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[bookmark: _Toc418250601]General Information

Topic:  Island County, Mail-In Voting

Date/Time:  4/24/2015, 8:30am - 10:45am

Attendees:
· Kristin Arabally and Kelly Sprague from Quest
· Stephanie Goebel from OSOS 
· Michelle Reagan – Election Supervisor for Island County
[bookmark: _Toc418250602]Topic 1: Ballot Creation
1. HART is the system used for ballot creation (and later, tabulation).
2. An extract is taken from the WEI and imported into the HART system.
a. This extract includes all ballot items – county and state measures and contest names/text as well as candidate details.
b. This extract includes all jurisdiction data necessary to build the ballot types. 
3. Some manual intervention is required before the HART system can create the ballots.
a. Quotes in the WEI have to be changed to parentheses (Not sure when the correction is done - inside WEI or inside HART after import? – This is done in HART if necessary)
b. Measures requiring Levy tables need to have an image created and then imported. 
Note:  For Island County, Michelle has a background in graphics and this is not a big concern for her.  However, other counties find this difficult and solicit Michelle for help.
c. Images within the Instructions documents are created and then imported to make the ballots look just as each county would like them to look.
d. For example, Island County’s Auditor prefers plain text over graphics, so a plain text image is created to overlay any of the pre-existing graphics.  
4. The HART system uses a template based, define system for generating the ballot layouts.  Overall, it is fairly seamless and requires very little intervention to make ballots look as desired.
a. Note:  Fonts/bolding/etc. – cannot be changed or adjusted. This is a HART limitation.
5. The election’s staff enters into HART how many of each ballot type is needed (or is this an input file from VOTEC that is used? – The number of ballots needed for each ballot style is entered manually into the HART system).  The HART system then creates a front PDF and a back PDF For each of the ballots needed.  E.g.  “I need 10 of ballot type A.”   To accommodate that request, the HART system would create 20 PDF documents – a front and back of each of the 10 requested ballot type “A” documents.   HART would create one pdf document for each ballot style – i.e. if you needed 10 ballots for style A, it would create one 20 page postscript file (not individual docs).  The postscript file is then run through the Adobe Distiller to create a pdf file.  This pdf doc would then be printed as a two-sided document, automatically “marrying” the front and back pages together.
a. Note: This was not discussed in much detail in this particular meeting because the HART system had been discussed in a previous meeting with Chelan.    We expect that the naming convention of how each of the PDF documents are titled is specific to the county.  Island County’s naming convention was not discussed.  (Island County’s naming system is as follows when sending the files to be printed.  First is the number code for the precinct, then an underscore, then the number of ballots to be printed (i.e. 151_10.pdf)
[bookmark: _Toc418250603]Topic 2: Ballot Printing, Insertion, Delivery
[bookmark: _Toc418250604] Voter Pamphlet
6. No county level voter pamphlet is mailed.   Voters are directed to the Online Voter Pamphlet (Guide) which will contain state and county measures.
7. State voter pamphlets, in a general election, are created by the State and mailed by the State to every household in the state.
[bookmark: _Toc418250605]Mail/Email - UOCAVA
[bookmark: _Toc418250606]Timing
8. These tasks are done in enough time to have the mailing ready for the 45 days in advance requirement (for a general or primary) and the 30 days in advance requirement (for a special election primary).
[bookmark: _Toc418250607]Data Extract
9. An export from VOTEC is taken to capture active Military and Overseas voters that have requested a Mail ballot.
10. Mail ballots are not sent automatically to voters who request an email ballot.
[bookmark: _Toc418250608]Printing
11. All printing is done in house.
[bookmark: _Toc418250609]Inserting
12. These are manually inserted in-house
13. The inserts include:
a. The outer envelope.
b. The secrecy envelope.
c. The ballot.  
d. Any additional required inserts
[bookmark: _Toc418250610]Mailing
14. These are mailed in house.  (Not sure if the Satori bulk mailer is used in this case to get the mail in best post-office order.)  Satori Bulk Mailer is not used for UOCAVA voters.  They do not need to be sorted in the same way as standard ballots.
[bookmark: _Toc418250611]Emailing
15. Emails contain a link to the State MyBallot website where UOCAVA voters log-in using their first and last name and DOB to mark their ballot and then print.  Voters must print their ballots and then mark them manually.  MyBallot does not allow for online marking of ballots.
a. We presume an export from HART is imported into the WEI.  No.  Ballots generated by MyBallot and submitted to the Elections Office must be manually duplicated onto a fresh, blank HART ballot
16. Emails are sent internally via Outlook on the day that the UOCAVA ballots are required to be sent (45 days before a general or primary election day, 30 days before a primary special election day).
17. An export from VOTEC is taken --- ‘give me all UOCAVA voters who have requested to receive email ballots.’  They are copied into the BCC field and all email notices are sent at one time.
18. If emails are bounced, the staff manually handles them.
a. Change the absentee code to be a Mail request (as opposed to an email request) 
b. Sends a mail ballot and a letter that explains that they tried to send an email but it could not be sent.

[bookmark: _Toc418250612]Mail – Everyone Else (Non-UOCAVA)
[bookmark: _Toc418250613]Timing
19. These tasks are done in enough time to have the mailing ready for the requirement for getting mail ballots in the mail 18 days before Election Day. 
[bookmark: _Toc418250614]Data Extract
20. This extract contains all non UOCAVA voters, including snowbirds.
21. The VOTEC system has a location for snowbird addresses and address ranges.  When the export is done, the address selected is based on the mailing date.
22. Are voters tied to their ballot types inside VOTEC via an import from the HART system? The HART system sees each precinct or sub-precinct as a separate ballot style whether they contain the same information or not, so by matching the precinct/sub of the voter they will get the correct ballot style.  The export of voters from VOTEC contains the precinct/sub information.
[bookmark: _Toc418250615]Printing
23. If < 10,0000 voters
a. The ballots are printed at a local vendor (Oak Harbor)
b. The PDF Files created by HART are sent to Oak Harbor for printing.  
c. The envelopes are printed in-house  
i. The envelopes contain a barcode generated from VOTEC that contains a unique ballot serial number identifying a ballot in a particular election date (this links the ballot back to the voter).  This does NOT link the ballot to the voter, it links the ENVELOPE to the voter.
Note: Occasionally, during a very small election, all pieces would be printed in-house.
24. If > 10,0000 voters
a. The ballots and envelopes are printed at K&H.
b. The PDF files created by HART are sent to K&H for printing.   We presume envelopes, etc. are also sent in files for printing.  
c. Does the file sent to K&H contain just one address field used for printing? If so, we assume the decision about what address to put into that field occurs during the creation of the VOTEC export.  The export file created from VOTEC will contain the mailing address for the voter.  If the mailing address is the same as the residential, it will contain that address.  If the voter is a snowbird, it will contain the mailing address appropriate for the date.
[bookmark: _Toc418250616]Inserting
25. If < 10,0000 voters 
a. These are inserted manually in-house.
26. If > 10,0000 voters:
a. These are inserted by K&H.
[bookmark: _Toc418250617]Mailing
27. If < 10,0000 voters 
a. These are mailed in-house and a Satori Bulk Mailer program is used to sort the data down to carrier route.  Then envelopes are printed in house in that order.
28. If > 10,0000 voters	
a. These are mailed by K&H.  
b. A file is returned from K&H that shows what ballots were sent. Does this file get imported back into VOTEC?  No.  Once we receive the information from K&H that the mailing has gone out, we go into VOTEC and mark the batch as mailed, with the date
[bookmark: _Toc418250618]EMS System Update
29. After a sweep/batch is mailed out, the VOTEC system is used to enter the sweep/batch number and a mailing date.  The system updates all ballots that were delivered in that sweep to record the mailing date on each of those ballots.
[bookmark: _Toc418250619]Change Files 
30. After the “everyone-else” file is mailed, daily sweeps are made in VOTEC to find any new or changed registration data (UOCAVA or Non-UOCAVA).   This sweep is done all the way up until the day before Election Day.
31. The records pulled in the sweep are mailed ballots up until the week before the election (printing, inserting and mailing is done in-house).  Records pulled in sweeps done in the last week before Election Day are contacted by phone and directed to use the MyBallot website.
[bookmark: _Toc418250620]Replacement Ballots
32. We didn’t talk about this at Island County.   We presume the following:
a. The HART system is used to generate a ballot.
b. The printing, inserting and mailing is done in-house.
c. The original ballot in the VOTEC system is identified and voided/suspended and the new ballot is entered.   Does the new replacement HART ballot get imported into VOTEC?  No.  Ballots are not entered into VOTEC.  The voter record in VOTEC will show that a replacement ballot was issued and what date, but there is no import. 
[bookmark: _Toc418230025][bookmark: _Toc418250621]ACP Voters (Protected Voters)
33. These are handled manually by those authorized to do so.  All data is kept outside of the system.  They are mailed to a State PO Box, and the State delivers them to the voters.
[bookmark: _Toc418250622]Voters With IDs Not Yet Verified
34. A letter goes out prior to the election stating that they will be receive a ballot but it will not count until they have their ID verified.
[bookmark: _Toc418250623] Washington Special Absentee Ballot Application
35. Don’t receive requests for these anymore.
[bookmark: _Toc418250624]Topic 3: Ballot Return
[bookmark: _Toc418250625]Mail Ballots Received (regular)
[bookmark: _Toc418250626]Collecting Mail Ballots
36. Mail is sent to a PO Box and delivered to the Elections office (never goes to the post office).  Ballots are picked up at the Post Office by County staff and delivered to the Elections Office, not central mail room.
[bookmark: _Toc418250627]Sorting/Initial Steps
37. Rubber-banded into groups of 50.
38. Approximately 6 groups of 50 (300 ballots) are put into each tray.
39. Each tray has a tracking sheet that will always stay with it.
a. At this point, an individual enters the # of ballots in the tray onto the Tracking Sheet, initials and dates the tracking sheet.  It is ready for signature verification.
[bookmark: _Toc418250628]Signature Verification
40. One tray of ballots is done at a time.
41. A ballot is scanned using a scanner connected to VOTEC.
42. VOTEC reads the barcode and pulls up the voter’s signature with ‘accept’ defaulted. 
a. If the voter has not yet had their ID verified (they are pending and not active), the VOTEC system will automatically put a rejection code on this (not default to Accept).
43. The individual verifies the signature matches and then hits Enter which accepts the ballot OR the individual notices the signature may not be a match, and changes the ‘accept’ response with either 1) NS = No Signature or 2) NM = No Match.  And then hits Enter.   The responses are stored in VOTEC.
Note:  There is a setting that can be used when admins are scanning that will not require the enter key be hit after every scan.  It instead automatically accepts each scan.  Admins know to go back, change the response and then move forward with the next one.  This is not a good option for temporary help because they may get confused with the scanner count (it scans per transaction not per ballot; so, if you scan a ballot once as accept and once as reject, this would show as 2 transactions for the same ballot.
44. After the tray is fully scanned, a tray/batch report is run from VOTEC.  It lists all voters scanned in the batch and which ones were OK’d and which were No Signature (NS) and which ones where No Match (NM).  It gives a total at the end of each sub-group and grand total.  The individual checks that the total # from the VOTEC report matches the # on the Tracking Sheet about the # of ballots that should be in that batch.   
Note: Important policy here --- keep the ballots in order as you scan them.  If any issue – you can read through the VOTEC report to find the place in the ballot order where something was missed.
45. When the counts are equal as expected, the No Signature (NS) and No Match (NM) ballots and any ballots belonging to a voter whose ID has not been verified are pulled from the tray and put into a separate ‘signature issues’ tray.    The ballot tracking sheet is updated to show the # that were removed, and the # that remain (and individual signs and dates).  This tray (only non-issue ballots) is now ready for the work room.
[bookmark: _Toc418250629]Challenges/Signature Issues
46. The signature tray ballots are reviewed by another person:
a. Is it truly a mismatch? 
i.   If yes – this remains a NM
b. Is it a family mismatch?
i. E.g. wife signs husbands ballot and husband signs wife’s ballot.  If both ballots come in together (common), they will just count both.   If only one comes in, they will print a new label for the envelope that shows the name of the voter who signed the ballot.  The label goes above the original label. The credit is then removed from the voter on the original label and added to the voter on the new label.  
c. Did a voter sign two ballots? 
i. E.g. If a Mom signs her ballot and Jr’s ballot who is away at college or b) power of attorney is used in this case, which is illegal but not commonly recognized.
ii. In these cases, they are notified that they must have Jr sign off on her having signed his ballot.  Jr. can NOT authorize Mom to sign.  Jr. must sign his own affidavit.
iii. If not done, these are turned over to the PA’s office who does follow up with a similar letter, and if not resolved within 30 days, PA will prosecute.
[bookmark: _Toc418250630]Opening
47. This is done in an area called the Work Room.
48. Trays are worked one at a time.
49. The outside envelopes are run through an envelope slitter.
50. The team pulls out the pink security envelopes of all in a tray.
51. If the team notices that a particular pink envelope is empty or extra full, (based on just feeling it) they are brought to a supervisor’s attention so that they can be sent to the Canvassing board  If a pink envelope is empty, it is entered into the tracking sheet as an empty envelope, but not removed from the rest of the tray.  Envelopes containing two ballots are sent to Canvassing Board..
52. The outside envelopes are put into an empty tray.
53. The pink security envelopes are run through the envelope slitter.  The whole tray is done at once.  The envelopes are set aside.
54. The ballots are then opened and inspected and grouped into two piles.  
a. Auto Batch pile
i. No issues in the barcode.  Under votes are OK.  Blank Ballots are Ok.
b. Manual Batch pile
i. Write In
ii. Over votes
iii. Issue in barcode (torn, marks) When do these get separated for duplication?  Ballots are duplicated during this process.  The duplicated ballot stays with the rest of the tray and the original damaged ballot is stored in a separate secured file.

Note: If any pink envelope contains 0 ballots or > 1 ballot it is given to a supervisor for Canvass.  If a pink envelope is empty, the empty envelope is noted on the tracking sheet, but the pink envelope goes with the rest of the pink envelopes from the tray.
c. Within a single tray’s ballots, the batches are formed in groups of 150.  E.g. in a group of 300 ballots … 150 auto batch, 145 auto match, and 5 manual batch.
55. The outer envelopes are threaded and stored. The security envelopes are threaded and stored.  Storage is in separate locations due to different retention schedules.
56. The tray sheet is updated to show the ballot count in the tray, initial, and date.
57. They put the tray into a locked cabinet that is a “ready to be scanned” cabinet.  They enter onto a log the tray # they’re adding.
[bookmark: _Toc418250631]Duplication/Ballot Resolution/Scanning 
58. Duplication
a. Ballots Duplicated
i. Any ballot that has an issue with the barcode, marks, or tears	
i. Fax ballots
ii. Email ballots
iii. Ballots generated by MyBallot website
iv. Federal Write-In ballots (after determining a regular ballot won’t be received
b. Duplication process
i. Teams of two, get a clean ballot for the same precinct for the one that needs to be duplicated. (Is this ballot on demand through HART? Or just paper pulls from extra PDFS maybe generated from HART during the first run? Or both?)  We usually do an initial print with a 5% overage.  It could be one of these, or if we have used all of our extras, we print more from HART
ii. A log is kept containing the initials of both team members, date, serial # from original ballot, and serial # from new ballot.
c. One person reads damaged ballot answers and one person fills in results.  Then they switch and verify their new ballot in the same manner.  The clean ballot goes back into the tray.  The original ballot goes into a ‘duplicate’ file.
Note: This is an increasing problem – very time consuming.  MyVote ballots are still better than provisional, but the growing trend of using MyBallot could become a problem.
59. Scanning 
a. Take a tray from the scanning cabinet. 
b. Enter initials, date onto a log, and identify what tray is being taken for scanning.
c. Scan the ballots using the HART system (both auto and manual resolution ballots follow through this step the same way).  
d. The HART scanner assigns a batch number and provides the counts the ballots on the Scan Batch report.  
e. The individuals make sure the Scan Batch Report count matches the tracking sheet’s expected count.  
f. The individuals enter the HART’s scan batch # on the Tracking Sheet, sign it, and date it.
g. Ballots are put into a container.  The Tracking sheet is stored in an Inbox (different containers).
60. Ballot Resolution
a. A ballot resolution team takes a tracking sheet from the inbox to work, one at a time.
b. Using a HART system, the HART batch # is entered.
c. All ballots in a batch are pulled up on the screen.  Batches with a white icon for indicate issues and green icons indicate that the system does not see any issues for non-issues.
d. Batches with no issues are auto resolved and then the # of ballots shown on the HART screen for that batch is entered on the Tracking Sheet.
e. Batches with issues or manual batches:
i. Write Ins
1. All certified write-in candidates are programmed in HART ahead of time.  AS well as Fictional Character, No Name and Uncertified.  
2. When a write in is found on the ballot – the user can identify the write in candidate in one of those categories and in –if  not one of those, the name is typed in then.
ii. Voter Intent issues
1. If it can be resolved, it is resolved right then on the HART system. HART points out, using color, which race has the issue.  E.g., Orange square found on over voted races so it is not too time consuming.
2. If it cannot be resolved, the ballot is pulled for Canvass (and indicated on the tracking sheet).  It is also deleted from the HART batch (and assigned a canvass control #)
iii. HART keeps track of what was changed.
iv. Once all ballots have been resolved, the information is entered on the Tracking Sheet
f. There is a ballot resolution log that teams use to log the first and last trays that they resolve.  This is for determining which team (people) resolve which ballots.  
g. At the end of each day, a HART report gives a list of all ballots that were corrected in any given day.  This report is called the Ballot Resolution Report. 
h. The information from the Tracking Sheets are manually entered into a daily balance spread sheet This tracking log is manually entered into a daily balance spreadsheet that is compared against the VOTEC system regarding # of voters who were credited with voting.
i. Signature verification issues
v. If, after the double check, a NM or NS holds true, a merge file is created and letters are sent letting them know that their ballot signature wasn’t valid and they need to return the letter before the day before certification in order to have their ballot counted.
vi. Manual phone calls are made to any voter who is still in an NM or NS category within 3 days before the certification of the election.
[bookmark: _Toc418250632]Email, Fax, Online Received
61. When are these ballots identified and pulled aside for duplication?  Upon receipt in the Election Office, these ballots are printed/retrieved from fax machine and entered into a tray of ballots.  Labels are generated from VOTEC to show that the voter was issued a ballot.  The label is put on the ballot.  The ballots are then processed just like any other ballot.  Do the UOCAVA emailed/faxed/online ballots go through regular signature verification process?  Yes
62. As per federal law, if a UOCAVA voter votes by these methods, physical signatures will is required to be received by the day before certification in order for the ballot to count.  This wasn’t discussed. We aren’t sure if non-UOCAVA submissions are considered challenges prior to the signature being received, or if they are just kept in a separate file knowing that the signature is on its way.  Ballots may be received electronically from UOCAVA voters without requiring a hard copy follow up.  The electronic version is accepted as is.
63. These are duplicated (see duplication).
[bookmark: _Toc418250633]Provisional Ballots Received 
64. Very few received.
65. A letter sent to provisional voters to let them know that their ballot didn’t count.    
Note: They never have received a provisional ballot from a voter who is actually registered to vote.  Since the implementation of MyVote, Island County prints MyVote ballots for all Washington voters who come into our office.  We only give provisional ballots to those individuals who are not registered in the state.  We do receive Provisional Ballots from other counties that they have issued, as opposed to using MyVote to give an Island County voter a ballot.
[bookmark: _Toc418250634]Federal Write-In Ballot Received
66. A regular ballot will trump a federal write in ballot.  Hold onto federal write in ballots if a regular ballot was mailed, just in case.   If a ballot was not previously delivered, the federal write in ballot is processed (via duplication) right away.
[bookmark: _Toc418250635]ACP Voter Ballots Received (Protected Voters)
67. Handled entirely outside the system.
68. These are usually caught before signature verification because their label is different (not a printed label).   If not caught then, it is caught during signature verification because there is no barcode to scan.  In either case, the ballots are given to staff authorized to view.  If found only at sig check, the ACP ballot total count is included in the batch tracking sheet.
[bookmark: _Toc418250636]Topic 4:  Online Ballot Status/Tracking
69. Voters use MyVote to see the “Received” status.  This is the only place to get this data.
[bookmark: _Toc418250637]Topic 5:  Canvassing Board
70. Meet three times
a. One time during election cycle
i. Voter Intent questions are discussed and resolved.
ii. A canvass batch is done after intent is determined.
b. One time at 4pm the day before certification
i. Voter Intent questions are discussed and resolved.  
ii. A canvass batch is done after intent is determined.
c. One time at 9am the day of certification
i. This is when they do final rejections and certify the election
ii. After final rejections are done there is no need to update VOTEC because the voters have not yet been credited with voting.
iii. Any acceptance that is made then VOTEC must be updated and the ballot processed through tabulation.
[bookmark: _Toc418250638]Topic 6: Drop Boxes
71. 7 drop boxes (2 inside, 5 outside)
72. They use a county van to pick up the ballots in teams of 2.  Citizens on Patrol are used for pick up on Witby Camano Island (not the island their office is on).
73. They are all sealed, they use a seal log.
74. They count ballots by boxes to count them and track them in a spreadsheet.  Then ballots are sent through the regular Mail ballot return process.
[bookmark: _Toc418250639]Topic 7:  Vote Centers and Accessible Voting Unit Machine (AVU)
75. One voting center at the elections office.
76. Voters in Island County are given their actual ballot.
77. Voters in another county are directed to MyBallot.  They accept them and send them to the correct counties.  If the out of county voter is in the Island County office, we go to the MyVote site and print a ballot for them.
78. Non-Voters are given provisional ballots.
79. Voters needing assistance can use the ACU AVU machine.  Several staff vote on the ACU AVU machine each election night just in case only one voter uses the machine to vote (to protect voter anonymity). 
[bookmark: _Toc418250640]Topic 8:  Reports
[bookmark: _Toc418250641]Daily Use
80. The tray/batch tracking sheets.
81. The daily ballots report (where we enter the tray tracking sheets).
82. Absentee returns summary sheet (from VOTEC) shows ballot activity for incoming ballots (how many ballots in, credits for voting, NM, NS, total).
[bookmark: _Toc418250642]EAC
83. Pulled together from a variety of sources.
[bookmark: _Toc418250643]State
84. Reconciliation reports are straight forward.  They can fill in these details from their own reports.
[bookmark: _Toc418250644]Match Backs
85. These reports are paid for.
86. This is an export from VOTEC and then manual work to remove any columns of data that are not to be included (per state statute).  
87. The list includes all registered voters in the election and a column that state Yes/No about the ballot having been received.  The file also contains the name, address, and precinct information, gender, birth date and date of registration, voter ID # and voting history (yes/no answer).  
[bookmark: _Toc418250645]Topic 9:  Language Complexities	
88. Not discussed.
a. Information gathered from Voter Registration interview; English only is used.
b. Not sure if VOTEC offers this option.
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