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[bookmark: _Toc385658624][bookmark: _Toc409962056][bookmark: _Toc423410238][bookmark: _Toc425054504][bookmark: _Toc430442349][bookmark: _Toc456598586][bookmark: _Toc456600917]Introduction
[bookmark: _Toc385658625][bookmark: _Toc409962057]Purpose
The purpose of this document is to provide a high-level description of the process and requirements for the delivering of mail ballots to the voters of Washington State (UOCAVA and Non-UOCAVA).  This process does not cover the delivery of ACP voter ballots. 
Overview
[bookmark: _Toc385658628][bookmark: _Toc409962060]All counties in Washington must comply with the deadlines for mailing ballots as set by the Federal and State governments.
References
Below are documents referred to in this document or used as reference to create this specification.
	Title
	Source
	Owner

	
	In-person interviews and interview notes
	


[bookmark: _Toc385658629][bookmark: _Toc409962061]Requirement
As per a federal requirement, the UOCAVA ballots must be mailed 45 days before a general or primary election, and 30 days before a special election.  
As per a state requirement, the Non-UOCAVA ballots must be mailed 18 days before Election Day.
Non-UOCAVA ballots that are being delivered to out-of-state addresses need to be given First Class postage to ensure that the other states treat them appropriately. Within Washington State, ballots are mailed with not-for-profit postage but treated as First Class mail.
Counties give ballots to their voters all the way up until Election Day.  It is up to the discretion of the counties to determine when delivering a ballot by mail is no longer the best option.  At the point that mail ballots are no longer sent, voters are instead directed to the county’s online ballot website to retrieve their ballot.
[bookmark: _Toc385658631][bookmark: _Toc409962063]Process Flow
The process flow for Deliver UOCAVA and Non-UOCAVA Ballots by Mail is appended to this document.
[bookmark: _Toc385658638][bookmark: _Toc409962070]Use Cases & Functional Requirement
3.5 – Deliver UOCAVA and Non-UOCAVA Ballots by Mail
	Actors:
	User, EMS, Vendor

	Description:
	Process to mail ballots

	Pre-Conditions:
	Ballot materials are assembled but not yet in the mail

	Post-Conditions:
	Ballot materials are mailed

	Priority:
	High

	Frequency:
	Every General, Primary and Special election

	Included Use Cases:
	N/A

	Functional Requirements:
	· Non-UOCAVA ballots need to be sorted in a way that gives the best post office rates (carrier route order).  Sometimes this is handled via an external piece of hardware and other times the sorting needs to be able to be written into the voter file extract procedures.


Variations between Counties
Variations occur between the counties in the following areas:
· [bookmark: _GoBack]Counties vary in regards to which UOCAVA voters will receive a mail ballot.  Some counties send mail ballots and electronic ballots to UOCAVA voters who request to receive their ballots electronically.  Some counties only send electronic ballots to those voters.
· The way that the Non-UOCAVA ballots are sorted to receive the best post office delivery rate varies between counties.  Some examples are:
· Use a sorter after ballots are assembled.
· Order the addresses in the voter file extract in the carrier route order so that they are printed in that order, can be inserted in that order, and then can be mailed in that order.
· The DFM system accepts a mailing date when the vote file is extracted. The DIMS system uses the vote file extraction date as the mailing date.  In the VOTEC system, the users have to go back to the system after the mailing occurs.  They enter a batch number (that corresponds with a vote file extract that was taken) and a mailing date and then apply that mailing date to all ballots in that batch.
· If a vendor mails the ballots, the method/depth of validation that is done to ensure that the vendor mailed the appropriate ballots varies.
Challenges and Opportunities
· If a UOCAVA voter in WA receives a mail ballot in addition to the electronic ballot in one county and not another, that may be confusing.  It may be worth considering standardizing that across the state so that UOCAVA voters who request electronic ballot delivery would know for sure whether or not they will also receive a mail ballot. 
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