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[bookmark: _Toc418612831]General Information

Topic:  Spokane County Ballot Handling procedures
Date/Time: April 23, 2015, 12:30pm – 3:00pm
Attendees:  
· Kristin Arabally and Kelly Sprague from Quest
· Stephanie Goebel from OSOS
· Mary KeuneKuney, Chief Deputy Auditor
· Mike McLaughlin, Elections Manager
· Kit Anderson, Supervisor of Voter Services
[bookmark: _Toc418612832]Topic 1: Ballot Creation
1. Ballots are created in-house within the Unity system (ES&S).
2. The DFM system creates a “ballot type” report that is used to manually program the ballot types into the Unity System.
a. The contests, measures and candidate data are programmed into Unity.
b. The Jurisdiction data is already in Unity.   With each election, staff identifies which have an item on the ballot for the upcoming election.
i. If jurisdiction data changes, can the data in DFM be uploaded to Unity or does it have to be manually re-entered into Unity? Information can be uploaded but it is all or nothing.  We choose to manually update information.
c. Staff matches up each contest and measure with which Jurisdictions (precinct and portion) that they run in.  
3. Unity creates two PDFs per ballot style, one for the front and one for the back.   
a. Within the Unity system, staff codes these so that the fronts are given an “F” and the backs are given a “B”. The ballot style #s are numeric for the ballot type and alpha for the split parts.   
[bookmark: _Toc418612833]Topic 2: Ballot Printing, Insertion, Delivery
[bookmark: _Toc418612834]Voter Pamphlet	
4. No county voter pamphlet is mailed.  
[bookmark: _Toc418612835]Mail/Email - UOCAVA
[bookmark: _Toc418612836]Timing
5. The UOCAVA ballots are sent out 45 days in advance of a general election and 30 days in advance of a special election.   
a. The ballot PDFs are generally sent to the printer one week ahead of the 45 day deadline.   They usually receive the printed ballots back 3 days before the 45 day deadline.
b. This is all active UOCAVA voters.   There are 4500 UOCAVA voters in Spokane County.
[bookmark: _Toc418612837]Data Extract
6. A UOCAVA voter file extract is taken from DFM that contains the voters and their addresses.
a. This file is strictly UOCAVA.  It does not include snowbirds or out of state civilians.
b. This extract creates the ballots within the DFM system.
c. This extract also creates a “signature image” file that is uploaded to the Tri-TechTritek Signature Verification program for signature verification when the ballots are received.
[bookmark: _Toc418612838]Printing
7. Envelopes are printed by Direct Mail and are sorted in legislative district order.
i. Staff sends this vendor the UOCAVA voter file.
8. Ballots are printed by K&H
a. Staff sends this vendor:  
i. The count of how many ballots per ballot style.
ii. The PDFs generated from the Unity system.
[bookmark: _Toc418612839]Inserting
9. Insertion is done in-house.  The ballot envelopes are returned from Direct Mail in order of legislative district.  This is how they are put into the Inserter machine, as well.UOCAVA ballots are inserted manually in the elections office.
[bookmark: _Toc418612840]Mailing
10. Mailing is done in-house.   How do you make sure the envelopes are sorted in a way that will give you the best post office rates? UOCAVA Ballots are mailed postage paid by a Federal Government Program.
11. All UOCAVA voters get a mail ballot, even if they’ve elected to receive their ballot electronically.
a. It is very common for the voters who elected to receive ballots electronically will complete their mail ballot, scan it, and return it by email (as opposed to using the PDF that was attached in the email.)
[bookmark: _Toc418612841]Emailing
12. An email program through their ballot receipt system, Electrax, is used to send the UOCVAA emails.  The appropriate PDF document as generated from the Unity system is selected for each voter and included as an attachment in the email.
13. Any email ballot that is returned undeliverable is reviewed and attempted to fix (e.g. typo, different address on file, etc.).    If it can’t be fixed, nothing further is done because a mail ballot has also been sent.
[bookmark: _Toc418612842]Mail – Everyone Else (Non-UOCAVA)
[bookmark: _Toc418612843]Timing
14. The non-UOCAVA voter’s ballots are mailed 18 days before the election.
[bookmark: _Toc418612844]Data Extract
15. An “everyone else” (VBM) voter file extract is taken from DFM that contains the voters and their addresses.  This includes the snowbirds and out of state civilians.  
a. This extract creates the ballot envelope informations within the DFM system, including a ballot specific id to the voter..
b. The DFM system does contain a place to keep snowbird addresses and date ranges.  The extract pulls the appropriate address based on the expected date of the mailing.
c. This extract is of Active voters.  
d. This extract also creates a “signature image” file that is uploaded to the Tri-TechTritekTritek Signature Verification program for signature verification when the ballots are received.
[bookmark: _Toc418612845]Printing
16. Envelopes are printed by Direct Mail
a. Staff sends this vendor:  
i. The Everyone Else voter file extract from DFM
17. Ballots are printed by K&H
b. Staff sends this vendor:  
i. The count of how many ballots per ballot style.
ii. The PDFs generated from the Unity system.
[bookmark: _Toc418612846]Inserting
18.   Direct Mail does the inserting.
a. The ballots printed by K&H are sent to the Election Office, the Elections Office will prepare the ballots and take them to Direct Mail for insertion.
b. If an insert is required, they will get these printed by whatever local vendor can provide the best rate.
[bookmark: _Toc418612847]Mailing
19. The mailing is done in-house.  
20. The Tri-TechTritekTritek sorter is used to sort the mail in a way that will allow them to receive the best post office rates possible. 
21. We have noted that the sorter will kick out any ballot that has had an address update since the data extract was done.  Is a 2nd extract taken from DFM to get address changes?  Is the extract then given to the Tri-TechTritek sorter so that it knows the details before putting the ballots through? Additional ballot issue extracts are done daily. This will provide a list of envelopes that are valid to be mailed from the first extract. The ones that are kicked out are checked to make sure that they are not valid to be mailed.
[bookmark: _Toc418612848]EMS System Update
22. The assumption is that the Mailed Date on the ballots is entered at the time the Voter Ballot Data extracts are taken. Yes
[bookmark: _Toc418612849]Change Files 
23.  Extracts from DFM are taken daily after the original main two files (UOCAVA, Non-UOCAVA) are created.  The daily extracts pull all voters that have changes or new registrations.  
a. Often times the 2nd pull of data is also sent to the Direct Mail and K&H Vendors for printing and inserting.   
b. All pulls after that 2nd one, though, generally have small enough numbers that the entire ballot printing and assembly process is done in-house.
[bookmark: _Toc418612850]Replacement Ballots
24. Replacement ballots are handled in-house.
25. When a replacement ballot is requested, is the original ballot marked as void and DFM is used to issue a new ballot?  We assume that the DFM the application is used to print the labels for the replacement ballot envelopes. We can print labels from DFM or we have a mail merge program (access) that we use to print the envelopes.
26. We have noted that when a ballot is returned and it is cancelled, it will be kicked out of the scanner (is this during the first scan pass or the second scan pass?)First Pass.  At that point, if it is the first ballot back (the replacement ballot was not returned), a new label is printed to make it acceptable.  Can you elaborate on this process and what “make it acceptable” means? If two ballots have been issued to a voter, the first one is cancelled. If the voter returns the first one and that ballot type is the same as the second ballot type we will print a label with the second issue id and process the first ballot and the second ballot. If the ballot types are different we will hold the first ballot to see if the second ballot (the correct ballot) is returned. If the second ballot is returned it will be processed. If the second ballot is not returned we will process the first ballot but will duplicate the ballot so that only the races and measures that the voter is eligible to vote for will be counted.
[bookmark: _Toc418612851]ACP Voters (Protected Voters)
27. One Two authorized person people deals with all ACP voters manually.  They are put into different envelopes and with different coding, etc.  Everything is manual. 

[bookmark: _Toc418612852]Voters With IDs Not Yet Verified
28. A letter is sent to the voters letting them know that they need to supply their ID with their ballot in order for it to count.  Do these letters get sent before the ballots or with the ballots? A letter is sent at the time of registration if they fail the ID check. A letter is sent with the ballot at the time of mailing and a letter is sent if they return a ballot without providing the required ID.
29. We have notes that these envelopes are coded separately and mailed separately, and that they don’t go through the sorter.  Are these envelopes the ones containing the letters or containing the ballots?  Please help clarify the process on this topic. These are mailed as a group. First class postage is applied to the envelopes.  A letter on how to have their ballot counted is inserted with the ballot.  They do not have Barcodes on the return envelope so they cannot be processed by normal methods. They are handle special to check for the proper id in the return envelope. If the proper ID is included they are relabeled and processed normally.
[bookmark: _Toc418612853]Washington Special Absentee Ballot Application
30. This is not used.  A person is given his/her correct ballot.
[bookmark: _Toc418612854]Topic 3: Ballot Return
[bookmark: _Toc418612855]Mail Ballots Received (regular)
[bookmark: _Toc418612856]Collecting Mail Ballots
31. The post office brings themail currier service brings the ballots from the Post Office mail ballots directly to the elections office. We also have 19 ballot drop boxes that voters can drop their ballots off 24 hours a day.  In addition to the Elections office drop boxes are located at all city and county public libraries and one at the transit plaza located in downtown Spokane.  
[bookmark: _Toc418612857]Sorting/Initial Steps
32. The ballots are put through the Tri-TechTritekTritek sorter for a first pass.  During this pass, the sorter:
a. Captures the signature (a cropped version).
b. Takes a full picture of the envelope.
c. Stamps a date on the envelope.
d. Puts a sequential # on the envelope.
e. Sorts the envelopes by legislative district.
f. Sorts ballots by legislative district.
g. Once 300 ballots envelopes have been put through the sortersorted into a bin, the ballots are put into a “bin” of 300 and assigned a bin number.   A file is created for receipt/use during signature verification. The sorter program will generate a file from the completed bin and send the file to the signature verification program. 
33. What happens to the physical ballots after the first pass through the Tri TechTritekTritek sorter? 
The physical ballots are placed into mail trays and will stay in the sorter area until they are ready to be processed during the “Second Pass” run.
34. At what point does a file get to Electrax to show the status of “received” for ballots?
After all ballots are run through first pass we will upload all of the first pass files “Bin” files into Electrax.  The will then be marked as “received” or “First Pass’
35. At what point does that “received” status get updated within DFM? We do not upload ballots that are received into DFM.  We will only load ballots that have been accepted and run through “Second Pass’
[bookmark: _Toc418612858]Signature Verification
36. Each file created by the Tri-TechTritektek sorter for a bin of 300 ballots is then sent to the Tri-TechTritektek Verification Program.  The Tri TechTritekTritek systems are independent of each other.  How does the ballot file from the first sort get sent to the signature verification program?  It this automated or manual? It is an automated program.  We are able to continue to run ballots through first pass and verify the signatures at the same time.
37. Signatures are worked in groups of 100 (3 groups per file). When the sorter sends the file of first pass ballots to the signature system it will comingle all of the ballot returns together.  When a verification worker pulls a group of 100 signatures to be verified it will send the first 100 signatures that it finds based on the Precinct Number.  Lowest to highest. This way if need be we could stop the first pass processing and run all of the ballots from a Legislative District at one time through second pass then continue on back to first pass.  We do not do this very often.
h. A first person compares the ballot signature with the voter registration signature one at a time and marks each as Accepted or ‘To Be Reviewed’
i. The signatures appear on the Tri-TechTritek machineSignature  Verification program one at a time for verification.  It shows two signatures for to compare:
1. The signature on the ballot was uploaded/made available as a part of the Tri TechTritek sorter file
2. The signature on the VR record was uploaded/made available via the DFM signature extract that was produced when the ballots were created.
i. After all 100 signatures are marked as accepted or “to be reviewed,” a second person looks at all ballots that were marked as “to be reviewed.”  
ii. This person gives them a second look marks them as either Accepted or give each a Sort Code identifying the particular issue:
1. Mismatched signature
2. No Signature
3. Voter record signature needs to be updated
4. Other (e.g. Deceased)
38.  After the 2nd reviewer is done, the next set of 100 ballots in the file goes through the process.   
39. All groups of ballots within every file put through the first pass of the Tri-TechTritek sorter are reviewed in this same manner.
40. Once all files that went through the first pass have been through the signature verification process, an export from the Tri-TechTritekTritek Verification Program of all Accepted ballots is made.
j. This export is imported to the ballot tracking system, Electrax.   It is at this point that the ballots are marked as ‘Verified’ within Electrax.
k. There is a file created within the Tri-TechTritekTritek verification program of all rejected ballots as well.  This is uploaded into Electrax as well.
41.  An export from Electrax of all accepted ballots is taken.
42. The export is then given to the Tri-TechTritek sorter and all ballots from the day are put through a 2nd pass within the Tri-TechTritek sorter.    
43. This time, the sorter:
l. Creates “good/accepted” batches of 200 ballots each, sorted by legislative district and precinct.
m. Question:  Are the accepted and rejected ballots physically in the same trays at this point?  If so, does the sorter know to spit out any ballot that isn’t on the accepted file? If an envelope is not on the approved list it will sort it out to a specific bin for further processing.
n. Creates a file to match each batch and contains the ballot IDs, the bin # that each came from, and the date/time.  
o. Creates a batch control sheet that accompanies the tray/batch from this point forward.
44. The file that is created from the second pass of the Tri TechTritek sorter is then imported to Electrax so that the batch #s are assigned to the ballots within Electrax.
p. When this import occurs, the ballots in the batches are marked as ‘Ready for Opening’ within Electrax.
45. [bookmark: _GoBack]At what point is the extract taken from Electrax to import into DFM to credit the voters with voting?   We have noted that any voter who is deceased in DFM has to be balanced out in Electrax.  Where does that fit into the process? At this point each day a file is generated from Electrax for all ballots that were marked as “Ready to be counted” or Second Pass. This file is uploaded into DFM with specific codes in each record to mark the ballot in DFM as Received and as Good.  We can then run a process in DFM to Credit each voters registration record. Towards the end of the certification process we can run a report of all voters who marked as Second Pass and compare that to DFM to see who Electrax ran as Second pass and who was not credited with Voting.  This is a manual process.
[bookmark: _Toc418612859]Challenges/Signature Issues
46. An export from Electrax of all rejected ballots is taken.
47. The rejected ballots are then put through the sorter and the ballots are sorted into groups by Sort Code (issue type).
48. Each ‘sort code’ batch that is created by the 2nd pass of the Tri-TechTritek sorter is investigated further.  
a. For signature match issues, the ballot signature is compared against all signatures in the DFM system.  If even one matches, it will count and the sort code can be removed.
i. There is an easy way to see all voters who live at an address so that they can identify if a person in the household accidently signed the wrong ballot.
b. For any sort code that can’t be cleared, the Electrax system is used to generate letters based on the sort code reason.  The papers are color coded so that they are easily identified as they go out and as they come back in.  They are sent out manually.  
49. When a letter is returned:
c. It is recorded that the letter is returned in Electrax. 
d.  If the signature looks good and matches, the ballot gets sent to the Tri-TechTritek signature verification system to get it accepted in that system (and removed from the rejected file).
e. It then comes out of the Tri-techTritek sorter on the accepted file which is put into Electrax to get it accepted in Electrax.
f. When exporting accepted from Electrax, this ballot will be a part of the file and will go to the 2nd pass through the Sorter.
50. For any ballot that has a sort code still on it (in Electrax) within 3 days prior to certification, we use a Robo phone call service that calls each voter to let them know that their ballot is still challenged. For special elections we will make the calls in house.

[bookmark: _Toc418612860]Opening
51. Ballots are worked one tray at a time (each tray contains the 200 – as outputted by the 2nd pass of the Tri TechTritek sorter).
52. Stage 1:
g. First, ballots are physically counted to make sure that there is the expected amount of ballots in the tray (as per the batch control sheet).
i. If a ballot is missing, they know which ballot it is because the batch’s Tri-TechTritek sorter file tells what ballots should be in the batch.
h. Next, separate the security envelopes from the outer envelopes.  
i. Some security envelopes are flagged as out-stacks and are not opened
1. If any security envelope seems to be too thick or too light. 
2. If a wrong election’s ballot is returned.
3. Federal Write-in ballots.
4. ACP voter’s ballots.
i. Count the outer envelopes.
53. Stage 2
j. Count the security envelopes.
k. Pull the ballots out of the security envelopes, unfolding them and making them flat.  (Don’t open the out stacked ballots.)
l. Look at each ballot, looking for ballots that need duplication due to:
i. Voter corrections
ii. Over votes
iii. Stray marks
iv. Write-in ballots are manually tracked at this point (using the manual for how to count/tally the write-in races)
1. For big elections, all declared write in candidates are recorded.
2. For big elections, any partisan primary with an unopposed candidate, and all declared and undeclared write in candidates are recorded.
m. Any ballot found that needs to be duplicated is put into an envelope for ballots needed for duplication.  On the envelope, they mark the #of ballots they are putting in the envelope and the batch # that they are from.
n. The # of ballots that were removed for duplication are entered on the batch control sheet.
o. The batch control sheet is reviewed by another person as a final step for finishing Stage 2.
54. Good ballots are locked up and set aside until scanning can start.  Scanning and Tabulation occur at the same time.  They start scanning before the election (the Monday preceeding Election Day).
[bookmark: _Toc418612861]Duplication/Ballot Resolution/Scanning
55. Ballots put into the envelope for duplication are reviewed and counted by Mike and Kit and the person who run the tabulator.   How often is this done?  As needed depending on the Election.
56. They count them together.
57. The ones that really can be scanned are pulled out and put into a tray for tabulation.
58. The ones that can be scanned are divided up by category. 
p. Over votes, voter intent questions, etc.
59. Kit and Mike work together to interpret the marks.  Using sticky notes, they put the interpretation on each ballot. 
60. They give those ‘sticky-note’ filled ballots to the duplication team.
61. They get blank ballots from another group (in an un-voted room) to match what they need.
62. The ballots are duplicated by teams of two.
63. The original ballots are stored in an envelope.
64. The duplicated ballots are put into a tray for tabulation.
65. A log is filled out stating the # of original ballots in the envelope, the # that were true duplicates, and the # that were not duplicated (ok to be scanned).
[bookmark: _Toc418612862]Email/Fax/Online Ballots Received
66. The state’s MyBallot website is used to generate online ballots that can be marked and returned.  
67. Any voter who calls in the Friday before the election is directed to the MyBallot website.
68. When the online ballots are received (or fax or email), they are repackaged into a real envelope and a label is generated (barcode contains voter name, address, and ballot style).  
q. These are then sent through the regular process with the mail ballots.  What happens when these get to signature verification because they may not have signatures (this is OK for UOCAVA, correct?)    Can explain how these are handled? We use a stamp that states that the Signature has been verified and the date of the verification.
69. There were 1600 of these types of ballots in the 2012 Presidential Election.
[bookmark: _Toc418612863]Provisional Ballots Received 
70. The number of provisional ballots received is very low.
71. When received, the voter’s name is researched in DFM to determine if they are truly a registered voter.    If yes, the ballot is opened and the correct ballot style is indicated on the ballot.  It is then identified on the ballot control sheet and these ballots will go through the normal duplication process.
72. How are provisional voters told whether or not their vote counted? We can load a file into Electrax that will show on our Ballot Tracking System.  The State ballot tracking system will also show them the status of the provisional ballot.
[bookmark: _Toc418612864]Federal Write-In Ballot Received	
73. Federal write-in ballots are out-stacked when they are first received. They wait to see if the actual mail ballot is returned.  If yes, the mail ballot counts.  If the mail ballot doesn’t come in by the time the day of certification is arriving, the federal write in ballots are duplicated.  The ballot will be counted and the voter will be credited with voting.
[bookmark: _Toc418612865]ACP Voter Ballots Received (Protected Voters)
74. Protected voter ballots are out stacked during opening and handled manually from that point forward.
[bookmark: _Toc418612866]Topic 4:  Online Ballot Status/Tracking
75. They do make use of the WEI’s Only Ballot Status tracking page.  This shows “received” once ballots have been received by their DFM system.  The DFM data is uploaded to the WEI nightly.
76. They also have their own county website which shows a more detailed status.  This status is based on Electrax data (so received data here will be real time and will differ from the MyBallot Status on the WEI)
r. Received
s. Verified
t. Ready for opening
u. Ready to be counted
[bookmark: _Toc418612867]Topic 5:  Canvassing Board
77. They meet 2-3 times
v. The Friday before certification day
iii. They present:
1. Ballots with voter intent questions that couldn’t be resolved using the Voter Intent guide.
2. Ballots with Sort Codes.
3. Ballots that were out stacked.
iv. The board looks at a sampling of the issues.  If there is a close race, they may look at every ballot in that race’s district.
w. Certification day
v. Ballots with sort codes or that were outs tacked are officially rejected.
[bookmark: _Toc418612868]Topic 6:  Drop Boxes
78. There are 19 drop boxes including the elections office.
79. 50% of ballots are returned via the drop boxes.
80. Teams of two go out every day to the city drop boxes. The drop boxes to the west and north of the county are checked every other day (west one day, north the next day, etc.).
81. The ballots are put into mail bags – each has a carabiner that shows what location it’s from.
82. The ballots are weighed (to give a guestimate of the # of ballots.  This # is logged with a date and the location on a spreadsheet (this is used to determine the effectiveness of drop boxes and to help identify when locations need to be changed).
83. The drop box ballots are not put into the first Tri TechTritek sorter pass until the day after they arrive to the office.
84. At 8pm on Election Day, teams of two are sent to each location.  They close up the boxes at 8pm, bring the ballots back to the office.  
[bookmark: _Toc418612869]Topic 7:  Vote Centers and Accessible Voting Unit machine (AVU)
85. One voting center is open for 18 days (at their office where a correct ballot can be issued to anyone who walks in).
86. On Election Day, another 5 voting centers are open.  At these locations, they are given a provisional ballot and told that they can get their actual ballot at the main voting center or online.  
87. There is an AVU machine at each voting center.  These AVU machines are each coded for all ballot styles based on an export from the Unity system.    The voter’s physical ballot is required to use this machine.  So, voters who walk into a voting center and want to vote can’t use it unless they have their actual ballot or if they’re at the main voting center when they can be handed their actual ballot.

[bookmark: _Toc418612870]Topic 8:  Reports
[bookmark: _Toc418612871]Daily Use
88. Summary Election (Electrax report)
89. Summary of current status (Electrax report)
90. Detailed reports of what ballots are in a particular status (Electrax report)
[bookmark: _Toc418612872]EAC
91. Various sources are used to pull data for Stuart.
92. DFM tracks some things, but because Electrax is used it can’t be relied on fully.
[bookmark: _Toc418612873]State
93. Reconciliation report.
[bookmark: _Toc418612874]Match Backs
94. Match back requests are produced from Electrax.  Electrax shows which ballots have been returned by a certain date.
[bookmark: _Toc418612875]Topic 9:  Language Complexities	
95. Not discussed.
a. Information gathered from the Voter Registration interview; English only is used.
b. County is highly populated with Russians; however, Russian is not used at this time.
c. DFM Voter System has the capability to add multiple languages when needed.
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