toc418230021]Mailing
20. If > 5000 voters
c. K&H does the ballot mailing.
d. K&H sends a file back to the county which then can be used to update the DFM system.
21. If < 5000 voters
e. The mailing is handled in house (How is sorting done to get the best post office rates?)	Comment by Nissa Burger: Manually sort by zip and delivered to our bulk mail process at the post office.
22. Undeliverable mail was not discussed, but we would expect that if a forwarding address was provided by the post office, the ballot would be sent to that address. If a forwarding address is not provided by the post office, no further action is taken unless contacted by the voter.	Comment by Nissa Burger: Yes. We elect to have our ballots forwarded. We then receive this information from the post office to update our voter file after the election.
[bookmark: _Toc418230022]EMS System Update
23.  What is done with the file returned from K&H that shows what ballots were mailed? Do you put a mailed date put into DFM? 	Comment by Nissa Burger: No. This is generated automatically when we pull the extract and send the voter file to K&H
[bookmark: _Toc418230023]Change Files 
24. Generally, any changes (deaths, new registrations, etc.) that occur after the main file is sent to K&H are handled in-house (for printing, inserting and mailing).  Occasionally, they will create a “yank file” from DFM and send it to K&H prior to the first mailing going out.  They use the print on-demand features from HART to create these ballots.
[bookmark: _Toc418230024]Replacement Ballots
25. Replacement ballots are handled manually.
26. The HART system allows for ballot on-demand printing. This is used for replacement ballots.  As a replacement ballot is printed and delivered – a letter is also provided which says “please only vote one ballot”.
27. The replacement labels are printed via DFM.  If a ballot has already been returned, it will alert you.   The new ballot label will end with a different # than the original ballot. Original ballot will end in 1. Replacement ballot will end in 2.  Next replacement ballot would end in 3, etc.  As a replacement ballot label is printed, the earlier issued ballots are automatically voided.
28. What happens if one of the void ballots is returned instead of the latest replacement ballot – how is all of that caught?  	Comment by Nissa Burger: Only one ballot is accepted. If a second ballot is returned, the system will flag as the voter already voting.	Comment by Nissa Burger: The first ballot is not voided.
[bookmark: _Toc418230025]ACP Voters (Protected Voters)
29. No ACP voters at this time.  (ACP voters will always be handled outside the system by authorized persons only.)
[bookmark: _Toc418230026]Voters With IDs Not Yet Verified
30. We didn’t discuss this in detail. We assume that a letter is sent ahead of the ballot for any individual in this category to notify them that their votes will not count until their ID has been verified.  	Comment by Nissa Burger: Yes, Letter is sent with ballot
[bookmark: _Toc418230027] Washington Special Absentee Ballot Application
31. This item is not used.	Comment by Nissa Burger: We never receive any
[bookmark: _Toc418230028]Topic 3: Ballot Return
[bookmark: _Toc418230029]Mail Ballots Received (regular)
[bookmark: _Toc418230030]Collecting Mail Ballots
32. Mail is sent to a PO Box and a team of two pick them up (never go to the post office).	Comment by Nissa Burger: We walk to the Post office however most ballots are delivered to the office.
a. Mail delivered to office as well.
[bookmark: _Toc418230031]Sorting/Initial Steps
33. Count and bundle into groups of 50.
34. Put 300 ballots (6 groups of 50) into each tray.
35. A tray is then worked one at a time – “from the cradle to the grave” = all ballots staying together throughout the entire process.
[bookmark: _Toc418230032]Signature Verification
36. This is the Incoming Team
37. They have Scan groups and Verify groups.   In small elections, they scan and verify together, one by one.
38. The Scan group
f. Using DFM, opens a new group.  Assigns a batch # to it.
g. Scans all ballots in the tray.  It should = 300.  
h. In doing the scan, the batch # is now attached to each voter whose ballot was scanned in the batch.
39. The Verify group:   
i. Using DFM, a batch # is entered and the system pulls up 4 signatures (from batch) at a time on the screen. 
j. We noted that the signature of the ballots wasn’t captured during scanning, so we presume that the signature verification must be done manually using the signature on the physical ballot. 	Comment by Nissa Burger: Yes
k. The DFM system recognizes if a ballot for a particular voter has already been received – and if found, it rejects challenges those ballots.  These are marked for Canvassing Board review (ballot stays with the tray; copy is taken for canvassing).ballot is pulled, challenged. 1st ballot is copied.
l. The DFM system recognizes if a voter is now in a non-Active state – and if found, it rejects Challenges those ballots. (E.g. cancelled, felon, or in a pending state where ID hasn’t yet been verified).  They are marked for canvassing board or other and further research is done.
m. If all 4 signatures are good on the screen – mark as Verified.  They compare the ballot signature against any other signature that is on file on the voter’s record.
n. If any signature is not a match or if no signature:
i. Mark those as Challenge (no signature or miscompare) and then hit Verified to mark the remaining ones on the page as verified.
o. After the full batch of 300 is complete (everything marked as Verified or with a challenge code)
i. Credit is assigned to the voters within the DFM (without challenge codes) as having voted. 
ii. The challenged ballots are pulled out of the tray and put into a “challenge bucket” – they are locked up and sealed. 
iii. The # of challenges and the # of good ones are marked on the Batch tag.
[bookmark: _Toc418230033]Challenges/Signature Issues 
40. For those challenged ballots that could not be verified during the Signature Verification step are researched further.
p. Looking for family swaps (husband signs wife’s ballot, wife signs husband’s ballot) --- if found, they are both considered Verified and move through the process with the good ballots.  
q. If not a family swap and just a miscompare, a letter is sent requesting the letter to be returned with a signature.  
r. No signature and miscompare ballots are pulled and kept into a Challenge bucket, locked up and sealed.   Letters are sent at the end of each day.   The letters must be returned with a matching signature by the day before certification in order to receive credit for voting and have their ballot count.
s. This wasn’t discussed in our meetings, but as per the Voter Registration interview, voters who haven’t responded to a challenge letter are contacted via Robo-call or by individual phone calls (presumably 3 days prior to certification).	Comment by Nissa Burger: Yes – Robo Call. Call-Em All
[bookmark: _Toc418230034]Opening
41. Each batch of ballots is worked one at a time.
42. First step is to count all ballots in each bundle and match that the count matches what is expected as per the # on the batch tag.  
43. If counts don’t match – the figure out what went wrong and fix it before moving forward.
44. If counts do match, the matching counts are entered on the batch tag worksheet (assume signed and dated).
45. Send the outside envelopes for all ballots in the tray through ballot slicer.
46. Pull out the secrecy sleeves from all outer envelopes in the tray. Set the outer envelopes aside.
a. As a secrecy sleeve is being pulled out, if one feels empty or feels heavy (as if more than one ballot), these are left in the outer envelope and are set aside for canvassing so that credit for voting can be removed.
47. Bundle the outer envelopes, threading them and keep together with a batch tag. Enter the date received and the batch # from the DFM scan on the batch tag.  Later the scan batch number is added to the outer envelope storage boxes.
48. Pull ballots out of all secrecy envelopes and set the secrecy envelopes aside.  
49. Bundle the secrecy envelopes, thread them, keep them together, and add a batch tag and DFM scan number on each bundle tag.
50. Open all ballots - inspecting each one for issues 
a. Any that require duplication are set on top in the tray
i. Tear or mark on barcode that prevents scanning
ii. Any ballot without a barcode (e.g. online ballots)
iii. If write in name entered but box not filled in
iv. Voter intent questions
b. Any that require the Canvassing board are pulled for Canvassing and indicated on the batch tag.  The batch # and bundle # are written on the top of the original ballot.
v. Voter Intent questions that aren’t covered in the Voter Intent code
vi. A true over vote (not a correction)	Comment by Nissa Burger: These are not sent to CB. They are handled inside of HART
c. Any ballot that is fine and good for the scanner is put into a group of 100 
vii. Normal, no - issue ballots
viii. Under votes
ix. Blank ballots
x. Valid write in
xi. Corrections
xii. True Overvotes
[bookmark: _Toc418230035]Duplication/Ballot Resolution/Scanning
51. Teams of two scanners work a tray of ballots at a time (beginning the Thursday after mail ballots are mailed)
52. First, any ballots on top for duplication are duplicated. They stamp the original with a sequential # that comes from HART or if a web ballot, they are issued a number/precinct and the duplicate with a new HART sequential # and then indicate on the duplication log the original #, the duplicate #, both scanners sign initials and date.  (Do the original and duplicates stay together or do the originals get put into a different location?)	Comment by Nissa Burger: The dups are scanned, the originals are stapled to the dup log and kept in the same box.
53. Assumption is that voter intent questions are addressed resolved in this step.
54. The good ballots and the newly duplicated ballots are all scanned as a batch (completing the ‘cradle to the gravey’ concept).  
55. The HART scanning system (Ballot Now PC) identifies write-ins during the Scan if box is marked. The operators will either type in the name (if not a certified write in) or select a certified name from a drop down list (programmed ahead of time) 
[bookmark: _Toc418230036]Email/Fax/Online Ballots Received
56. If a UOCAVA is returned via email or fax
a. The ballot is printed, put in an envelope, and the oath is taped to the front.  This is logged in a spreadsheet.  It then moves on to opening and will be duplicated.
57. If a non-UOCAVA fax or email is returned
a. We respond via email to tell them that they need a physical copy of their signature.  
58. If a UOCAVA or Non-UOCAVA online ballot is returned in the mail
a. A new label is printed from DFM (which will void their original ballotonce scanned as received, previous ballot issued will void)  and identify that this new ballot was issued.  
b. These ballots are put through the opening process and are sent for duplication
[bookmark: _Toc418230037]Provisional Ballots Received 
59. These are all handled manually and are not tracked in the DFM voter registration system.
60. When one is returned, if found in the VRDB, we print a label from the DFM system and attach it to the envelope.  The ones from our county are sent through for duplication. 
61. Anyone not found in the VRDB is sent to canvassing for rejection.
62. How do you let provisional voters know if they were counted/not counted?	Comment by Nissa Burger: This is on our website
[bookmark: _Toc418230038]Federal Write-In Ballots Received	
63. Because Voter Intent is what counts, any clearly defined voter intent that is delivered with a signed oath is treated as a ballot.  It would go through the duplication process.
[bookmark: _Toc418230039]ACP Voter Ballots Received (Protected Voters)
64. No ACP voters at this time.
[bookmark: _Toc418230040]Topic 4:  Online Ballot Status/Tracking
65. In the MyBallot State site – they include the link for Everyone Counts.  Everyone Counts is the provider of their Online Ballot. 
66. Question: Is only the status of “received” shown on Everyone Counts, or does it show more statuses/challenge data/etc.?	Comment by Nissa Burger: Received is shown on my ballot, not EIC. We also post an excel w/ names & challenge or good on website.
[bookmark: _Toc418230041]Topic 5:  Canvassing Board
67. The board meets every 3 business days beginning the Friday after the election and ending on certification day (they meet 2 times on certification day).   The canvassing board’s tasks are:
a. Rejecting ballots that came 2 in an envelope 
b. Rejecting ballots that were an envelopes andwith no ballot
c. Reviewing voter intent questions and ruling on the matters
d. Rejecting no signature and miscompare ballots that didn’t get a letter back before the day before certification
e. Rejecting late post marks
[bookmark: _Toc418230042]Topic 6:  Drop Boxes
68. Chelan County has 7 drop boxes (5 outside, 2 inside).
69. 67-68% of votes come through the drop boxes.
70. They use seal logs and seals on each drop boxes.  There is a transmittal form that is used to move the ballots from the box to the office.  ½ the form is left inside and ½ the form is taped to the outside.
71. Ballots are always handled by 2.   One team checks the Wenatcheei drop box + the 2 inside. One team goes up one side of the mountains. One team goes up the other side of the mountains.  
72. They are counted and tracked per drop box and recorded in the Seal Log. 
[bookmark: _Toc418230043]Topic 7:  Vote Centers and Accessible Voting Unit Machine (AVU)
73. One voting center located in the Chelan County elections office.  Site open 18 days before Election Day.
74. Anyone who is registered in Chelan County and who comes to the Voting Center is directed to use the AVU machine.
a. Voter is credited with voting in the DFM system and then sent to use the Judges Booth Controller to issue a code for AVU machine (the HART AVU machine).
75. Anyone who is not registered in Chelan County but can be found in the VRDB is directed to the online site to get their specific ballot.	Comment by Nissa Burger: We assest them to ensure they get the ballot
76. Anyone who they can’t find in the VRDB is given a provisional ballot.
[bookmark: _Toc418230044]Topic 8:  Reports
[bookmark: _Toc418230045]Daily Use
77. Hand Count Accountability Report 
a. Match with DFM accountability report
78. DFM Accountability report 
b. Match with hand count report
79. Challenge Reports
80. “By tray/batch” reports
81. Custom report for website- who returned ballots, date returned, and whether or not they were challenged
[bookmark: _Toc418230046]EAC
82. DFM has great reports --- very easy.
[bookmark: _Toc418230047]State
83. Certification worksheet --- DFM has an easy way to generate this as well.
[bookmark: _Toc418230048]Match Backs
84. This was not explicitly discussed, but we assume that those requesting this information may be directed to the custom report on your county website.	Comment by Nissa Burger: Yes
[bookmark: _Toc418230049]Topic 9:  Language Complexities	
85. Not discussed.  
a. Information gathered from Voter Registration interview; English only is used.  
b. DFM Voter System has the capability to add multiple languages when needed.


Mail-In Voting: Chelan County	Page 10

