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[bookmark: _Toc385658625][bookmark: _Toc409962057]Purpose
The purpose of this document is to provide a high-level description of the process and requirements for election setup.
Overview
Election setup is the process of determining what races and ballot measures are in an election and then synchronizing the state and county data.  Synchronizing assures that jurisdictions and precincts, races and candidates, and ballot measures are complete and agree between the state and county systems.  The process includes electronic synchronization, manual exchange, and validation of data between the state WEI system and county Election Management Systems (EMS) to make sure the data in each system is consistent and that both systems have all the data.  
This setup process is critical since the counties produce ballots and tabulate results which are uploaded to the state WEI system. Any missing or inconsistent data would cause a significant problem. These activities are very time consuming, requiring not only the synchronizing of voluminous detailed data but also the visual checking and proofreading of that data.
Counties synchronize their jurisdiction/district/precinct data with the state conditionally depending on whether a county knows there have been changes to their data.
Exchanging data consists of exporting candidate and ballot measure data from the WEI system so it can be imported into the county EMS and ballot production systems. The export and import may be electronic or file in nature but may also be manual re-entry into an EMS or WEI data entry screen.
Further setup activities occur at the county level including ballot style calculation, ballot type determination and voter assignment, Voter Pamphlet preparation and printing – these are documented separately.
Candidate ballot order is determined by lot draw and assigned to all the races.  Sample ballots are produced and published.  Logic and Accuracy tests are performed and validated.  
[bookmark: _Toc385658628][bookmark: _Toc409962060]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
	

	WEIAdmin Page Review
	WEIAdmin Page Review.docx
	WA OSOS

	Cowlitz County Elections
Policies and Procedures
	Cowlitz County Procedures Manual.2015.pdf
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Counties solicit information from their municipalities and authorities to make sure they have all open offices and ballot measures that will be in the election.  State and counties compare their open offices to make sure they agree. Any discrepancies need to be resolved.
Depending on the county in question, elections may be set up separately in the county EMS system (DIMS, DFM) which requires synchronization and validation with the state WEI system.
Candidate filings and ballot measure filings occur during designated dates.  The data is entered into the WEI database (with the exception of King and Yakima counties) and is exported and then imported into the county VR system (DFM, DIMS, VOTEC) and tabulation system (ES&S, Hart, Dominion, Dom-Assure).  Some part of these “imports” may be manual data entry.
The order of offices and ballot measures on ballots is determined by statue statute and rule.  Candidate order on the ballots is determined by lot draw.  The state and some counties use functionality in the WEI system to determine ballot order, others use their own system which may be electronic or manual (Cowlitz uses business cards or similar method).  Once the lot draw is determined for the race with the most candidates the same ballot order is used for all races.
A sample ballot is created for each precinct split at least 15 days before an election. A sample ballot is a printed facsimile of all the issues and offices on the ballot in a Jurisdiction.
An L&A (logic and accuracy) test is run at least 3 days before the election.  The L&A test uses test ballots produced by the ballot production system that include all ballot styles.  The ballots are hand marked and include over votes and under votes. The test ballots are then tabulated and the results uploaded to the WEI system to make sure everything is synchronized and there are no missing entries.  If errors are found, corrections are made and the test is repeated.
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A process flow diagram for election setup is appended to this document.
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4.5.1 Election Management – Election Setup
	Actors:
	County Elections personnel, State Elections personnel, WEI database, EMS databases

	Description:
	Setup an election at state and county levels.

	Pre-Conditions:
	Setup has not been done, all candidates and ballot measures are complete and in their respective source systems.

	Post-Conditions:
	State WEI and county EMS systems are synchronized, ballot styles calculated and assigned as ballot types to voters – ready for election.

	Priority:
	High

	Frequency:
	As needed.

	Included Use Cases:
	4.5.3 Ballots 
4.5.2 Voter Pamphlet
3.1 Print UOCAVA and Non-UOCAVA ballots

	Functional Requirements:
	· Solicit open offices and ballot measures
· Compare county open offices with state and reconcile differences
· Synchronize jurisdiction/district/precinct data between county and state (if necessary)
· Setup election (election date, offices) in county EMS system
· Determine candidate ballot order by lot draw 
· Import/enter candidates and ballot measures into local EMS and ballot production systems
· Prepare and print Voter Pamphlet 
· Calculate Ballot Styles 
· Determine Ballot Types and assign voters 
· Produce sample ballots 
· Perform Logic and Accuracy test 


Variations between Counties
· Counties use different voter registrationelection management systems (DIMS, DFM, Votec) and different tabulation systems (ES&S, Hart, Dominion, Dominion-Assure) which results in wide variations in the details for synchronizing with the state and managing an election.
· Some counties (e.g. Cowlitz) keep their master jurisdiction/district/precinct data in an Excel spreadsheet.
[bookmark: _GoBack]Challenges and Opportunities
The following challenges and opportunities were identified:
· There are a lot of processes that would be more efficient and accurate if performed programmatically.
· Exporting and importing/manual entry of data from state system to county system or vice versa.
· Validation of offices and candidates.
· Validation of ballot measures.
· Exporting and importing/manual entry of data from county EMS to county ballot production system.
· Exporting and importing/manual entry of data from county EMS to county tabulation system.
· Cannot handle overlapping elections
· Cowlitz: Can’t print a “proof” ballot from Hart.  Boss (Hart) builds ballots, need to finalize ballot (save db as “open” ballot in case changes are needed) then export to BallotNow, print ballot and proof, scan ballot into BallotNow, take results to tabulate and verify everything is correct.  If incorrect, restore “open” ballot (Hart) and make sure other dbs are “refreshed” and start over.
· Chelan: Challenge to using MyBallot – layout of MyBallot was missing pages and races; a real challenge so they went to the consortium using Everyone Counts. Took up 8 to 10 pages because of the formatting. Had a race missing as well, even after proofing.
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