Chapter 3

Absentee Voting

This chapter of the handbook is broken into categories of related tasks and deadlines that apply
to absentee voting in all elections.

When something applies only to a particular type of election, that information is noted. See the
election-specific chapters of this handbook for details that apply just to that election.
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Absentee Ballot Requests

Who May Request Absentee Ballots

Any lowa voter may request an absentee ballot if they expect they cannot go to the polls on
election day.
[853.1]

Request Methods

Voters can use the official lowa absentee ballot request form. Voters can also write a request on
paper no smaller than 3x5 inches and include the following information:

= Voter's name
= Voter’s registration address

= Address to which the ballot should be sent (if different from the voter’s registration
address)

= Voter's date of birth

= Date and/or name of the election for which the voter is requesting a ballot, and
= The voter’s signature

= Party affiliation — primary elections only (see page 24 for more information)

Requests solicited and returned to the auditor by a person acting as an actual or implied agent
for a political party, candidate, or committee as defined by Chapter 68A must be on the official
lowa absentee ballot request form with receipt and must be returned to the auditor within 72
hours. See the “Absentee Ballot Request Solicitor Restrictions” section for more information.
[853.2, 53.3]

Requests by Email or Fax

Voters may submit a request for an absentee ballot by email or fax. Domestic voters must also
mail the original signed copy of their request to the auditor. If mailed, the original request must
be postmarked by the Friday before the election and received by the time the polls close on
election day. UOCAVA voters do not have to send their original request. All electronic requests
must include an image of the voter’s written signature.

[39.3(17), IAC 721—21.2, 21.320(2)]

If an electronic request is received from a domestic voter, send the voter a ballot and a notice

explaining the original request by received by the deadline. A sample notice “Electronically
Submitted Request” is available in the Election Forms Library.
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Who May Sign Absentee Ballot Requests

A person who has power of attorney does not have the right to request or cast an absentee
ballot for another person. A voter may ask for help to request or mark the absentee ballot, but
the voter must sign the request form and affidavit of voter requesting assistance if casting a
ballot with assistance at the auditor’s office. The voter must decide how to mark the ballot.

Voters with disabilities may be unable to sign their names. They may substitute:

= A rubber stamp reproduction of the voter’s signature if it is affixed by the voter or at the
request of the voter and in the voter’s presence.

= The name of the voter written by another person if it is done at the request of the voter
and in the voter’s presence.
[839.3(17)]

If an absentee request is signed POA, send the voter a notice explaining the voter must sign the
form, ask for assistance in signing the form, or having someone sign the form on the voter’s
behalf. A sample notice “Absentee Request Signed POA” is available in the Election Forms
Library.

Request Deadlines

In-Person Domestic Absentee Voters

In-person absentee voters at the auditor’s office may request and vote absentee ballots no
earlier than 40 days before an election. This is true for all elections.

Generally, absentee voting at the auditor’s office must end on the day before the election. The
exception to this rule is when the auditor decides to open the polls at noon for an election as
permitted by 849.73. When the polls do not open until noon, the auditor must provide absentee
voting for that jurisdiction in the auditor’s office on election day from 8:00 a.m. until 11:00 a.m.
[853.2]

By-Mail Domestic Absentee Voters

By-mail absentee voters may request absentee ballots at any time before an election. Absentee
requests can be entered in I-VOTERS as soon as the initial election setup is completed in
“Election Management.”

The last day to request an absentee ballot by mail for any election is the Friday before the
election at 5:00 p.m.

[853.2]
By-Mail UOCAVA Voters

By-mail UOCAVA voters may request absentee ballots at any time before an election. The last
day for a UOCAVA voter to request an absentee ballot by mail for any election is the Friday
before the election at 5:00 p.m.

[853.40(1)(a)]

See pages 24 — 34 for more information.
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E-transmission UOCAVA Voters

UOCAVA voters requesting to receive unvoted balloting materials by either fax or email may
request absentee ballots at any time before an election.

The last day for a UOCAVA voter to request an absentee ballot by either fax or email is the day
before the election at the close of business.

See pages 24 — 34 for more information.

[853.40, IAC 721—21.320]
Proxy Request for UOCAVA Voters
Proxy requests may be submitted by certain family members of UOCAVA voters, only for the
general election. The family member must reside in the same county as where the voter
claims residence. These requests may not be submitted more than 70 days before a general
election.
The last day for a family member to submit a proxy request on behalf of a UOCAVA voter is the
Friday before the election at 5:00 p.m., if the request is for a mailed ballot or the Monday before
the election at the close of business if the request is for an e-transmission ballot.
See pages 24 — 34 for more information.

[853.40(1)(b)]

Special State Write-In (aka Submarine) Ballot Requests by UOCAVA Voters

Requests for special write-in ballots may be submitted by UOCAVA voters only for the general
election. These requests may not be submitted more than 90 days before the general election.

The last day to request a special state write-in (submarine) ballot is the day regular absentee
ballots become available.

See pages 24 — 34 for more information.
[853.45]
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Voters Admitted to Hospitals and Nursing Homes Within 3 days of the Election

Voters who are admitted to hospitals and nursing homes any time after 12:00 a.m. on the
Saturday before the election may request delivery of an absentee ballot at the hospital or
nursing home up to four hours before the polls close on election day. This request may be
made by telephone.

See pages 24 — 34 for more information.
[853.22(2), 53.22(5)]

Absentee Requests in School and City Elections

If you are a non-control county for a school or city election, enter absentee ballot requests for
voters in your county in I-VOTERS. Generate an absentee ballot mailing label and forward the
label and the original request form to the control county auditor.

If you are the control county and receive an absentee ballot request for a voter in another
county, forward a copy of the request to the voter’s county. The non-control county will enter the
request in I-VOTERS and send you the absentee ballot mailing label. The control county should
maintain custody of the original absentee ballot request form.

UOCAVA Absentee Ballot Requests

You must forward copies of valid absentee requests from UOCAVA voters from your county
who live in school districts or cities controlled by another auditor to the control county auditor if
the voter has requested ballots specifically for the school or city election or has requested
ballots for all elections.
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Reviewing Absentee Ballot Requests

Overview

Absentee ballot requests must be reviewed to see if all required information was included. The
following information is required to be on every absentee ballot request:

Voter’'s name
Voter’s registration address

Address to which the ballot should be sent (if different from the voter’s registration
address)

Voter’'s date of birth
Date and/or name of the election for which the voter is requesting a ballot

Only one of these is needed, not both. There is no limit on how early a voter may
request an absentee ballot by mail for an election. Do not assume the request is for the
next scheduled election.

The voter’s signature
Voter's political party affiliation, if any (primary elections only)

If the voter did not mark a party affiliation on the request, check the voter’s registration
record. If the registration record indicates a party affiliation, send the voter the ballot of
the party indicated on the registration record.

If the voter marked a party different than the party indicated on the voter’s registration
record or if the voter was not previously registered with a party, accept the request as a
change or declaration of party affiliation on the voter’s registration record. Send the voter
a notice informing the voter of the change of party affiliation. A sample notice “Change of
Party Affiliation” is available in the Election Forms Library.

If the voter did not mark a party affiliation on the request and the voter’s registration
record does not indicate a party affiliation, send the voter a notice along with a new
absentee ballot request.

Request Missing Information or Signature

If required information is missing, obtain it by the best means available.

[§53.2]

Call or email the voter. If you call, speak only to the voter. Record the date and time of the
conversation and the name of the staff member making the call. Keep this information with the
request.
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Follow up by mail, if there is time. Send the voter a copy of the original request with an
explanation of the required additional information and a new request form.

If the absentee request is not signed, do not process the request. Send the voter a notice
explaining the voter must sign the request form. Include a new absentee request form with the
notice. A sample notice “Absentee Request Not Signed” is available in the Election Forms
Library.

Do not return absentee ballot requests to a political party or group if a request form is
incomplete.

File Stamp Absentee Ballot Requests

Best Practice: Absentee ballot requests should be filed stamped with the date they are
received in your office.

Voter's Party Affiliation on Request Doesn’t Match Voter’'s Reqgistration Record

The request must be accepted as a change or declaration of party affiliation. The voter's
registration record in I-VOTERS must be updated to reflect the party change at the time the
absentee request is entered.

For primary elections, send a notice to the voter with the ballot informing the voter you made a
change in the voter’s registration record. A sample “Change of Party Affiliation” notice is
available in the Election Forms Library.

[853.2(5)]

For all other elections, you may send a voter registration card. No notice is required to be sent
with the ballot.

Requestor is not a Registered Voter

Do not send the voter an absentee ballot. If the request form was received before the pre-
registration deadline, send the eligible elector a voter registration form, a new absentee ballot
request form, and a letter explaining the registration status issue. A sample notice “Not
Registered Before Deadline” is available in the Election Forms Library.

If the request form was received after the pre-registration deadline, send the eligible elector a
letter explaining the EDR and in-person absentee voting procedures. A sample notice “Not
Registered After Deadline” is available in the Election Forms Library.

[853.2(6)]

Voter Submitted Different Residential Address on Request than Reqistration Record and
Did Not Check Box “1 Have Moved”

Update the voter’s registration record in I-VOTERS even if the voter did not check the box next
to “I have moved” on previous versions of the absentee request form.
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Requestor has “Inactive” Registration Status

When an “Inactive” voter requests an absentee ballot, update the voter’s registration record to
“Active” in I-VOTERS unless the voter’s status reason is “Pending — Returned Mail/ Third Party.”

Inactive Voter with Reason “Pending — Returned Mail/ Third Party”

If an “Inactive” voter with a status reason of “Pending — Returned Mail/ Third Party” submits
absentee ballot request, change the voter’s status to “Pending.” Use the previous pending
status reason found in the voter’'s audit log. Follow the instructions for absentee voters with
“Pending” status.

Made Inactive After Request Received and Before Ballots Mailed

If the voter is made “Inactive” between the time the voter requested an absentee ballot and the
time absentee ballots are ready to mail, mail the voter a ballot. Also send the voter a separate

notice informing the voter of the requirement to provide ID before the ballot can be counted.

A sample notice “Inactive Voter with Absentee Ballot” is available in the Election Forms Library.
[IAC 721—21.301(1), 21.301(3)]
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Requestor has “Pending” Reqistration Status

The voter must provide identification pursuant to 848A.8 before the voter’s absentee ballot can
be counted.

Pending Voter Casting Absentee In-Person
In-person applicants for absentee ballots must provide ID before casting a ballot.

= |f the voter is able to show ID, change the voter’s registration record in I-VOTERS to
“Active” status and provide an absentee ballot to the voter.

= |f the voter cannot provide ID, offer the voter a provisional ballot.

Pending Voter Requesting Absentee by Mail

By-mail applicants for absentee ballots must either provide ID at your office or mail a copy of the
identification before the voter’s absentee ballot can be counted by the ASVP board.

= Send a notice to the voter with the absentee ballot informing the voter of the requirement
to provide identification before the absentee ballot can be considered for counting by the
ASVP board. A sample notice “Pending Voter Absentee Request” is available in the
Election Forms Library.

= [f the voter provides ID before the ASVP board meets to count absentee ballots, change
the voter’s registration record in I-VOTERS to “Active” status.

= If the voter fails to provide ID before the ASVP board meets to count absentee ballots, a
member of the ASVP board must challenge the voter's absentee ballot.

0 The board must immediately mail a notice of the challenge to the voter. The
notice must include the deadline for the voter to provide ID (i.e. the date and time
the ASVP board will reconvene to consider challenged absentee ballots). A
sample notice “Notice to Challenged Absentee Voter” is available in the Election
Forms Library.

o If the voter provides ID by the time the board reconvenes to consider challenged
absentee ballots, the voter’s status should be changed to “Active” and the voter’s
ballot can be considered for counting by the board.

o If the voter fails to provide ID, the voter’s ballot must be rejected by the board.
The voter must be notified of the reason for rejection. A sample notice “Rejected
Absentee” is available in the Election Forms Library. The voter's status will
remain “Pending.”

[IAC 721—21.304]
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Pending Voter With Voted Absentee

Send a notice to the voter informing the voter of the requirement to provide ID before the
absentee ballot can be considered for counting by the ASVP board. A sample “Pending Voter

with Voted Absentee Ballot” notice is available in the Election Forms Library.
[IAC 721—21.304(3)]
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Absentee Ballot Request Solicitor Restrictions

1. Official form and receipts required

Persons collecting absentee ballot requests while acting as an actual or implied agent
for a political party, candidate, or committee as defined by Chapter 68A must use the
official absentee ballot request form. They must also issue receipts for the completed
request forms. Receipts must include the following information:

= Name of voter

= Name and date of election for which voter is requesting a ballot

= Name and contact phone number of the person collecting the forms
= Political party, candidate or committee the person is representing

» Date and time the request was received from the voter

= Statement that the request form will be delivered to the county auditor within 72
hours of receiving the form or by 5 p.m. on the Friday before the election,
whichever is earlier

= Statement that an absentee ballot will be mailed to the voter within 24 hours after
the auditor receives the request or within 24 hours of when ballots are available
[853.30]

The SOS provides an official absentee ballot request form with a receipt attached. A
copy is available in the Election Forms Library.

2. Pre-printed/pre-addressed applications

Groups working to collect absentee ballot requests may print voter information on the
official form or apply stickers with a voter's name and address. The voter must sign the
form.

No one may pre-print or pre-address an absentee ballot request form with instructions to
send the ballot to any person except the voter. The auditor’s address is the only mail-to
address that can be printed on the absentee ballot request form.

3. Requests turned in within 72 hours

Persons collecting absentee ballot requests while acting as an actual or implied agent
for a political party, candidate, or committee as defined by Chapter 68A must return
completed request forms to the auditor within 72 hours after the forms are collected from
voters or no later than 5 p.m. on the Friday before the election, whichever is earlier. This
deadline is extended until the next business day if the auditor’s office is not open at the
expiration of the 72 hour time limit.

[847.4, 53.2(8)]
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Absentee Voting By Mail for Domestic Voters

Deadline to Request

A request for the auditor to mail an absentee ballot must be received by the auditor no later than
5 p.m. on the Friday before the election.The auditor’s office must be open until 5 p.m. on the
Friday before each election to receive requests for absentee ballots.

[§53.2]

As soon as the first election-specific absentee ballot request is received, the auditor may set up

the election in I-VOTERS and begin entering requests.

Entering Domestic Voter Absentee Requests in I-VOTERS

1.

2.

July 2016

Open the voter’s record.

If the voter moved from the address where currently
registered, update the voter residence address and

click on “Save.”

Important Note: Do not update the voter's

registration mailing address to the mailing address

listed on the absentee ballot request.

Click on the “Absentee” tab above the voter’'s
residence.

Click on “Add.”

When the “Absentee Details” screen opens,
choose “Election Specific” as the request type.

Choose the appropriate election from the drop-

down menu. The elections are listed in this menu in
chronological order with the last election appearing

first.
Choose the “Request Source.”

Make sure the “Issue Method” is correct. For

Residenchp Absentes | story | Contacts | Woting History |
Dates/Elections [ Seq Num | Source |Address | County

4] | B

[~ Special Absentee 5., Blots Add I Detallsl Void |

IF Voter Registration - Absentee Detail

Absentee Type

|Election Specific  ¥| [12/04/2012 Test Election =l

Absentee Application Source HCF/Satellite Location Issue Method

| =l = [

I” Federal I~ Schoal = Gty I~ Special [T Al

Date Requested Date Sent Date Received Relssue Method

[07/08/2012 [ [ | =
Political Party ¥ Use Address On File

101 N MAIN 5T
ALGONA, IA 50511

[ -

Comments

ballots that will be mailed, the “Issue Method” " =l
should be “Mailing.” E
—Absentee Address
Country |LIHITED STATES OF AMERICA | IFlusA
Address d
| g
Gity/st/zip | = I-| |
—Absentee Link
Voter ID | Link to Voter | Unlink |
Unsend Ballot | Print Now Print Later | Close
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9. Check the voter’'s absentee request to see if the
voter would like the ballot mailed to the registration
address or a mailing address.

a. If the voter wants the ballot mailed to the voter’s
registration address, click on the “Use Address
on File” checkbox.

If the voter has a mailing address listed on the
voter’s registration record, clicking “Use Address
on File” will pull in the voter’s registration mailing
address for the absentee mailing label.

b. If the voter lists a mailing address on the
absentee request, type the mailing address into
the “Absentee Address” field.

“Use Address on File” Marked and Mailing Address on
Reqistration Record

Best Practice: In this situation, if the voter’s ballot was
returned undeliverable, unsend the ballot in I-VOTERS,
uncheck the “Use Address on File” box, and resend the
ballot to the voter’s residential address as indicated on
the absentee request. To unsend the ballot, open the

“Absentee Details” screen from the voter’s record and__

click “Unsend Ballot.”

Registration - Absentee Detail

&

Absentee Type

|Election specific x| [12/04/2012 Test Election

Absentee Application Source HCF/Satellite Location

[
Issue Method
[ |

| = =
Election Type
lrl_ Federal I” Schoaol I~ City [~ Special [~ Al
Date Requested Date Sent Date Received Relssue Method
|n7;06;2012 | f | =]
Palitical Party ¥ Use Address On File
| H| [ 101 N maIN ST
T AL GONA, TA 50511
Comments
| [
H
—Absentee Address
W \TES OF AMERICA j [~ UsA
Address ’ :I
ciy/si/z | = ) |
—Absentee Link
Voter ID | Link to Voter | Unlink |
Unsend Ballot | Print Mow Print Later | Close

10. Click on “Print Later” to send a label to “Election Management” to print later. To print a

label immediately, click on “Print Now.”
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Mailing Ballots

The auditor may mail ballots to voters as soon as they are ready, even if it is more than 40 days
before an election.
[853.8]

Carefully review each ballot style when you receive ballots from the printer and before they are
mailed. If possible, test each ballot style to be sure the scanner can properly read them if using
voting equipment.

After the ballots are ready, you are required by law to mail absentee ballots within 24 hours after
receiving requests unless the voter is a resident of a hospital or health care facility. See pages
21 — 23 for more information.

[853.8(1)]

Items to Include with Absentee Ballots

1. Public measure text (if any)

Include the full text of any public measures that are summarized on the ballot but not
printed in full.

2. Secrecy envelope

Include a secrecy envelope if the ballot cannot be folded to cover all of the voting targets
or if you plan to open the affidavit envelopes on Monday before election day.
[853.8(1), 53.23(3)]

3. Affidavit envelope

The affidavit envelope is the equivalent of the voter’s declaration of eligibility. It must be
marked with the serial number (i.e. absentee sequence number) used to identify the
absentee request in the auditor’s records.

Important Note: The affidavit envelope and return envelope may be combined into one
envelope.
[853.8(1)]

4. Return envelope

Important Note: The affidavit envelope and return envelope may be combined into one
envelope.
[853.8(1)]

This envelope must be addressed to the auditor’s office and have the appropriate return
postage or postal permit guaranteeing that the auditor will pay the return postage. The
envelope must be marked with the serial number (i.e. absentee sequence number) used
to identify the absentee request in the auditor’s records.
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The return envelope must also have the return deadline statement printed or stamped on
the flap or back of the envelope.

Return Deadline Statement:

“This ballot will only be eligible for counting if it is received by the auditor’s office before
the polls close on election day or postmarked before election day and received by the
deadline listed in the voting instructions included with this ballot.

Postmarks are not guaranteed!

Mail the ballot early to make sure it is received on time. Track the status of your

absentee ballot at www.sos.iowa.gov.”
[IAC 721—21.303(5)]

5. Absentee voting instructions
Include the instructions prepared by the SOS for either domestic or UOCAVA absentee
voters. The general election instructions include information about straight party voting.
[IAC 721—22.250]
6. Absentee ballot receipt
A blank receipt must be included in case the voter wants to designate someone to return
the ballot on behalf of the voter. The absentee voting instructions prepared by the SOS
include a receipt and receipt instructions.
7. Delivery envelope
The delivery envelope must be addressed to the voter and be marked with the serial
number (i.e. absentee sequence number) used to identify the absentee request in the
auditor’s records. All other materials must be enclosed in this envelope.

[IAC 721—21.303]

Copies of the envelopes and absentee voting instructions are available in the Election Forms
Library.
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Deadline to Return Absentee Ballots by Mail

All ballots must be clearly postmarked before election day. If postmarked on election day, the
absentee ballot must be received in the auditor’s office by the time the polls close to eligible for
counting. Ballots without postmarks or with illegible postmarks received after the polls close
cannot be counted.

[853.17(2)]

For primary and general elections, the ballots must received by the auditor by noon on the
Monday following the election.

Exception: If the USPS is closed on the deadline for ballot receipt, the ballot receipt deadline
moves to Tuesday at noon.
[IAC 721—21.12]

For all other elections, if the canvass of votes by the board of supervisors is scheduled on the
Monday or Tuesday after the election, the deadline to receive mailed ballots is noon on the
Monday following the election.

Exception: If the USPS is closed on the deadline for ballot receipt, the ballot receipt deadline
moves to Tuesday at noon.
[IAC 721—21.12]

If the canvass is earlier than noon on the Monday (or Tuesday) following the election, ballots
must be received no later than the time the canvass is scheduled.

Contact Post Office

For all elections, if the canvass is scheduled earlier than noon on Monday (or Tuesday if
applicable) the auditor must contact the post office at the latest practicable hour before the
canvass and arrange for ballots received in the post office but not yet delivered to the office (if
any) to be delivered or picked up before the canvass so they can be included in the final
canvass totals.

[853.17]

Ballots Returned to Polling Place on Election Day

The voter has two choices.
1. The voter can surrender the absentee ballot at the polls and vote a regular ballot.

2. The voter can deliver the absentee ballot to the auditor’s office before the polls close.
[853.17]

If the voter’s designee delivers an absentee ballot to the polling place, the PEOs must refuse to
accept the ballot and inform the designee that the ballot must be delivered to the auditor’s office
before the polls close. The PEOs cannot return the absentee ballot in time for the ballot to be
counted.
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PEOs and Absentee Ballot Request Records

The auditor must maintain a list of absentee ballots requested and mark those voters on the
election register. PEOs must check the election register at the polls to determine if a voter
requested an absentee ballot. If a voter requested an absentee ballot, the voter must cast a
provisional ballot at the polling place unless the voter can surrender the absentee ballot or the
PEOs can confirm with the auditor that the voter’s absentee ballot has not been received by the
auditor.

Important Note: When confirming to the PEOs that a person’s ballot has not been received by
the auditor, the absentee ballot request must be immediately voided in I-VOTERS. Enter “Voted
at Polls” in the “Comment” field when voiding the ballot request.

[849.72, 49.77(3)(c), 53.19, IAC 721—21.305]
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Absentee Voting in Person at the Auditor’s Office

Auditor’s Office Availability

Absentee voting at the auditor’s office cannot begin until 40 days before the election, even if the
ballots are ready sooner.

[§53.10(1)]

Auditors’ offices must be available for absentee voting in person during regular business hours.
Additionally, auditors’ offices are required to be open for the following circumstances:

Until 5 p.m. on the Friday before election day (deadline to receive requests for absentee
ballots by mail)

Until 5 p.m. on the Monday before election day if incomplete and/or defective absentee
ballot affidavits have been received

For at least 8 hours for absentee voting on the Saturday before primary and general
elections and for special elections called by the governor

From 8 a.m. until 5 p.m. on the day voter registration closes before each regularly
scheduled election

When the polls open at noon, 8 a.m. until 11 a.m. on election day

[§47.2(5), 48A.9, 53.2(1), 53.18(2)]

Procedures for In-Person Absentee Voting

1. Check the voter’s registration status.

If the voter is not registered to vote before the pre-registration deadline, the voter needs
to complete a voter registration form.

If the voter is not registered to vote and comes in to vote after the pre-registration
deadline, follow EDR procedures.

If the voter’s registration status is “Pending,” the voter must provide identification
pursuant to 848A.8. If the voter does so, change the voter’s registration record in I-
VOTERS to “active.” If the voter cannot provide ID, offer the voter a provisional ballot.

If the voter’s registration status is “Inactive,” allow the voter to complete an absentee
ballot request form. Update the voter’s registration record in I-VOTERS to “Active.”

Identification is not required from voters between the close of pre-registration and
election day if they are already registered to vote in the county and are updating their
registration information.

[IAC 721—21.301(53)]
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2. Each voter must complete an absentee ballot request form. Review the form to be sure
the voter provided all of the required information. Obtain missing information by asking
the voter to complete the form.

3. File stamp the request form with the date received.

4. Enter the absentee request in I-VOTERS. (See also the “Processing In-Person Absentee
Voters” instructions in this chapter.)

Voters may submit changes of name, telephone number, party affiliation, or changes of
registration address (within county) on an absentee ballot request form. You may also
update the voter’s driver’s license or Social Security number from an absentee ballot
request form. The voter’s registration record in I-VOTERS must be updated to reflect the
change at the time the absentee request is entered. Save the changes before adding the
absentee ballot request.

[853.2(7)]

5. Ask the voter to sign the affidavit envelope before giving the voter the ballot.

You are required to examine the affidavit for completeness. Check to be sure the voter

signed the affidavit.
[853.18, IAC 721—21.352(2), 21.354(2)]

6. Initial and issue the appropriate ballot to the voter. Ballots must be voted at the office;
they may not be taken from the office.

7. Send the voter to a booth. Each voter must use a voting booth. Voting instructions must
be posted in each voting booth.

[IAC 721—22.250]

8. Ask the voter to wait while you review the affidavit envelope when the voter returns the
ballot.

Check to be sure the voter:
» Sealed the affidavit envelope, apparently with the ballot inside

= Did not open and reseal the affidavit envelope
[853.18, IAC 721—21.352(2), 21.354(2)]

9. Store the voted ballot and the request form.

File the request form in a secure place where it can be retrieved for viewing by the ASVP
board, if necessary.

Store the voted ballot in a secure location accessible only to members of the auditor’s
staff.
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Requlations for Campaign Signs and Electioneering at Auditor’s Office

During the hours when absentee voting is available at the auditor’s office, campaign signs may
not be posted and electioneering is not allowed within 300 feet of the absentee voting site. The

absentee voting site is considered a polling place for purposes of 839A.4(1)(a).
[853.10, 53.11, 68A.406]
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Processing In-Person Absentee Ballots in I-VOTERS Before the Pre-Reqistration
Deadline

1. Open the voter’s record. Ask the voter to verify his or her current residential address (or
obtain current address information by looking at the voter’'s absentee request).

2. If the voter’s address is different than the residence address currently in I-VOTERS:

a. |If the voter is currently registered in the county, use the voter’s absentee ballot
request to update the residential address in I-VOTERS.

b. If the voter is not currently registered in the county, the voter must complete a new
voter registration form. Move the voter record to your county by updating the voter’s
registration address.

Important Note: If any changes are made to the
residence address in I-VOTERS, save the changes b e | @veeiven [ [ v (e Wecer |
before adding the absentee ballot request. Dates/Elections | Seq Mum | Source | Address | County

3. After the residential address is verified and/or updated,
click on the “Absentee” tab.
4. Click “Add.”

4| | Bl
™ Special Absentee 4 ive Ballof Add Details Void |

5. The request type will default to “Election Specific.”

6. Verify the correct election appears in the drop-down menu.

It \/oter Registration - Absentee Detail

7. Choose “Counter/ Office” as the “Absentee Application

Source.” The “Issue Method” will default to “In-Person.” [Fiecion Specfc =] [T2/0012 Tast Fiecion <
Absentee Application Source [HCF/Satellite Location| Issue Method
a. If the voter wishes to have the ballot mailed to [Councer/oce 2] o freemen I
them, change the “Issue Method” to “Mail.” “oty el [l
Date Requested Date Sent Date Received Relssue Method
Important Note: Voters cannot take absentee e e T = =
ballots with them. They must either vote them in- | Bre——
person or have the ballot mailed to them.
Comments
8. Click the check box next to “Use Address on File” and ’ j
click on “Print Now” or “Print Later”, whichever your office
uses. Country  [UNITED STATES OF AMERICA =l Fiusa
Address =
| 5
9. Record the absentee sequence number on the voter’s atystzo | = || |

affidavit envelope and the voter’'s absentee request. If you F‘"““‘“ Link | |
. . Voter ID ,— Link to Voter Unlink

print labels from I-VOTERS as you issue the absentee

ballots, the absentee sequence number will appear on the — ——il  ewwer | eweiter || cose |

labels.

Important Note: Absentees issued in person are automatically received into the I-VOTERS
system as they are issued. As soon as you choose “Print Now” or “Print Later,” the system will
mark the ballot as prepared, sent and received all at the same time.
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Processing In-Person Absentee Voters Who Used EDR Procedures

These instructions apply when:

= A voter who has never been registered in your county comes to your office or a satellite
location and wants to register and vote.

= A voter who was previously registered in your county and is now cancelled comes to
your office or a satellite location and wants to register and vote.

= A voter wants to vote absentee and his or her record is currently assigned “Incomplete”
status.

Follow these steps when registering a voter and issuing the voter an absentee ballot:

1. Ask the voter to fill out the voter registration form contained on the EDR form. Make sure
the form is filled out completely.

2. Ask for the voter’s proof of identity and residence.

3. If the voter does not have proof of identity and residence, the attestation procedure may
be used.

4. Ask the voter to complete the voter’s oath portion on the EDR form.
= |f using an attester, ask the attester to fill out the attester’s oath portion the EDR

form.
[848A.7A, IAC 721—21.3, 21.302]

o

Open “Voter Registration” from the main I-VOTERS screen. Click “New.”

<

Enter the voter’s information in the appropriate fields. Tab through the key line so I-
VOTERS will automatically identify any statewide duplicate matches.

If you get a duplicate match from a different county, select that record. If 'VOTERS does
not identify any duplicates in the system, proceed as usual.

a. Enter the voter’'s address.

b. Choose the appropriate party from the %am” . [No Party 7| organization I_
drop-down menu. ransatlion {4 gjoct v

p Souree |15 Election Day J

c. Select “15 — Election Day” as the Sleeis A hcive [
“Transaction Source.” Reasan | j
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7. An “Election Day” window will appear. Choose the election.

Important Note: Make sure to uncheck the “Added
Voters” box when processing EDR registrants before

election day. This box is only used for voters who vote EDR Heln
at the polls. If you do not uncheck the box, it will add them

to the election registers as an added voter and you will
have difficulty printing your election registers.

10/28/2008 2008 General j

’759Iect Election
¥

y
[~ Added Woters Ok | Cancel |

8. Make sure the voter’s status is “Active. ;Registratiun IMisc: Info | Custom |

Party [Ma Party | organization | =]
Tranzaction 15 - Election Day j [~ DOT verified
j [~ s5averified

9. The “County Registration” date and the
“Vote Eligible Date” will automatically
populate to election day for the selected
election.

Status
Reason | -| werify |

old voter ID | County Registration IlDfE?,FEDDE I

v
Change the “County Registration” date vate Eligible [10/27/2008  [Tast voted
and the “Vote Eligible” date to be the ™ No Signature print Later yrc HOME Tel.No
date the voter appeared in your office or
at the satellite location.

Ahsentee Type
10. Save the voter’s record. Election Specific v| [05/20/2008 Countywide Test

Ahsentee Application Source  HCF/Satellite Location Issue Method

j | j |In—F‘ersun |
11. Enter an absentee reqUESt for the voter. Date Reguested Date Sent Date Received Relssue Method
[05/15/2008 Jos/as/z00s [05/15/2008 |
If the voter is in your office, choose “Counter/Office” pqjitical party [ Use Address On File
as the “Absentee Application Source.” | -] [562 15T 8T

FONTAMELLE, 1A 50846

If the voter is at a satellite location, choose
“Satellite” as the “Absentee Application Source.”

12. Select “Print Now” or “Print Later,” depending on your county procedures.

-Absentee Link

Woter 1D I Link to Woter | rilirik:

Unsend Ballot | Prirt Mo | Print Later | Close

13. Attach the voter's EDR form (including a voter registration form, oath form and attester’s
oath, if any) to the voted ballot affidavit envelope.

14. If the ballot is received before 5 p.m. on the Friday before the election (Saturday if for a
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primary or general election), review the affidavit envelope for completeness and defects
according to the procedures in IAC 721—21.354.

» |f there are no defects and the affidavit is complete, store the ballot together with the
EDR form in a secure place before delivering to the ASVP board.

» |f there are defects with the voter’s affidavit envelope or if the affidavit is incomplete,
follow the procedures in IAC 721—21.354 for notifying the voter about fixing the
defect or completing the affidavit. Store incomplete and defective affidavit envelopes
separate from other affidavits. See the “Reviewing Affidavit Envelope” instructions for
more information.

= |f the voter’s registration card is returned undeliverable by the post office, set the
absentee ballot aside for special handling and deliver the absentee ballot and
returned voter registration card to the ASVP board to be challenged pursuant to
§53.31(2).
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Satellite Absentee Voting Stations

Establishing Satellites

Satellites may be established by the auditor or by a petition of eligible electors of the county, city
or school district for which the election is being held.

If a special election is scheduled between the dates of the regular city election and the runoff
city election, auditors are not required to establish a satellite for the runoff city election, even if a
petition is received.

[853.11(1)(a)]
Established by Auditor
Auditors can choose to establish satellites for an election. The locations chosen for the satellites
must be accessible to elderly and disabled voters. The arrangement inside the satellites must
allow voters to vote in secrecy and protect the security of the ballots.

Hours of Satellites Established by Auditor

Satellite voting locations may remain open until 5 p.m. on the day before the election and
cannot begin earlier than 40 days before the election. There are no other restrictions in the lowa

Code or administrative rules.
[853.11(1)(b)]

Established by Petition

Eligible electors of a county, city or school district may submit a petition requesting a satellite.
The petition must be signed by no less than 100 eligible electors of the jurisdiction conducting
the election.

A petition form is available in the Election Forms Library. Petitions submitted on a form other
than the SOS-recommended form must be considered valid if they contain the required

information.
[853.11(1)]

Petition Deadlines

= Primary and general elections: 47" day before election, 5 p.m.
» Regular city and primary city elections: 30" day before election, 5 p.m.
= City runoff elections: 21 day before election, 5 p.m.
» Regular school elections: 30" day before election, 5 p.m.
» Special elections: 32" day before election, close of business
[853.11(2)]
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Reviewing Petitions

The auditor should determine the validity of the petition within 24 hours of receiving the petition.
Review the petition in a manner similar to that used to review nomination petitions.

Petitions must include:

» Signature lines which include a signature, house number and street name, and the date
signed (signatures can be printed)

»= Not less than 100 signatures of voters living in the jurisdiction conducting the election

*= A heading on each page which includes the location requested and election name or
date for which the location is requested

Signature lines that do not include a signature, house number or street name shall not be
counted. Signatures on pages without the required heading shall not be counted.
Mandatory Rejection

Otherwise valid petitions shall be rejected within four days of the auditor’s receipt of the
petition if:

= Location requested is not accessible to elderly and disabled voters

= Location requested has other physical limitations that make it impossible to meet
the requirements for ballot security and secret voting

= Owner of requested location refuses permission to allow the station at the location

Discretionary Rejection

Otherwise valid petitions may be rejected within four days of the auditor’s receipt of the
petition if:

= A petition requests a satellite for a city runoff election and a special election is
scheduled to be held between the regular city election and a city runoff election

= Owner of requested location demands payment for location’s use
[IAC 721—21.300(1)]

Hours of Satellites Established by Petition

A satellite established by petition must be open for at least one day for a minimum of six hours.
[853.11(1)(b)]
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Publishing Notices of Satellites

Notice of the satellite must be published at least seven days before opening. Notice of multiple

satellites may be published in a single publication. If a petition for a satellite is received late and
a notice cannot be published at least seven days before the satellite opens, the notice must be

published as soon as possible.

Each satellite must have a notice posted at the location. The notice shall be posted at least
seven days before the satellite opens and it must remain posted as long as the satellite will
operate in that location for the election. If the building has more than one public entrance,
notices shall be posted on building directories, bulletin board, or doors. Posted notices must be
removed immediately after the satellite has ceased operation for the election. If a petition for a
satellite is received late and notice cannot be posted at least seven days before the satellite
opens, the notice must be posted as soon as possible.
Include the following information in the published and posted notices:

= Name and date of election

= Location(s) of satellite(s)

= Dates and times satellite(s) will be open

= Precincts for which ballots will be available (see page 28)

* Notice that voter registration forms will be available for new registrations and changes

to registrations for people already registered in the county
[IAC 721—21.300(2)]

Notifying Political Parties

The auditor must notify the county chairpersons at least seven days before the date absentee
ballots will be available at a satellite of the date, time, and place the satellite will be in operation.
This requirement applies for all elections.

[853.11(5)]
Observers
No more than two observers from each political party may be present at any one satellite.

Observers do not need to complete a poll watcher designation form.
[853.11(5)]

July 2016 Prepared by the Office of lowa Secretary of State 3-25



Staffing Satellites

Each satellite must be staffed with at least three people. Additional workers may be used if
necessary. Satellites can be staffed with staff members from the auditor’s office, PEOs, or a
combination of both.

At all times, the satellite must have at least two workers present to preserve the security of the
ballots.

Satellite workers must be registered voters of the county. For primary and general elections, the
workers must be registered with a political party. Workers not affiliated with any political party
may work at a satellite as long as no more than one-third of the workers who are not affiliated
with a political party are assigned to the same satellite.

For all elections, no more than a simple majority of the workers can be registered with the same
political party.
[IAC 721—21.300(3)]

Each worker must take the election official/clerk oath before the first day of operation at a

satellite. The election official/clerk oath is available in the Election Forms Library.
[IAC 721—21.300(4)]

Satellite Supplies

Best Practices:

A list of suggested supplies for the operation of the satellite is available in the Election Forms
Library. Satellite workers should also be provided with the following items to assist them:

» |nstructions for opening the satellite
= A method for satellite workers to verify whether an individual is a registered voter

One possible method is to provide a paper list or a computer loaded with a file of
registered voters in the precincts served by the satellite.

= |nstructions for issuing absentee ballots to voters
= Place to record the names of voters who vote at the satellite (i.e. absentee voters log)
= |nstructions for closing the satellite station

Sample instructions and the absentee voters’ log are available in the Election Forms Library.
[IAC 721—21.300(5)]

I-VOTERS Usage at Satellites

Satellite stations may only be connected to I-VOTERS if the processes in IAC 721—21.300 are
adhered to and the county applied for and receives permission from the SOS for such use.
[IAC 721—21.300]
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Setting Up Satellite Locations in I-VOTERS

You will need to add a satellite location
under “System Configuration” and the
“Address Library.”

1. Under “System Configuration,”
click on “Voter Record” then
“Absentee Location.”

Click “New” and enter a “code,” '

" System Configuration

#-ADDRESSES

E-VOTER RECORD

| -ahsentee Reasons
Ahsentee Application Source

-ahsentee Location

-Ahsentee Types

-Audit Types

-Cancel Voters

~Contact Types
Correspondence
Custam Fields

~Piarmant Tenac

=101

W/oter Search Heln

—Absentee Location

Code feLT & gatellite

Description |ALTOONA LIBRARY  Health Care Facility

Address 700 BTH STREET 5W, ALTOOMNA, IOWA j

Health Care -

Farilty I J
New | Delete Save

“description,” and “address” for the satellite. Be sure to check “Satellite.”

Click “Save.”

Entering Satellite Voter Absentee Requests in I-VOTERS

1.

Open the voter’s record. If the voter moved from the

address where currently registered, update the voter

residence address and click on “Save.”

Click on “Add.”

a label immediately.

To print the labels later, click on “Save
and Close” to send to the label to
“Receive Absentee Ballots” to print
later.

In “Receive Absentee Ballots,”
select the “Satellite” batch and
click “Print Labels.”

a.

July 2016

Click on “Print Now” if you want to print

Click on the “Absentee” tab above the voter’s residence.
When the “Absentee Details” screen opens, choose
“Election Specific” as the request type.

Choose the appropriate election from the drop-down menu. ’
The elections are listed in this menu in chronological order.

Choose “Satellite” as the “Request Source.”
Choose the “Satellite Location” from the drop-down menu.

Choose “Satellite” as the “Issue Method.”

[AIF’ Receive Absentee Ballots

I Voter Registration - Absentee Detail

Help
Absentee Type
[Election Specific x| [12/04/2012 Test Election Ea|
Absentee Application Source HCF/Satellite Location Issue Method
Satellite - t Satellite Locationjid IMEERENE -
Election Type
"'_ Federal I=Ischool [~/ City I~ Special 7 All
Date Requested Date Sent Date Received Relssue Method
[o7/06/2012 [o7/06/2012 [o7/06/2012 | -]
Political Party I~ Use Address On File
| | [101 N maN ST
ALGONA, TA 50511
Comments
— Absentee Address
Country  [UNITED STATES OF AMERICA x| I usa
Address ’ =
ciyisuzo | ol ] |
i Absentee Link
Voter ID Link to Voter | Unlink |
Unsend Ballot | Print Now | Save And Close | Close |
- |'= X

Query executed successfully.

Voter Search Help

Search
Election |03,~zn:2012 Board of Supervisor Vacancy j Batch Date From Batch Date To
Abs Seq Numl Voter IDI Ballot ID Search Clear
Ballutsl Undeliverable | mot vated |
Batch # | Batch Date | Receive Date | Source | Total Count | Accepted | Rejected | Defective Affid...
1 03/02/2012 03/02/2012 Counter / In-... 22 0 0 1]
2 03/05/2012 03/05/2012 Mail 7 0 0 (1]
3 03/06/2012 03/06/2012 Mail 13 0 0 a
4 03/07/2012 03/07/2012 Mail 28 0 2 1]
5 03/08/2012 03/08/2012 Satellite 12 0 0 1]
< | 2l
New | Receive Ballot | Unreceive Batch | File Upload Absentee List | Print Is
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Ballots Needed

The satellite must have ballots for the precinct in which the satellite is located. It is not
necessary to provide ballots from all of the precincts in the county, city, or school district for
which the election is being held. The auditor may provide ballots for any precinct in the county
but only ballots from the county in which the station is located may be provided.

Ballots must be transported to the satellite from the auditor’s office by the satellite workers (of
different political parties) who will be working that day or by two people of different political
parties. They must travel together in the same vehicle with the ballots.

[IAC 721—21.300(6)]

Satellite workers must sign the satellite absentee voting station ballot record and receipt upon
receiving the ballots. The ballot record and receipt can be found in the Election Forms Library.
Keep a copy of the completed form in the auditor’s office.

[IAC 721—21.300(7)]

Provisional Voting at Satellites

If a voter must cast a provisional ballot and the ballot for the precinct where the voter resides is
not available at the satellite station, the voter must receive the same ballot style as the majority
of the voters would receive in the precinct in which the satellite station is located.

[IAC 721—21.300]

Requlations for Campaign Signs and Electioneering at Satellites

During the hours when absentee voting is available at the satellites, campaign signs may not be
posted and electioneering is not allowed within 300 feet of the satellite. Satellite voting stations
are considered a polling place for purposes of §39A.4(1)(a).

[853.10, 53.11, 68A.406]

Photographing and Videotaping at Satellites

Photographing and videotaping either satellite workers or voters at satellites can be intimidating
to voters. This practice should not be allowed unless the person taking pictures or video footage
is a credentialed member of the media and the voter gives permission to be photographed or
videotaped. In addition, observers at stations should not interfere with the process by interacting
with voters or satellite workers.
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Returning Voted Ballots from Satellites

Voted absentee ballots must be delivered to the auditor’s office at least once each week the
satellite is in operation. The people who return the ballots to the auditor’s office do not need to
be the same people who transported the ballots to the satellite but they must be two people of
different political parties.

If ballots are stored overnight at the satellite, they must be kept in a locked container or cabinet
located in a room which is kept locked when not in use.
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Absentee Voting and Health Care Facilities

What is a Health Care Facility?

“Health care facility” means a residential care facility, a nursing facility, an intermediate care
facility for persons with mental illness, or an intermediate care facility for persons with mental
retardation.

[135C.1]

lowa Department of Inspections and Appeals keeps the official list of licensed health care
facilities at https://dia-hfd.iowa.gov/DIA HFD/Process.do.

If you are unsure if a facility is an official health care facility, contact your county attorney.

Adding a Health Care Facility to I-VOTERS

You will need to add the health care facility under “System Configuration” and the “Address
Library.”

1.

July 2016

Under “System
Configuration,” click on
“Voter Record” then
“Absentee Location.”

Click “New” and enter a
“code,” “description,” and
“address” for the HCF. Be
sure to check “Health Care
Facility.”

Click “Save.”

Under “Address Library,”
click “New.”

Enter the address for the
health care facility. Assign the
appropriate precinct and split
information.

Check the box next to

“Health Care Facility [HCF]”
and add the facility’s name for
the “HCF Description.”

Click “Save.”

" System Configuration

- ADDRESSES
E-%OTER RECORD
-~ fbsentee Reasons

- #hsentee Location
Ahsentee Types
Audit Types
Cancel Vaters

- Contact Types

- Correspondence

- Custom Fields

- Document Types

- Duplicate Configuration

Image Batch Types
Languages
Mo Activity
- Purge Woters
- Source of Update
- Special Assistance

e Trmwe acian o ene

i Edit Address Library

i Street Name Aliases —

Remove

- fdhsentee Application Source

- Generate Correspondence

_1C ]
oter Search Help
—Absentee Location
Code IGH  Satellite
Description |Grand\r|ew Heights & Health Care Facility
Address 910 E OLIVE 5T, MARSHALLTOWN 14 50158 ;I
Health Care -
Facilty I J
MNew | Delete | Save |
Code | Description | Address | Type
GH Grandview Heights 910 E OLIVE 5T, MARSHALLT... HCF
WCC ICCD 3700 5 CENTER ST, MARSHA..,  Satellite
TWH lowa Veterans Ho... 1301 SUMMIT ST, MARSHALL... HCF
rall Marshalltown Center 2500 5 CEMTER ST Satellite
SR Southridge Nursin,.. 309 W MERLE HIBBS BLVD, ... HCF
SCM State Center Mano... 702 3RD ST NW, STATE CEM... HCF
wDs Villa Del Sol 2401 S 2MD 5T, MARSHALLT... HCF
X
Help
House# From House# To Type Pre Direction  Street Name Street Type Post Direction
200 200 fanr— =] Jw x| |MERLE HIRRS R |
Unit Type Unit# From Unit# To
City State Zip Route Number
|MARSHALLTOWN | e |50158 =
County Precinct Split Woter Counts
[Marshall =l [53-2 ] [152 KN EE view Vaters

I” Unusable sddress [~ Mailing &ddress Required [~ Unit Required

¥ Health Care Facility [HCF]

HCF Description |Southridge Mursing & Rehab

Split Lookup | Districts List | Save | Close |
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https://dia-hfd.iowa.gov/DIA_HFD/Process.do

Request Methods

Voters who are residents of health care facilities must complete an absentee ballot request form
and return it to the auditor by the appropriate absentee ballot request deadline.

. . . - Resid
You can see if a voter lives in a health care facility by o P | ottt Yok

looking at the voter’s record in I-VOTERS provided S LL):
all health care facilities are configured as such in |- !*1"’““ . IS_”'“"| ""“’_i'] lit;‘:fo’:f_’“" - lTC’TD" -
VOTERS (see “Adding a Health Care Facility to I- bostor [ S]| Unittyps [T |
VOTERS” instructions). A red "HCF” will be shown City/St/zip [ToW CTTY Ein STl
on the voter’s residence tab. County [PORNSON Precinct | soit [T

Voters who become a patient or resident of a hospital three days or less before an election may
request a ballot in the following ways:

= Phone the auditor until four hours before the polls close
» Fax the auditor until four hours before the polls close

= Make their request to the bipartisan team delivering ballots to other voters
[853.22]

Entering HCF Requests in I-VOTERS

1. Open the voter’s record.

Help

Absentee Type
2. Click on the “Absentee” tab above the voter’s residence. [Fiection Spectic =] [12/04/2012 Test Etectin El
ClICk on “Add.” Absentee Application Source HCF/Satellite Location Issue Method
Election Type
3. When the “Absentee Details” screen opens, choose (" Fadsral (Dol Dy (Sl
“EIeCt'On Spec'f'c" as the request type. Date Requested Date Sent Date Received Relssue Method
[o7/10/2012 | | | |
) . Political Party [~ Use Address On File
4. Choose the appropriate election from the drop-down menu. || <] [Torwmmsr
The elections are listed in this menu in chronological order. '
Comments
5. Choose “Absentee Team” as the “Request Source.” ’ j
6. Select the health care facility from the “HCF/Satellite [Py e—— S r
Location” drop-down. BaaRe ’ E
5
“ ” “ ” City/st/zip I j I j I I
7. Choose “Absentee Team” as the “Issue Method. beontes Link
’7VuterID ,— Link to Voter | Unlink |
8. Click on “Print Later” to send a label to “Election UncendBalct|  pontNow | prtlster | cose |

Management” to print later. To print a label immediately,
click on “Print Now.”

These ballots will need to be received in the “Receive Absentee Ballots” module like ballots
that are received in the mail.
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Delivering Ballots to HCF Voters

lowa law requires that a bipartisan team deliver absentee ballots to voters who are patients in
hospitals and health care facilities in your county.

The bipartisan team is made up of two PEOS, one Democrat and one Republican, that are
appointed from the ASVP board.
[853.22(1)]

The bipartisan team must make their deliveries during the 14 days immediately before the
election and on election day. The auditor may also choose to send a bipartisan team to deliver
ballots during the 10 days immediately after the ballots are printed.

[853.8(3), 53.22(1)(a)]

After receiving an absentee request from a HCF voter, send a notice to each voter indicating the
requested ballot will be delivered by the bipartisan team. Sample notices are available in the
Election Forms Library.

If a voter notifies the auditor that the voter will not be available during the time the bipartisan
team will be delivering ballots but will be available at some other time before election day or on
election day, the bipartisan team must be sent when the voter will be available.

[853.22(1)(b)]

Exception: For any election except primary elections, general elections, and special elections
held pursuant to 869.14, absentee ballots may be mailed to a hospital or health care facility if no
more than two requests are received from that institution. If there are three or more requests
from a hospital or health care facility in any election, the bipartisan team must deliver the ballots.
[853.22(3)]

If the voter is a patient in a hospital or health care facility outside your county, mail an absentee
ballot to the voter. The voter must be already registered to vote in order to receive a ballot in this
circumstance.

[853.22(4)]
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Voters Admitted 3 Days or Less Before Election Day

Health Care Facility in Voter’'s Home County

If the health care facility or hospital is located in the county where the voter is registered/eligible
to vote, the auditor must make arrangements for the bipartisan team to deliver the absentee
ballot to the voter. If the voter is not registered to vote, instruct the delivery team to follow the
EDR procedures if the ballot will be delivered after the pre-registration deadline. If delivered
before the pre-registration deadline, EDR documentation is not necessary.

[848A.7A(3), 53.22(2)]

Health Care Facility Outside Voter’'s Home County

If the health care facility or hospital is located outside the county where the voter is registered,
the voter may designate anyone, except a candidate on the ballot, to deliver and return the
absentee ballot. This is the only situation in which someone other than election officials or the
U.S. Postal Service may deliver an absentee ballot to a voter. Voters must be pre-registered to
vote in order to receive a ballot in this circumstance. The designee must return the ballot to the
auditor by the time the polls close on election day.

[853.22(5), 53.17(1)(a)]

Voters Dismissed from HCF

If a voter was sent home from an HCF located in your county after requesting an absentee
ballot, the bipartisan team can be sent to take the ballot to the voter’'s home in your county. This
is the only situation in which the bipartisan team can go to a voter’'s home.

[853.22(1)(b)]

Delivery Team Procedures

1. The team members (one Democrat and one Republican) must take the election official/clerk
oath before beginning their duties before each election if they have not yet done so.

If one or both of the team members fails to appear at the time when ballots are scheduled to
be delivered, the auditor must appoint another person. Preference must be given to the
people designated by the county chairpersons of the political parties described in §49.13.

2. Provide team members the forms, ballots, and other supplies they will need.

3. Team members must complete and sign the absentee bipartisan delivery team ballot record
and receipt upon receiving the ballots.

4. Team members are required by law to travel to the facilities together.
5. Team members should deliver ballots to the voters who requested them.

= Both members must be present when a voter is voting.
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If a voter requests assistance from someone else or from the bipartisan team, the
voter should complete the affidavit of voter requesting assistance.

If a person is not registered to vote after the pre-registration deadline, the team
should follow EDR procedures to register the person before issuing a ballot. If the
team is delivering ballots prior to the pre-registration deadline, EDR documentation is
not required.

Best Practice: Instruct the team to call your office if anyone who is not on the list of
deliveries requests a ballot from the team, so you can confirm the person’s
registration status.

Team members must check the voter’s affidavit envelope for proper completion
before placing the ballot in the ballot box/bag.

Team members should complete the absentee delivery team log to record the time
each person voted and indicate if the voter requested assistance.

6. Team members should provide absentee request forms to any person who asks for one.

7. Team members must return to the auditor’s office in the same vehicle with the ballots when
finished with deliveries. On election day, they must return before the polls close.

The absentee bipartisan delivery team ballot record and receipt must be completed
and all supplies should be returned to the auditor.

A health care facilities/hospital delivery team checklist and all of the forms listed above are
available in the Election Forms Library. [853.22(3)(c)]

Observers and HCF Absentee Ballot Delivery

Observers are prohibited from being present during this process. [853.22(6)]
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Receiving Absentee Ballots

Use of Designee

Voters may send their absentee ballots back with any person the voter chooses. Voters can
request a receipt for their ballot from the designee.

A copy of the receipt is included in the absentee voting instructions prepared by the SOS Office
and available in the Election Forms Library.

The only restriction on who may serve as a designee is in the case of HCF patients outside the

county of residence. See the Absentee Voting and Health Care Facility section of this chapter.
[853.8(2)]

File Stamp Ballots

File stamp each return or affidavit envelope with the date it was received in the auditor’s office.
[853.18(1), IAC 721—21.351(1)]

Storing Absentee Ballots

Absentee ballots returned must be securely stored. The ballots may be stored in a secured
container (i.e. locked ballot box) or in a secured area.

Separate the ballots into the following categories for storage:
* No defects and affidavit is complete
* |ncomplete

Incomplete affidavits requiring voter correction must be available for quick retrieval when
a voter comes to make corrections.

= Defective
Attach defective affidavits to the original ballot request, replacement ballots request (if

any), and replacement ballot (if any) for review by the ASVP board.
[853.18(3), IAC 721—21.351]

I-VOTERS Instructions

I-VOTERS instructions for receiving absentee ballots can be found on the following pages.
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1. Open the “Receive Absentee Ballots”

module from the main I-VOTERS screen.

2. Choose the current election and click on

“Search.” Any previously received batches
of absentee ballots will appear.

Click on “New” in the lower lefthand corner of
the screen to create a new batch of received
absentee ballots.

When the new batch screen opens, you
may type in a batch description and
identifier if that is a process followed in your
county.

You must make a selection in the source
pull-down menu under “Ballot Label.” The
“Source” you choose will be the method by
which the ballot was returned to your office.
“Mail” will be the source you use most often.

Add your ballot to the batch by either
scanning the ballot barcode or typing the
voter’'s name.

Using Barcode Scanner

If you use your barcode scanner, make sure
you click with your mouse in the “ID” field
under “Ballot Label” before scanning the
barcode so the tracking number appears in
that field. You do not need to click “Add” to
add the voter’s ballot to the batch.

Using Voter Name

Receiving Absentee Ballots Returned Normally in I-VOTERS

_ | O x

Voter Search Help

[=Cearch

=LY 12/04/2012 Test Elec

tch Date From

——
Abs Seq Num Voter ID Ballot ID

Ballots | Undeliverable | Not voted |

Batch # | Batch Date Receive Date Source

Search | Clear

| Total Count | Accepted | Rejected | Defective Affid...

g | i

File Upload

New Receive Ballot Unreceive Batch Absentee List Print Labels |

View Held Ballots | Close |

T’ Receive Ballots

Helr

Batch Description

—Batch

Election |12/D=1/2012 Test Election

— .
i ., 07/09/2012 Identifier
Ballot Label Ballot Search in Workspace
Source  |Mail ~
Name |voter Address |
Date Received  |07/09/2012
city [ =] Absseq# | Search
1 add |
List of Ballots in the Batch I™ Exceptions Only
Item # | Abs Seg Num \ Ballot ID Voter Name | Source
1 2 500983710 SALLY VOTER Mail
Details Unreceive Hald Voter Summary Househald View Ballots < _I Close

Type the voter's name in the “Name” filed under “Ballot Search in Workspace.” You must
click “Add” to add the voter’s ballot to the batch. After you add your ballot to the batch, it will
appear in the list on the bottom half of the screen.

Occasionally, a message will pop up when you are adding ballots to your batch. These
messages will often include recommendations such as “Hold this ballot” or “Process
normally.” If you encounter a message and you are not sure how to proceed, talk to a
supervisor in your office or call the I-VOTERS help desk.
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Undeliverable Ballots

Determine the reason why the ballot was returned undeliverable by looking at the ballot, the
voter’s record, and the voter's absentee ballot request. Ask these questions:

= Was there an error in updating the voter’s residential address?
Look at the returned ballot and the absentee ballot request. For example, did the
voter list updated address information on the absentee ballot request but the voter’s

record was not updated accordingly?

= Did the voter ask to have the ballot mailed to an address other than the voter's
registration address?

» Was the ballot mailed as the voter requested but the ballot still came back?
Follow the I-VOTERS instructions on the following pages based on the determination made in
the preceding step.
Residential Address not Updated According to Request
1. Do NOT receive the ballot in the I-VOTERS “Receive Absentee Ballot” module.

2. Open the voter’s record and click on the “Absentee” ~ Residence tbsetee | bistor | contecs | vosna stor |
tab Dates/Elections | Seq Num | Source Address Coun

[2_____Iwai____JAddress

3. Highlight the undeliverable ballot request by clicking
on it. Click “Void.”

4. Click “Yes” when asked if you are sure you want to

void the ballot. Add the comment “Ballot sent to ] LE|
wrong address” in the “Audit Comment” field. Click ™ Special Absentes pcye pallts __Add_| _Detais | void_|
“Save.”

5. When the window closes, click on the “Residence” tab of the voter’s record. Update the
voter’s residential address to reflect the change the voter made on the absentee ballot
request.

6. Click on “Save” at the top of the voter registration screen.

7. Click on the “Absentee” tab again and add a new absentee request. Update the ballot
serial number on the voter's absentee request.
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Ballot Not Sent to Absentee Mailing Address
1. Do NOT receive the ballot in the I-VOTERS “Receive Absentee Ballot” module.
2. Open the voter’s record and click on the “Absentee” tab.

3. Highlight the undeliverable ballot request by clicking on it. Click “Details.”

4. Click “Unsend Ballot.” — &
Apsentee Type
5. Enter the appropriate information in the “Absentee 1’“*"“‘ o =
P . . . sentee Aophcation Source  HCT/Satellite Location  Issus Method
Details” screen, paying special attention to add the &) g —
absentee address. Pl e
e Requestad  Date Sent Dake Recenad Ralasue Method
6. Save the change and print mailing labels by clicking on D L T ~
“Print Now” or “Print Later.” ! 2
7. 1-VOTERS should assign the new ballot for the updated ‘ 7
address the same absentee sequence number as the -
original ballot. e T S
Arase | L]
=
wsuze [ 2| = [
sentes Link
Lﬂ!—ﬁ Link to Voter pie_ |
Unsend Balot | FootWow | Pontlster | Close
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Undeliverable Because Domestic Voter Moved Since Requesting Ballot, Non-Existent
Address, Unable to Forward, etc.

1.

Open “Receive Absentee Ballots” from the -VOTERS main menu. Choose the appropriate

election and then click on “Search.”

Click on the “Undeliverable” tab.

Click on “New” at the bottom of the screen to create a new batch of undeliverable ballots.

x

search
Election [12/04/2012 Test Election =] affeh Date From | .
L . 1o Search Flear
Balits  Undaliverable | Notvioted |
[Batch = [eatch [ Batch pate [ Receve Date ]
Hew {hs et I

4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch

July 2016

Description” field. The text you enter
here will appear on the main
“Undeliverable” screen when you close
your new undeliverable ballot batch.

The “Received Date” should be the
date the ballot was returned
undeliverable.

Search for the undeliverable ballot you
want to add to your new batch by either
typing the ballot tracking number in the
“Ballot ID” field (or using your barcode
scanner with the cursor in the “Ballot
ID” field) or by searching for the ballot
using the voter’s name.

If more than one ballot comes up in your
search, select the correct ballot by clicking
once on the voter you want to select and
then clicking on the “Select” button at the
bottom of the “Ballot Search Results”
screen.

[TF Undeliverable Ballots

—Batch

Election [12/04/2012 Tef}: Election Batch Description ||
Batch Date  [07/09/2012 Received Date |07/09/2012 Identifier
—Ballot Label _—
D Add Name |
strest | city | ~|  search
[~ Voter Details
Name on Ballot ‘ Name in Record |
Status [active Status [
Ballot Residential Address Current Residential Address
Ballot Mail Address ~ Address Type : Current Mail Address
[T Inactivate [ Review Registration Change Now/
Delete First Previous | Next | Last | View Ballots Voter Details Save Close
=131
1
Ballok ID Seq# |AbsSeqe |5

Name Effedtive Addrass

OTER ST ALG S0 1l
SALLY VOTER 101 N MAIN 5T ALGONA 1A 50511 SO09E37I0 1

&c Close t "
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7. Confirm you have the correct voter’s  Baten e
ballot Check the bOX next to the WOI’d Election [12/04/2012 Test Election Batch Description |—
“ . " Batch Date [07/09/2012 Received Date [07/09/2012 Identifier
InaCtlvate' BallotLabel ——————————————— Ballot Search
D | Add ’}am Ivuter
8. Click “Save.” The information for the I sreet | o | = _searen |
VOter you JUSt flnlShed proceSS|ng WI” Name on Ballot [SALLY VOTER Name in Record  [SALLY VOTER
disappear. Status ‘Act\ve Status ‘Actwe
Ballot Residential Address Current Residential Address
9. Add another undeliverable ballot or close [ @ A a1
the undeliverable batch by clicking
“ » Ballot Mail Address ~ Address Type :  Election Specific ~ Current Mail Address
Close. 101 N MAIN ST
ALGONA, 1A 50511
¥ Inactivate J| [~ Review Registration changemuw|
Delete | First | Previous Next | Last | View Ballots Voter Details Save Close
10. Open the voter’s record. The voter’'s “Status” is now “l — Inactive.”
Mail the residential confirmation notice automatically generated by I-VOTERS. See the
Voter Registration chapter for more information.
11. Click on the “Absentee” tab. Highlight the undeliverable ballot request by clicking on it. Click
“Void.”
12. Click “Yes” when asked if you are sure you want to void the ballot. Add the comment “Ballot
returned undeliverable” in the “Audit Comment” field. Click “Save.”
13. Send the voter a forwardable letter explaining that the ballot was mailed to the address they

[T Undeliverable Ballots
Ballot has been received.

requested and returned as undeliverable. Enclose a new absentee ballot request. A
sample notice “Ballot Returned Undeliverable from Domestic Voter” is available in the

Election Forms Library.

Undeliverable and “Use Address on File” Box was Marked

Best Practice: If you checked “Use Address on File” box
when entering the voter’s absentee request and the voter’s
ballot was returned undeliverable, unsend the ballot in |-
VOTERS, uncheck the “Use Address on File” box, and resend
the ballot to the voter’s residential address. To unsend the
ballot, open the “Absentee Details” screen from the voter’s

record and click “Unsend Ballot.”

July 2016

it ater Registration - Absentee Detail ]
Hel
Absentes Type
[Election specific =] [12/04/2012 Test Election =]
Absentee Application Source HUF/Satellite Location  Issue Method
—Election Type
I™|Fader I~ |City |5t A
Date Requested  Date Sent Date Received  Relssue Mothod
|07/06/2012 | | =l
Political Farty F Use Address On File
] [101 WM ST
ALGONA, 14 50511
Comments
I El
Absentere Address
Country  [UINITED STATES OF AMERICA = r
Addrags | =l
city/st/zip | = =T [
Absenter Link
voter 1D [ Linik o Voter
1l | Print Neow | print Later | Closer
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Undeliverable UOCAVA Ballot

1. Open “Receive Absentee Ballots” from the I-VOTERS main menu. Choose the appropriate

election and then click on “Search.”

2. Click on the “Undeliverable” tab.

3. Click on “New” at the bottom of the screen to create a new batch of undeliverable ballots.

search

x

Election [12/04/2012 Test Election

=] affeh Date From |

L . 1o Search ) Flear
Balits  Undaliverable | Notvioted |
[Batch = [eatch [ Batch pate [ Receve Date ]
R | S e

4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch

Description” field. The text you enter here
will appear on the main “Undeliverable”
screen when you close your new
undeliverable ballot batch.

5. The “Received Date” should be the date
the ballot was returned undeliverable.

6. Search for the undeliverable ballot you want
to add to your new batch by either typing
the ballot tracking number in the “Ballot ID”
field (or using your barcode scanner with
the cursor in the “Ballot ID” field) or by
searching for the ballot using the voter’s
name.

[AF Undeliverable Ballots

—Batch

Election [12/04/2012 Test Electio| Batch Description ||

Batch Date  |07/09/2012 Receivd Date |07/09/2012 Identifier

—Ballot Label —Ballot Search

D | Add Name |

Street | city | ]  search

Name on Ballot ‘ Name in Record |

 Voter Details

status [active Status [

Ballot Residential Address Current Residential Address

Ballot Mail Address ~ Address Type : Current Mail Address

[T Inactivate  [©|Review Redistration Change Now

Delete | First | P\'EVIDLIS' Next | Last | *J'ler-uEchts' ‘.-‘cterDetalIs' Save | Close |

If more than one ballot comes up in your search,

select the correct ballot by clicking once on the

- | | x|

voter you want to select and then clicking on the g S T

“Select” button at the bottom of the “Ballot
Search Results” screen.

101 N MAIN ST ALGOMN,
SALLY VOTER 101 N MAIN 5T ALGONA 1A

Salect Closs I
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[TF Undeliverable Ballots

Ballot has been received. Help

7. Confirm you have the correct voter’s ballot. Be o
“ . ” . Election |12/04/2012TEStE\Ectmn Batch Description ,—
sure the “Inactivate” box is not checked. i |l reir (Rl —
—BallotLabel —— ~Ballot Search
H 1 ” H H D | Add Name |voter
8. _Cllck_ Save. The mf_orma'qon_for the voter you { | o | S searn
just finished processing will disappear. Voter betall
Name on Ballot [SALLY VOTER Name in Record [SALLY VOTER
9' Add anOther undE|Iverab|e ba”Ot Or CIOSe the ::\:“tsRes\dEnt\all::::l:ss z:artr:t Ras\dantlahli:{:::s
undeliverable batch by clicking “Close.” R LT
Ballot Mail Address ~ Address Type :  Election Specific Current Mail Address
101 N MAIN ST
ALGONA, IA 50511
10 Open the VOter’S I‘eCOYd. Be Sure the VOter’S ¥ Inactivate § [~ Review Registration Change Now |
“StatUS” IS Stl” “A_ ACtive.” Elete First | Previous Next | Last | View Ballots VutarDatal\sI Save Close

11. Click on the “Absentee” tab.
a. FPCA request
i.  Highlight the undeliverable ballot request by clicking on it. Click “Details.”

i.  Change the “To” date to the date the ballot was received.

iii. Addacommentinthe “Comments” field if you wish.

iv.  Click “Print Later” to save the date change and comment.

v. A“Confirmation to Void” screen will appear with the message: “Changing the date
will void all prepared and sent ballots outside of the new date range. Would you like
to continue?” Click “Yes.”

b. Election-specific request

i.  Highlight the undeliverable ballot request by clicking on it. Click “Void.”

ii. Click “Yes” when asked if you are sure you want to void the ballot. Add the comment
“Ballot returned undeliverable” in the “Audit Comment” field. Click “Save.”

iii.  Send the voter a forwardable letter explaining that the ballot was mailed to the
address they requested and returned as undeliverable. Enclose a new absentee
ballot request. A sample notice “Ballot Returned Undeliverable from UOCAVA Voter”
is available in the Election Forms Library. If you have an email address for the voter,
it may be quicker to also correspond about the undeliverable ballot by email.
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Spoiled Ballots

Received by Mail

Spoiled ballots returned by mail can only be replaced if they are returned in a return envelope

clearly marked “Spoiled Ballot.” If a return envelope arrives in the mail without any indication

that it contains a spoiled ballot, you cannot replace it.

Replace a spoiled ballot by following the instructions below. This procedure will enable you to

use the same serial number assigned to the records of the original absentee ballot request.
[853.21]

1. Do NOT receive the ballot in the “Receive Absentee Ballots” module.

2. Open the voter’s record.

3. Select the “Elections” menu at the top of the screen and click “Issue Ballot.”

TF Voter Registration

Voter Print Imaging  Address

Voter rec( Voting History
Active Ballots
Temporary Parties

New
Voter ID

50026672 Provisional Ballot 3

Issue Ballot

Residenc

Receive Ballot F12

|

4. Choose the appropriate election and
choose “Reissued” from the “Ballot

I Issue Ballot Request

”
Type drOp-dOWﬂ menU . Election Name |12,’4,’2012 Test Election o Ballot Type |Relssued j
Current Ballots
[ Tracking No | Abs Seg Num | Sent | Received | Style | Precinct | Stage | Ballot Type | Issue Typ
5' From the Reaso n for 5009837... 4 07/09/2012 001 AL2 Sent Original Mailed

Replacing/Reissuing the Ballot”
menu choose “Replace a returned
spoiled ballot.”

al | |
. i —Print Label

Choose the mailing labels used in your | & "= select Label =[] e

County from the “Select Labelﬂ drop_ Reason For Replacing / Reissuing the Ballot Replace a returned spoiled ballo | rint Additional Label

down menu. Be sure you have mailing Cancel

labels in your printer and click on the “Print” button. There is no option to print re-issued
ballot labels later.

6. Store the “Spoiled” ballot in a separate secure area.
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Spoiled In-Office or at Satellite
1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

Search

Flaction [12/04/30137 Test Flachon =] Batch Data From Batch Data To [
Abs Seq Num| Veter D[ ot 10 search |  Clear |

| | il

tew [ mocoivo gallor | oo cean | meupkad | absenes st |  erint Labels |

3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch i

Eloction  [12j04/2012 TestBlection  EBatchDeserption |

Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifiar T |

Ballot Label Ballot Search in Workspace

:::‘:x:: 07 /082013 = Hams | i I

L cay | =] bsseqa [ Search
List of Ballats in the Batch ™ Exteptions Only

Item £

Abs Seq Num

oetfl | nrocsive| flold | voter summary | | view Batats =zl caze |

4. Click “Yes.”

Are you sure you wish to remove this ballot from the

batch?

ifes | FTI

5. Open the voter’s record.
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6. Select the “Elections” menu at the top of the screen and click “Issue Ballot.”

“‘ Voter Registration

Voter  Print Imaging Address
Voter rec(  Voting History
Active Ballots
New 5
Votar ID Temporary Parties
50026672 Provisional Ballot 3
Residenc S
_ Receive Ballot F12
7. Choose the appropriate election and —
. » « TIE Issue Ballot Request
choose “Reissued” from the “Ballot :
Type” drop'dOWn menu. Election Name |12,’a,’2012 Test Election A Ballot Type IReissued |
Current Ballots
i racking u| 5 Se uml en | acaives | e | recin | age | allot Type ssue Tyr
8' From the Rea'_son _for . 5;095;7... fb =t iﬁutgfzmz . : 22’1‘ .:\LZ = zteigt' ?:n”g;aTl IIV!aiIEdT
Replacing/Reissuing the Ballot”
menu choose “Replace a returned
spoiled ballot.”
< | |
. X —Print Label
Choose the mailing labels used in your | © tex B2 =] _froview | _prie_|
COUl’lty from the “Select Labelﬂ drop_ Reason For Replacing / Reissuing the Ballot e ad ba n rint Additional Label
down menu. Be sure you have mailing Cancel

labels in your printer and click on the “Print” button. There is no option to print re-issued
ballot labels later.

9. Store the “Spoiled” ballot in a separate secure area.
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Not Voted and Surrendered Ballots

If a person returns an absentee ballot to the auditor’s office, satellite station, or at the polls on
election day with an indication that the voter has not marked the ballot or does not want to vote
by absentee ballot, make sure the ballot is included with the envelopes. Then, follow the I-
VOTERS procedures below.

If the ballot is not enclosed in the envelopes returned, do not follow the I-VOTERS procedures
below to take them off the absentee list.

1. Open “Receive Absentee Ballots” from the main |- =
VOTERS menu. i

Election [12/04/2012 Test Electon | match Date From | Batch Date To [
b3 Seq Num| wveter 0] Bator 10] Search | clear
2. Choose the appropriate election from the drop down gatots | Undetversbe ot vt |

menu and click on “Search.” R—— —— — '

3. Click on the “Not Voted” tab. Any “Not Voted”
batches you already created for this election will
appear.

4. Click on the “New” button at the bottom of the page.

new_|
5. If you want text to appear in the “Batch x
Description” field of the main “Not Voted” Sl hesteenrecaer i
Screen, add your text in the “Batch Election [12/04/3p12 Test Election Batch Description l—
H H ” H atCl ate ecelve ate entifier l—
Description” field that appears at the top (S Provps | receiedous ooz et
of the new “Not Voted” batch you are 0 — —
Creatlng. street | city | ~|  search
 Voter Details
Name on Ballot ‘JDHNVDTER Narme in Record ‘JOHNVOTER
6. The “Received Date” should be the date factive factive
the ballot was returned not voted. P e e e P e
ALGONA, IA 50511 ALGONA, 1A 50511
7. Add the ballot(s) to the new “Not Voted” —
batch by scanning the barcode in the
« " . . y ALGONA, IA 50511
Ballot Label” field or typing the voter’'s
name In the “Ba”Ot SearCh" fleld [~ Inactivate [~ Review Registration Change Now

Delete | At | previews | west | tast | ViewBallots | voter Details Save Close

8. After you choose the correct ballot (if more
than one option appear) the voter’s information will appear on the screen.

9. Click the “Save.” The information for this voter will disappear. Either add a new “Not Voted”
ballot to the batch by searching for the voter as instructed above or close the batch by
clicking “Close.”

10. Store your “Not Voted” ballots together in a secure place.

Notes about this I- VOTERS procedure:
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Following this procedure will update the election registers to reflect this absentee voter returned
a “Not Voted” ballot. There will NOT be an “A” printed in the election register by the voter’s
name so the voter will be able to vote normally at the polling place and will not need to vote a
provisional ballot.

You cannot add additional ballots to a previously created “Not Voted” batch. Once the batch is
closed, you can only delete ballots from the batch, you cannot add new ones. To add additional
“Not Voted” ballots, you need to create a new batch.
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Deceased Voters with Absentee Ballot Request or Returned Absentee Ballots

Deceased Voter with Absentee Ballot Request

If you receive notification of a voter death and the voter has an active absentee ballot request,
void the absentee ballot request before cancelling the voter’s registration record.

1. Open the voter’s record and click on the “Absentee” tab.

2. Highlight the absentee request by clicking on it. Click “Void.”

Residence Absentee | Histary I Contacts I woting History |

Dates/Elections | Seq Num | Source Address Coun

[2_____IMai____lAddressonFile

< L+l

I Special Absentee . tiy= Ballots Add Detail J Void

3. Click “Yes” when asked if you are sure. Add the comment “Deceased Voter” in the “Audit
Comment” field. Click “Save.”

4. Change the voter’s registration “Status” to “C — Cancelled” with “Reason” “DEC —
Deceased.” Be sure to update the “Transaction Source” with the appropriate source.

Deceased Voter with Returned Absentee Ballot

If the auditor receives proof that a voter who has marked and returned a ballot died before the
affidavit envelope was opened, set the absentee ballot aside with evidence of the voter’s death
and instruct the ASVP board to mark the ballot “Rejected because voter is dead.” The

accidental counting of a ballot of a deceased voter does not invalidate the election.
[853.32]

To cancel the voter’s registration, the ballot must be unreceived and the request voided in |-
VOTERS:

Search

1. Open “Receive Absentee Ballots” from caeton [T s e el
the main I-VOTERS screen. s sa voter o] wstot o] _searen | aesr |

Ballots | | | Mot voted |

2. Search for the defective ballot. Highlight
the batch the ballot is in by clicking on it.
Click “Receive Ballot.”

| | |

tew | Receive gallot | Filo Upkoad | absentee list |  print Labets |
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3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch i

Election 12/04/2012 Test Eloction Batch Description
Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifir -

Ballot Label Ballot Search in Workspace
Source  |Mad -l

rame | Address |
Date Received  |07/09/3013
ity x| tbsSag @ Search
C — ' it=et ] =
List of Ballots in th Batch I~ Extoptions Only

Item = Abs Seq Num | Baot I \ Source

Detall | unceceive| JHald | voter Summany | | view Basats _l___f Clase |

4. Click “Yes.”

T Delete Ballot

Are you sure you wish to remaove this ballot from the
batch?

ifes | No I

5. Open the voter’s record and click on the “Absentee” tab.

6. Highlight the absentee request by clicking on it. Click “Void.”

Residence Absentee | Histary I Contacts I woting History |

Dates/Elections | Seq Num | Source Address Coun

]2 [Mail ___AddressonFile

< L+l

I Special Absentee . tiy= Ballots Add Detail J Void

7. Click “Yes” when asked if you are sure. Add the comment “Voter deceased” in the
“Audit Comment” field. Click “Save.”
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Voter Lost or did not Receive Absentee Ballot

A voter who lost an absentee ballot or whose absentee ballot did not arrive in the mail may
request a replacement ballot by phone or in writing. If you receive a phone request, make sure
the person calling is the voter. If you received notice by phone, note on the request form the
date and time of the phone call. If you received notice in writing, attach a copy of the voter’s
letter to the request form.

Send the voter a new ballot. Use the same serial number (i.e. absentee sequence number) that
was assigned to the records of the original absentee ballot request by re-issuing a ballot
following the instructions under spoiled ballot procedures except choose the appropriate reason
under “Reason for Issuing the Ballot.”

When sending the ballot, include two copies of the Voter Statement — Lost Absentee ballot
available in the Election Forms Library. Voters should return one copy to you and keep one
copy for their own records.

[853.21]

Voter Made “Inactive” After Voted Absentee Ballot Received

Set the ballot aside. Notify the voter that the absentee ballot may only be counted if the voter
personally delivers or mails a copy of the voter’s identification (from §48A.8) to the auditor’s
office before the ASVP board meets to count absentee ballot or reconvenes to consider
challenged absentee ballots.

If you do not receive a copy of the voter’'s ID before the board reconvenes to consider
challenged absentee ballots, the board must reject the absentee ballot.

[IAC 721-21.301(3)]
A sample notice “Inactive Voter with Voted Absentee Ballot” is available in the Election Forms
Library.

Ballots Received After Election Day

No Postmark or lllegible Postmark

The ballot must be rejected if it is received after the polls close on election day and it either has
no postmark or has an ineligible postmark.

If received before the county canvass, receive the ballot into the “Receive Absentee Ballots”
module in I-VOTERS. Deliver the ballot to the ASVP board and inform them that the ballot was
not postmarked in time for the ballot to be counted. Instruct the board to issue a notice of
rejection. A sample notice “Rejected Absentee” is available in the Election Forms Library.
[853.17(2), 53.25]

If received after the county canvass, file stamp the return envelope with the date the ballot was

received in the auditor’s office. Do not receive the ballot in I-VOTERS. Store the ballot with other
rejected absentee ballots for the election.
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Postmarked and Received After Receipt Deadline but Before Canvass

This situation would occur if the ballot was received after noon on the Monday following the
election and the canvass is held on Tuesday.

File stamp the return envelope with the date and time the ballot was received in the auditor’s
office and receive the ballot into the “Receive Absentee Ballots” module in I-VOTERS.

Send the voter a notice indicating the ballot was received too late to be counted. A sample
notice “Rejected Absentee” is available in the Election Forms Library.

[853.25]
Postmarked and Received After Canvass
File stamp the return envelope with the date the ballot was received in the auditor’s office. Do

not receive the ballot in I-VOTERS. Store the ballot with other rejected absentee ballots for the
election.

Processing Ballots Not Returned After Election Day

If voters did not return their absentee ballots, do nothing. Those ballots do not need to be
processed in I-VOTERS.

Absentee Voters with Provisional Ballots

If you receive a timely absentee ballot and a provisional ballot from the same voter, the
absentee ballot should be considered for counting.

If the absentee ballot must be rejected for any reason, the ASVP should consider the provisional
ballot for counting.
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Incomplete and Defective Affidavit Envelopes

Affidavit Review Process

Review the affidavit envelope if the ballot was received before 5 p.m. on the Saturday before the
election for general elections and before 5 p.m. on the Friday before the election for all other
elections.
[853.18(2)]
Do not review affidavit envelopes received after this time. Instead, any absentee ballots
received on the days immediately before the election should be received into I-VOTERS and
stored in a secure location for delivery to and review by the ASVP board.
1. Open the return envelopes (if a combined return/affidavit envelope was not used).
The auditor can direct a staff member to open the return envelopes. Only a trained reviewer
may remove the contents of the envelope.
[IAC 721—21.353(53)]

Only open one return envelope at a time.
[IAC 721—21.354(53)]

2. Remove affidavit envelopes (if a combined return/affidavit envelope was not used).

3. Store the return envelopes (if a combined return/affidavit envelope was not used) for the six
or 22 month time period required. Do not throw away any envelopes.

4. Review each affidavit envelope to see if it is incomplete or defective.
5. Separate the ballots into the following categories for storage:

= No defects and affidavit is complete

= |ncomplete

Incomplete affidavits requiring voter correction must be available for quick retrieval
when a voter comes to make corrections.

= Defective
Attach defective affidavits to the original ballot request, replacement ballot request (if

any), and replacement ballot (if any) for review by the ASVP board.
[853.18(3), IAC 721—21.354(5)]
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Incomplete Affidavits

An incomplete affidavit is missing the voter’s signature.
[IAC 721—21.354(4)]

Defective Affidavits

A defective affidavit occurs when the:
» Affidavit envelope is missing
= Affidavit envelope is not sealed
= Affidavit envelope has been opened and resealed
= Absentee ballot is not enclosed in the affidavit envelope
» Affidavit envelope was not signed and voter cannot come to the office to sign it

= Voter moved to a new precinct after submitting a voted absentee ballot
[IAC 721—21.354(4)]

Defect Due to Voter Move

If a voter registers to vote in a different precinct or county and the voter has already returned an
absentee ballot, the ballot must be treated as defective. The voter may correct the defect by
registering to vote in the precinct where the absentee ballot was cast if the voter is still able to
claim residence for voter registration purposes in that precinct.

= If the pre-registration deadline has passed, the voter must use EDR procedures to re-
register.

= If the voter is not eligible to re-register in the precinct where the absentee ballot was
cast, the ballot must be set aside and challenged by the ASVP board.

[§48A.5, 48A.5A, IAC 721—21.355(2)(b)(3)]
If the voter moved to a new precinct within the county and has not submitted an additional
absentee ballot request, see the “Processing Defective Affidavits” instructions for information on
processing the ballot.
If the voter moved to a different county and also requests an absentee ballot in the new county,
1. Contact the county in which the voter was previously registered and ask the county to

void the voter’s ballot in I-VOTERS.
That county must send the voter a notice of defective affidavit.
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2. After the ballot is voided by the old county of registration, update the voter's address
using the new registration information.

3. Enter the voter’s absentee ballot request information and issue the voter an absentee
ballot.

If the voter is eligible to do so and re-registers in the old county,

1. Void the request for the new county and send the voter a notice of defective affidavit if
the absentee ballot requested from the new county has already been voted and

returned.

2. The old county will need to move the voter back and enter a new absentee ballot request
for the voter’s first ballot which was marked defective.

3. The old county should place the new absentee label next to the original label on the
voter’s original ballot.

Unreceive Ballot and Void Request

1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

—lolx
setor Seacch tal

Swearch
Flaction [17/04/70132 Test Faction =] Batch Dats From Batch Date To |
Abs Saq Num| Veter D[ ot 10 search |  Clear

Ballots | | Mot vated |
Receve

| | |

tew [l Receive gt | 0 Flepkad | absentee st | print Labels |
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3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch i

Election  [12/0472012 Test Election Batch Description
Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifir -

Ballot Label Ballot Search in Workspace
Source  |Mad ..| I

warne | Addrass
Date Recaived  [07/09/201%
city =] 4bssaq & Search
C — ' it=et ] =
List of Ballots in the Batch I~ Extoptions Only

Item = Abs Seq Num | Baot I \ Source

Detall | uneceiva| fHoid | voter summary | | view Batats _l___t asse |

4. Click “Yes.”

T Delete Ballot

Are you sure you wish to remaove this ballot from the
batch?

ifes | No I

5. Open the voter’s record and click on the “Absentee” tab.

6. Highlight the absentee request by clicking on it. Click “Void.”

Residence Absentee | Histary I Contacts I woting History |

Dates/Elections | Seq Num | Source Address Coun

]2 [Mail ___AddressonFile

< L+l

I Special Absentee . tiy= Ballots Add Detail J Void

7. Click “Yes” when asked if you are sure. Add the comment “Replacement request — new
address” in the “Audit Comment” field. Click “Save.”
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Contacting Voters with Incomplete or Defective Affidavits

A voter contact checklist must be used and is available in the Election Forms Library to help
with this process.

Incomplete Affidavits

Contact voters with incomplete affidavits within 24 hours of receipt of the incomplete absentee
ballot. Send a notice to the voter at the voter’s registration address and to the ballot mailing
address, if different. The notice must include:
= Reason the affidavit is incomplete
= Voter’s options for completing the affidavit:
o Completing affidavit at the auditor’s office by 5 p.m. the day before the election
0 Asking for a replacement ballot

0 Casting a ballot at the polls on election day

= Auditor’s office address, business hours, and contact information
[IAC 721—21.355(1)]

A sample “Notice of Incomplete Affidavit” is available in the Election Forms Library.
If you have a telephone humber or email address on record for the voter, you must also attempt
to contact the voter by phone and/or email. Keep a copy of the email and a written record of the

phone call, including the name of the person making the call, date and time of call, and who
answered the phone.

Defective Affidavits

Contact voters with defective affidavits immediately upon receipt of the absentee ballot. Send a
notice to the voter at the voter’s registration address and to the ballot mailing address, if
different. The notice must include:

= Reason for defect (for defects caused by voter moves, see “Defect Due to Vote Move”
section)

= Voter’s options for correcting the defect:
o0 Completing a new absentee ballot request for a replacement ballot
0 Casting a provisional ballot at the polls on election day

* How to request a replacement ballot either in person, in writing, or over the phone
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» The auditor’s office address, business hours, and contact information
[IAC 721—21.355(2)]
A sample “Notice of Defective Affidavit” is available in the Election Forms Library.
If you have a telephone number or email address on record for the voter, you must also attempt
to contact the voter by phone and/or email. Keep a copy of the email and a written record of the

phone call, including the name of the person making the call, date and time of call, and who
answered the phone.
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Processing Defective Affidavits and Issuing Replacement Ballots

Process Defective Affidavits

1. Receive the absentee ballot in “Receive Absentee Ballots.” See the “Receiving Absentee

Ballots” instructions.

2. Open “Election

IF' Election Management

Ballor Styles  Address Library  Pull Pecifions  Polling Places CASS  Districts Precincts AbsenteeVoters Reports  Export

Management.” Click on
“Process Absentee

Voter Search Hely

Election Date: Dec-04-2012

Election Type: School

Description: Test Election

Ballots.”

Election Details
Include Certified Contests
Election Template
Measures & Races
Post Shared Contests
Ballot Styles

Ballot Review

Print Absentee Labels
Election Reagister
Election Expenses
Election Results

3. Search for the voter’s
absentee ballot and choose
“Defective
Affidavit/Envelope” from
the Ballot Status drop-down

—Ballot Search

menu.
(DProcess AbsenteeBallots

Barcode Abs Seq # Name Iga”y voter

Address | aty | | [ search | Clear

—Ballot Details

Voter ID [500266723 —tinter e [5a

Address 101 N MAIN ST Ballot Status efect

ALGONA, 1A 50511

Ballots Sent |
Abs Seq # | Barcode | VoterName [ Source [ Date Sent Date Received | Ballot Style | Ballot Type
2 50088... SALLYVOTER Mail 07/09/2012 07/09/2012 001 Original

onst History & Close Election
xit

4. Click “Save.”

m

Issuing Replacement Ballots if no Address Change

Do not issue a replacement ballot until the voter submits a request.

1. Open the voter's record.

2. Select the “Elections” menu at the top of the screen and click

“Issue Ballot.”

3. When the “Issue Ballot Request” screen opens, choose
“Replacement” from the “Ballot Type” drop-down menu.

4. From the “Reason for
Replacing/Reissuing the Ballot”

]lf Voter Registration

Voter Print Imaging Address
Voter rec{ Voting History
New Active Ballots .
Voter ID Temporary Parties
50026672 Provisional Ballot 2

Residenc

L

Issue Ballot

Receive Ballot F12

menu Choose the appropnate Election Name [12/4/2012 Test Elaction | || Ballot Type [Replacement | |
reason. Current Ballots
Tracking No | Abs Seq Numl Sent | Received | Style | Precinct | Stage | Ballot Type | Issue Tyr
. ) 5009837... 2 07/09/2012 07/09/2012 001 AL2 Received Original Mailed
5. Choose the mailing labels used in
your county from the “Select
Label” drop-down menu. In this
screen, there is no option to “Print al | |
” H H — Print Label
Later SO you WI” need to prlnt + Now Select Label [ | Preview | Print |
these Iabels (Or Save a PDF Image Reason For Replacing / Reissuing the Ballot Defective-Not Sealed| Print Additional Label
and print later) as the replacement e

absentee requests are received.
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Issuing Replacement Ballots When Voter’s Original Absentee Ballot is Defective Due to

Voter Move
1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

Swearch
Elaction [13/04/7013 Test Becton =] Batch Data From Batch Date To [
Abs Seq Num| Veter D[ ot 10 search |  Clear |
Ballots | | Wt vatad |
Dt

il | ]
tew [ mocoivo gallor | oo cean | meupkad | absenes st |  erint Labels |

3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch .

Eloction  [12/04/2012 Test Bloction  Batch Description

Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifiar T |

Ballot Label Ballot Search in Workspace

Source T\-\a-l -l . pddrass [

:_:na Received  [07/09/2012 — ay =] asseqe [ Search
List of Ballots in th Batch I~ Extoptions Only

Ttem = Abs Seq Num | Baot I Voter Name Source

oetfl | nrocsive| flold | voter summary | | view Batats =zl caze |

4. Click “Yes.”

T Delete Ballot

Are you sure you wish to remaove this ballot from the
batch?

ifes | No I

5. Open the voter’s record and click on the “Absentee” tab.
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6. Highlight the absentee request by clicking on it. Click “Void.”

Residence  Absentee | History | Contacts | Woting History |

< L+l

™ Special Absentee  ».ye Ballots Add Detail J Void

7. Click “Yes” when asked if you are sure. Add the comment “Replacement request — new
address” in the “Audit Comment” field. Click “Save.”

[Tl Audit Comment

Audit Comment

Replacement request - new address|

Save

8. Update the voter’s residential address and save the voter’s record.

9. Add a new absentee ballot request and choose “Print Later.”

July 2016 Prepared by the Office of lowa Secretary of State 3-57



Processing Incomplete Affidavits and Incomplete Affidavit Corrections

Process Incomplete Affidavits

1. Receive the absentee ballot in e T T
‘Receive Absentee Ballots.” Seethe S e
“Receiving Absentee Ballots” — BailtSearch '
. t tions Barcode [ AbsSeas | Name: [y voter
instruc . morresga | RS ay | 3 [(Eeh ] e |
Panim } S Ballot Details
“« : ST B e
2. Open “Election Management.” Click Sl Sues o IM—_ ol Stacus TR
on “Process Absentee Ballots.” PP Ao h sos11 sae_|
Election Begister
Elsction Expansas Rallats Sent |
s Elustion Bzl Abs Seq # | Garcode | vaterhame Source | Date Sent | Date Recerved | Ballct Style | Babiot Type
3. Search for the voter's absentee ballot process Blectionenister || [2 50095... . SALLY VOTER Mal | 07/09/2012 07/09/2012 001 arainal
and choose “Deficient Bt Bl st
Affidavit/Incomplete” from the “Ballot B . .
Status” drop-down menu.
4. Click “save.”
Processing an Incomplete Affidavit Correction
1. After the voter comes in and completes the affidavit, open “Election Management” from the
main I-VOTERS screen. Click “Process
Absentee Ba“OtS," Ehﬂhuf]nu:u«:-uﬂ-]al) Ed]:{b:t::;rm:!idmﬂ Description: Test Election
Elastion. Dsada farcode | shsseqs [ Hiame: [ty voter
mm ssdress [ L= | =] Sear:hl Claar.
2. Search for the voter’s absentee ballot and Mamee ks | v :
“ ” veoterID  [S0@zé6rz3  _VoterMeme T
reset the “Ballot Status” to the blank at - e e T
the top of the pull-down menu. o s iy - :
Esctankisosas sait s | e T
. Elestion Fasuts e y Sourca | Date Sent m:gmg m&ng:undmmdm—.
3. Click “Save.” oot || [2 St LTI RO OIS S ot
_mmmmm
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Issuing Replacement Ballot for Voters with Incomplete Affidavits

1. Open “Election Management” and click on “Process Absentee Ballots.”

2. Search for the voter’s absentee ballot. Change the “Ballot Status” to “Defective
Affidavit/Envelope” and click “Save.”

tinn: Poing Places CASS  Diwtricts Precincty  Abisetes Voters  Reports  Eaport

Meter Search Hol

Election Date: Dec-04-2012 Election Type: School Description: Test Election

Ballot Swarch
Ebection Datais

Earcode Abs Sug = Name [F3lly voter
sl Cerified Saritests = ! R
Wsction Templite Addrans [ oty |
P Ballot Details
gt Shared Contests
Bllot Stlgs veter 10 [S00786723 —— ko
Ballos Review Address [ 101 wmamn 5T [ Ballot Status
orit Abisgnt ALGONA, 14 50511
Election Aeaister
Dchon Dxpenses Rallats Sent |
Elagtion Besuks 5 Seq & | Barcode | Woteriame Sourca Sent te Racesvad | Ballot 3ot Type
Pracess Blactnfeaistar 2 50008, SALLY VOTER Mad 07/09/2012  07/0%/2012 001 Ongnal
Duglicate Ballot Feoort

i syze O

Exit,

| | |

3. Open the voter’'s record. Select the “Elections” menu at the top of the screen and click
“Issue Ballot.”

i’ Voter Registration

Voter Print Imaging  Address
Voter rect  Voting History
Active Ballots
ew T Parti
Votar ID emporary Parties
500266727  Provisional Ballot »
Issue Ballot
Residenc

Receive Ballot F12

4. When the “Issue Ballot Request” screen opens, choose “Replacement” from the “Ballot
Type” drop-down menu.

5. From the “Reason for

RepIaCIng/ReISSUIng the Ba”Ot” Election Name |12f4f2012Te5tEIection j Ballot Type |Rep|acement j |
menu choose the appropriate Current Halote
reaSOn Tracking No | Abs Seg Numl Sent | Received | Style | Precinct | Stage | Ballot Type | Issue Tyr
5009837... 2 07/09/2012 07/09/2012 001 AL2 Received Original Mailed
Choose the mailing labels used in
your county from the “Select
Label” drop-down menu. In this a | ol
screen, there is no option to “Print Print Label
” . . * Now Select Label [ ~|  Preview | Print |
Later” so you will need to print — h—” - o
. Reason For Replacin Reissuing the Ballot Defective-Not Seale Print Additional Labe
these labels (or save a PDF image P ’ Pt dtonel Lt |
and print later) as the replacement _Canel |

absentee requests are received.
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Printing a List of Received Incomplete and Defective Affidavits

1. Open “Election Management” and click on “Process Absentee Ballots.”

2. From the bottom of the page, make sure the button
next to “Processed” is selected and click “View
Absentees.”

3. Alist of ballots currently assigned to incomplete and
defective status will be generated.

— View Absentees

" All Absentees

" UnProcessed

i Processed
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Absentee Voting by UOCAVA Voters

Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA)

The Uniformed and Overseas Citizens Absentee Voting Act (UOCAVA) is a federal law that
makes it easier for members of the armed forces and certain overseas U.S. citizens to register
to vote and cast absentee ballots.

UOCAVA voters include:
= Members of the armed forces on active duty and their spouses and dependents
= Members of the merchant marine and their spouses and dependents

= Civilian employees of the U.S. serving outside the territorial limits of the U.S. and their
spouses and dependents who live with them

= Members of religious or welfare agencies assisting members of the armed forces who
are officially attached to and serving with the armed forces and their spouses and
dependents

= U.S. citizens who live outside the territorial limits of the U.S.*

*Citizens may register and vote in lowa if either they or their parents were eligible electors of
lowa just before leaving the U.S. This includes citizens who were not old enough to register to

vote at the time they left the country.
[853.37]

If a U.S. citizen is also a citizen of another country and votes in that country’s elections, it does
not affect that person’s ability to vote in U.S. elections as long as the person does not claim the
right to vote anywhere else in the U.S.

[848A.5(4)(b)]

Federal Voting Assistance Program (FVAP)

FVAP stands for the Federal Voting Assistance Program. It is a division of the U.S. Department
of Defense that provides voting information and assistance to members of the military and
overseas citizens. It also administers UOCAVA.

UOCAVA voters can find copies of the federal postcard application (FPCA), federal write-in

absentee ballot (FWAB), and information for voter registration and absentee voting specific to
lowa on FVAP’s website: www.fvap.gov.

July 2016 Prepared by the Office of lowa Secretary of State 3-61


http://www.fvap.gov/

Voter Reqgistration for UOCAVA Voters

UOCAVA voters do not have to be registered voters to request an absentee ballot. Registration
deadlines, verification requirements, and ID requirements are waived for UOCAVA voters.

If an unregistered UOCAVA voter requests an absentee ballot, the affidavit on the affidavit
envelope shall be accepted as a sufficient registration form. The declaration of eligibility on a
federal write-in ballot (FWAB) can also be accepted as a registration form. — See below for
signature requirements.

The federal postcard application (FPCA) also serves as a voter registration form and absentee
ballot request.

If a person was discharged from military service within 30 days before an election, the person
may vote at the polls without presenting EDR documentation even if not previously registered by
presenting discharge papers to the PEOs. The person must also submit a voter registration form
to the officials.

[848A.5(6), 53.42]

For more information on UOCAVA voter registration, see the Voter Registration chapter.

Original Signatures for UOCAVA Registrants

The document containing the physical signature of the UOCAVA voter (i.e. paper copy of the
FPCA, FWAB declaration of eligibility page, or absentee affidavit envelope) must be kept and
stored as the original voter registration document for the voter.

e Exception:

If the UOCAVA registrant is located in an imminent danger pay zone or is active duty
military located outside of the United States. UOCAVA registrants meeting the criteria
set forth in IAC 721.21.320(4) for the return of their ballot by electronic transmission
may substitute a scanned image of their original signature for voter registration
purposes.

[721-21.320(5)]
Retention of UOCAVA Voter Registration Documents

All records of a person’s registration may be destroyed 22 months after the next general

election following the cancellation of the person’s voter registration.
[848A.32]
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Request Methods for UOCAVA Voters

1. Completing an lowa official absentee ballot request form and sending it to the auditor
2. Writing a letter to the county auditor which contains all of the following information:

= Name

= Date of birth

* |owa residence, including street address

= Party affiliation (primary elections only — see page 4)

= Address to which ballot should be sent

= Voter's signature

= Statement explaining why the voter is eligible to receive a ballot as a UOCAVA voter (ex:
| am a U.S. citizen living in France.)

3. Completing a federal postcard application (FPCA)

4. Asking a family member who resides in the same county where the voter claims residence
to submit a proxy request to the county auditor (general elections only).

5. Writing to the county auditor requesting a special state write-in ballot (general elections only)

UOCAVA voters may request ballots for all elections to be held during a calendar year. If the
voter does not specify which elections they want ballots for, send ballots for federal elections
only. [853.40, 53.45]

Federal Postcard Application (FPCA)

An FPCA is used by UOCAVA voters only and serves as both a voter registration form and an
absentee ballot request form.

A request on an FPCA must be honored for each all elections held after the FPCA is received

until the end of the calendar year in which the FPCA is received — unless the voter asks only for

a ballot for a specific election or asks to receive ballots for only certain election types.
[853.40(1)(a)]

If you receive an FPCA request that does not specify a political party, do not send a ballot for
the primary election, unless the voter has a political affiliation already listed on the voter’s
registration record.

[853.40(2)]

If a non-control county auditor receives an FPCA from a voter who requested ballots for local
elections, make copies of the FPCA and forward the application to the control county (i.e. make
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sure you send FPCA requests to other auditors when you are not the control county auditor for
a UOCAVA voter’s city or school district if the voter wants ballots for those elections).
[853.40(1)(a)]
Copies of the FPCA are available in the Election Forms Library, the Federal Voting Assistance
Program’s (FVAP) website, and at military bases, American embassies, and consular offices.

Proxy Request (general elections only)

A proxy request is an absentee ballot request submitted on behalf of a UOCAVA voter by a
family member. Only certain family members of the voter may submit a request. They include:

=  Spouse

» Parent

= Parent-in-law
= Adult sibling
» Adult child

The family member must live in the same county of the voter’s residence. This is the only
situation where someone can request a ballot on behalf of another voter.

Proxy requests can only be used for general elections. They cannot be turned in earlier than 70
days before election day and must be turned in by 5 p.m. the Friday before the election if the
request is for a mailed ballot or by the close of business the Monday before election day if the
request is for an e-transmission ballot.

[853.40(1)(b)]
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Ways to Submit Requests for UOCAVA Voters

Requests may be submitted to the auditor’s office by mail, fax, email, or personal delivery by the
voter or a person designated by the voter.

If a request was sent by fax or email, UOCAVA voters do not have to send the original request
to the auditor. The signed affidavit envelope is used as the voter’s original signature for voter
registration purposes.

[853.40, IAC 721—21.320(2)(c)]

An electronic request must include an image of the voter’s written signature.
[839.3(17), IAC 721—21.320(2)]

Request Deadlines for UOCAVA Voters

By-Mail UOCAVA Voters
By mail UOCAVA voters may request absentee ballots at any time before an election.

The last day for a UOCAVA voter to request an absentee ballot by mail for any election is the
Friday before the election at 5:00 p.m.
[853.40(1)(a)]

E-transmission UOCAVA Voters

UOCAVA voters requesting to receive unvoted balloting materials by either fax or email may
request absentee ballots at any time before an election.

The last day for a UOCAVA voter to request an absentee ballot by either fax or email is the day
before the election at the close of business.
[853.40, IAC 721—21.320]

Proxy Request for UOCAVA Voters

Proxy requests may be submitted by certain family members of UOCAVA voters, only for the
general election. These requests may not be submitted more than 70 days before a general
election.

The last day for a family member to submit a proxy request on behalf of a UOCAVA voter is the
Friday before the election at 5:00 p.m. if the request is for a mailed ballot or the Monday before
the election at the close of business if the request is for an e-transmission ballot.

[853.40(1)(b)]
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Special State Write-In (aka Submarine) Ballot Requests by UOCAVA Voters

Requests for special write-in ballots may be submitted by UOCAVA voters only for the general
election. These requests may not be submitted more than 120 days before the general
election.

The last day to request a special state write-in (submarine) ballot is the day regular absentee

ballots become available.
[853.45]

Possible UOCAVA Voter Request Issues

UOCAVA Voter Submitted Multiple Requests Before Ballots are Sent

The last request received must be honored. If you receive both a proxy request and a request
directly from the voter, honor the request from the voter.
[853.41(2), IAC 721—21.320(2)(e)]

UOCAVA Voter Submits Another Request After Ballot was Sent

You may only send another ballot if the voter submitted a change of mailing address, email
address, or fax number to which the ballot should be sent. If the voter did not submit a change,
do not send another ballot.

If the voter submitted a change, void the original absentee ballot request and include a
comment noting the serial number of the original and that a replacement ballot was sent to an
updated address.

Residence Absentee | Histary | Contacts I waoting History |

TO VOId Dates/Elections | Seq Num | Source Address 18
2/4/2012 ess ile | Kossut

1. Open the voter’s record and click on the “Absentee” tab.
2. Highlight the absentee request by clicking on it. Click “Void.”

3. Click “Yes” when asked if you are sure. In the “Audit A

Comment” field, add:

™ Special Absentee . tiye pallots Add Details |

“Voter reported change in mailing address/email address/fax number.
Original ballot serial number:
New request entered and replacement ballot sent on :

4. Enter a new request for the replacement ballot and print the labels following the
instructions on page 67.

If the original ballot is returned voted, it can only be counted if the replacement ballot does not

arrive before the deadline for receiving absentee ballots.
[IAC 721—21.320(2)()]
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Important Note: An FCPA cannot be voided if the voter already

voted a ballot at a previous election with the same FPCA .
i i i . Absentee Type rom o
request. Follow these |1nstruct|ons to issue a neV\i ballot: ) [Fittary = ﬁ§ = =lpoe = |L =IFr =tz =]
1- Open the VOter S I’eCOI‘d and CIle On the Absentee ta.b Absentee Application Source HCF/Satellite Location Issue Method
|FPCA =] | = Bl

2. Highlight the absentee request by clicking on it. Click (é'iﬂll‘”“rsm R (1 EETE
“Details.” o Lo
Date Requested Date Sent Date Received Email
[o7706/2012 [ [ 2=
3. Change the “To” date to the day before the new request ] I” Use Addfress on File
was received. I - ALGONA, 1A 30511
Comments
4. Inthe “Comments” field, note a new request was ’ =l
received and that a replacement ballot was sent to an [
updated address. Include the serial number of the original | -assentee adaress
H “ ” Counti ~| T USA
ba||0t in the Comments. Addre:; [UNITED STATES OF AMERICA | 2
o | 5
5. Click “Print Later” to save the changes. D | 2 | I
Absentee Link
’7VoterID l— Link to Voter | Unlirk |
Unsend Ballot | Print Noy | print Later | close |

UOCAVA Voter Did Not Provide Party Affiliation or Marked Different Party on Primary
Election Request

If the voter did not mark a party affiliation on the request, check the voter’s registration record. If
the registration record indicates a party affiliation, send the voter the ballot of the party indicated
on the registration record.

If the voter marked a party different than the party indicated on the voter’s registration record or
if the voter was not previously registered with a party, accept the request as a change or
declaration of party affiliation on the voter’s registration record. Send the voter a notice
informing the voter of the change of party affiliation. A sample notice “Change of Party
Affiliation” is available in the Election Forms Library.

If the voter did not mark a party affiliation on the request and the voter’s registration record does
not indicate a party affiliation, send the voter a notice along with a new absentee ballot request.
A sample notice “No Party Affiliation Indicated for Primary Election” is available in the Election
Forms Library.

[853.40(1)(c)]

No Signature on FPCA

If the voter did not sign the FPCA, contact the voter as soon as possible. Email and/or phone
the voter if an email address or phone number was provided. Also mail the voter a notice
explaining a signature is required to process the FPCA.

[42 USC 1973ff-1(d)]

Obtain the signature by the best means available. UOCAVA voters may submit a request by fax
or email as long as the electronic request includes an image of the voter’s written signature.
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UOCAVA voters do not have send the original request to the auditor. The signed affidavit
envelope is used as the voter’s original signature for voter registration purposes.

[39.3(17), 53.40, IAC 721—21.320(2)]
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Entering UOCAVA Voter Absentee Requests in I-VOTERS

ML Voter Registration - Absentee Detail

FPCA or Multiple Elections (by Letter)

Help
« ” Absentee Type Erom To
1. Choose the ‘:Aps_ente?“'l'ype as mark'ed b;{, the voter iy - ﬁ7 S | [ R e
on the form: “Military,” “Overseas Military,” or
“Overseas C|V|I|an » Absentee Application Source HCF/Satellite Location Issue Method
: [Frca = =] |
Election Type In-Person
2. Enter a date range for the request that ends on ’7|7 Federsl [ School [ty [~ special [IE
. . . Al tee T
December 31 of the year in which the voter submitted . oy |catelite
) ate Requested Date Sent Date Received Email
the FPCA unless the voter designated a shorter date etz | | Fax
range or indicated an election type. Political Party I Use Address On File
| | [101 nmaIN ST
“ . . ALGONA, 1A 530511
3. Choose FPCA as the “Absentee Application
Source.” Comments
[~ |
4. Choose an “Election Type.” Select “Federal” only o
unless the voter specifies the voter wants ballots for
. —Absentee Address
Other elecnons Country IUNITED STATES OF AMERICA d ™ usA
Address ;I
5. Choose the appropriate “Issue Method.” | =
Citv/st/Zip. | =l =l |
If the “Issue Method” is email or fax and you are ~ Absentee Link
entering the request after the first absentee mailing for Voter 1D | Link to voter | Unirk_ |
an election, choose “Print Now” and immediately print Unsend Balot | prntNow | | prntiater | | Gese |

the labels for the voter, either to paper or an electronic
file. If you are entering an FPCA request with an issue method of email or fax before your
first absentee mailing, choose “Print Later.”

6. Add the voter’s absentee mailing address.

Important Note: If the voter has an FPO/APO address, leave United States as the
“Country” and use “FPO” or “APQ” as the city and “AE,” “AP,” or “AA” as the state.

Mailing
Country  [UNITED STATES OF AMERICA  +| W USA  clear |
UNIT 555 -
Address | - BRIGADE ﬂ
City/Stizip  |APO =] jaE =] 12345
FPCA

Important Note: If this is a new voter to your county, be sure to use the ballot mailing
address as the voter’s registration mailing address as well.

7. Click on “Print Later” to save the request. See #5 for a recommended practice regarding
ballots to be emailed or faxed.
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Proxy Request

1.

The “Absentee Type” should be

"Military’" “Overseas Military," or T’ Voter Registration - Absentee Detail
“Overseas Civilian.” Help
Enter a date range for the request with Absentee Type Erom To
a “TO_" date as the day after the [overseas Civilan =] ’]m =10 =Jfzo12 || 11 =] =l[2012 +]
election. - ; :

Absentee Application Source HCF/Satellite Location Issue Method
Choose “Proxy” as the “Application [Proxy = N aiing [ |
Source”.
Choose the “Issue Method” as indicated on the proxy request form.

If the “Issue Method” is email or fax and you are entering the request after the first
absentee mailing for an election, choose “Print Now” and immediately print the labels for
the voter, either to paper or an electronic file. If you are entering an FPCA request with an
issue method of email or fax before your first absentee mailing, choose “Print Later.”

Add the voter's absentee address. If the voter listed a FPO/APO address, “FPO” or “APQO” is
entered from the “City” drop-down.

Click on “Print Later” to save the request. See #3 for a recommended practice regarding
ballots to be emailed or faxed.
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Sending Ballots to UOCAVA Voters

For primary and general elections, ballots must be ready to send to UOCAVA voters at least 45
days before the election.

[853.39(2)]

By Mail

Ballots must be mailed unless a voter specifically asks for the ballot to be sent electronically.
Include the following with each mailed ballot:

1.

3.

Public measure text (if any)

Include the full text of any public measures that are summarized on the ballot but not
printed in full.

Secrecy envelope

Include a secrecy envelope if the ballot cannot be folded to cover all of the voting targets
or if you plan to open the affidavit envelopes on Monday before election day.
[853.8(1), 53.23(3)]

Affidavit envelope

The affidavit envelope is the equivalent of the voter's declaration of eligibility. It must be
marked with the serial number (i.e. absentee sequence number) used to identify the
absentee request in the auditor’s records.

Important Note: The affidavit envelope and return envelope may be combined into one
envelope.
[853.8(1)]

Return envelope

Important Note: The affidavit envelope and return envelope may be combined into one
envelope.
[853.8(1)]

This envelope must be addressed to the auditor’s office and have the appropriate return
postage or postal permit guaranteeing that the auditor will pay the return postage. The
envelope must be marked with the serial number (i.e. absentee sequence number) used
to identify the absentee request in the auditor’s records.

The return envelope must also have the return deadline statement below printed or
stamped on the flap or back of the envelope:

“This ballot will only be eligible for counting if it is received by the auditor’s office
before the polls close on election day or postmarked before election day and
received by the deadline listed in the voting instructions included with this ballot.

Postmarks are not guaranteed!
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Mail the ballot early to make sure it is received on time. Track the status of your
absentee ballot at www.sos.iowa.gov.”
[IAC 721—21.303(5)]
5. Absentee voting instructions
Include the instructions prepared by the SOS for UOCAVA absentee voters. The general
elections instructions include information about straight party voting.
[IAC 721.22.250]
6. Absentee ballot receipt
A blank receipt must be included in case the voter wants to designate someone to return
the ballot on behalf of the voter. The absentee voting instructions prepared by the SOS
include a receipt and receipt instructions.
7. Delivery envelope
The delivery envelope must be addressed to the voter and be marked with the serial
number (i.e. absentee sequence number) used to identify the absentee request in the
auditor’s records. All other materials must be enclosed in this envelope.
[IAC 721—21.303]

Copies of the envelopes and absentee voting instructions are available in the Election Forms
Library.

By Electronic Transmission

Auditors may choose to send ballots either through FVAP’s ETS server or directly to the voter’s
email or fax.

If voters request for their ballots to be sent electronically, you must honor that request. Voters
must indicate this choice on their request and provide their fax number or email address. If a
voter does not provide an email address or fax number, send the ballots by postal malil.
[IAC 721—21.320(3)]

Include the following with each e-transmission ballot:

= A ballot

» E-transmission ballot instructions

= Required forms

o0 Return envelope form (may be combined with affidavit envelope)

o Affidavit envelope form (may be combined with return envelope)

The e-transmission ballot instructions and required forms are available in the Election Forms
Library.
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Methods for UOCAVA Voters to Return Ballots

By Mail

Most UOCAVA voters must return their voted absentee ballots by mail even if they received
their ballot by email or fax.

Provide instructions to voters on how to return their ballots. Instructions for returning ballots are
available in the Election Forms Library. There is one set of instructions for voters whose ballots
are mailed and another set of instructions for voters whose ballots are transmitted electronically.
Postage is free for voters when they use the return envelope provided and when they use the
U.S. Postal Service or FPO (Fleet Post Office)/APO (Army Post Office) mail system. All other
UOCAVA voters will need to pay postage.

By Electronic Transmission

The following UOCAVA voters may return their ballot by fax or email:

» Those who are located in areas designated as “imminent danger pay areas” by the U.S.
Department of Defense

A list of imminent danger pay areas can be found on in the Election Forms Library.

= Those who are active members of the army, navy, marine corps, merchant marine, coast
guard, air force, or lowa National Guard and are outside the U.S. or any of its territories.

Auditors may choose to have voters return their ballots through FVAP’s ETS server or directly to

the auditor’s office by email or fax. Provide voters the appropriate instructions for returning their

ballot by the chosen method. Instructions for voters are available in the Election Forms Library.
[IAC 721—21.1(13), 21.320(4)(a)]
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Processing UOCAVA Ballots Submitted Electronically

Is the voter eligible to submit an electronic ballot?

No Send the voter a letter or email explaining that the original ballot must be
submitted by mail. If the original ballot is not submitted, the ASVP board should
reject the ballot and send the voter a ballot rejection notice.

Yes Is the voter already registered to vote?

Print the ballot, affidavit envelope form, and acknowledgment/secrecy waiver,
place the ballot in an envelope, seal the envelope, and attach the voter’s affidavit
envelope form and acknowledgment/secrecy waiver to the outside.

Receive the ballot in I-VOTERS.

No If all of the required voter registration information is provided on the
affidavit envelope form and it is signed, enter the voter’s registration as
“Active” in I-VOTERS. Receive the ballot in I-VOTERS.

If the declaration/affirmation was not signed, enter the voter’s registration
as “Incomplete” and check the “No Signature” box in I-VOTERS for lack
of a signature. Send an “Incomplete Registration” notice to the voter and
explain a signature on the declaration/affirmation or the lowa voter
registration form is required by the ballot receipt deadline. The signature
may be on a scanned document. If a signature is not received, the ASVP
board must reject the ballot, send a ballot rejection notice, and leave the
voter on “Incomplete” status. The rejection reason is the voter was not
properly registered to vote. A sample notice “Rejected Absentee” is
available in the Election Forms Library.

[IAC 721—21.320(5)(b)]

Important Note: Absentee ballots submitted electronically must be received before the polls
close on election day.
[IAC 721—21.320(4)]

If a voter sends the ballot by postal mail and either by fax or email and both voted ballots arrive
on time, the ballot that was delivered by postal mail should be counted by the ASVP board. Seal
the electronically received ballot in an envelope and label it with the voter's name and absentee
sequence number and attach it to the ballot returned by postal mail. This electronically received
ballot will not be counted if the ballot returned by postal mail was counted. If the ballot returned
by postal mail was not counted, the electronically received ballot must be considered for
counting.

Important Note: When counting faxed and emailed ballots, instruct the ASVP board to mark a
duplicate ballot. Doing so will allow the ballot to be run through the ballot scanner and counted
in the same manner as all other ballots tabulated for the election. See the ASVP Board Guide

for instructions on marking duplicate ballots.
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UOCAVA Voter Ballot Returned Undeliverable or Cannot be Transmitted via Fax or Email

Verify the ballot was sent to the correct address, email address, or fax number requested by the
voter. If the ballot was sent incorrectly, correct the error and immediately transmit a new
absentee ballot.

If the ballot was sent correctly:

= Email the voter (if you have an email address on file) to inform the voter that the voter’s
ballot was returned undeliverable and you need a new FPCA with a nhew mailing
address, email address, or fax number if the voter wishes to continue to receive
absentee ballots.

AND

= Contact the voter by sending a forwardable notice to both the voter’s registration
address and absentee ballot mailing address. The notice must inform the voter that the
voter’s ballot was returned undeliverable and a new FCPA with a new mailing address,
email address, or fax number is required if the voter wishes to continue to receive
absentee ballots.

AND

= Terminate the voter’s current FPCA request and do not send the voter any further ballots
until a new absentee ballot request is received from the voter.
[IAC 721—21.320(2)(9)(1)]

Important Note: Do not change the voter’s status to “Inactive” if a UOCAVA voter's ballot was
returned undeliverable.

If the voter provides a new FPCA with a new mailing address, email address, or fax number
before the deadline to mail or transmit absentee ballots, enter a new absentee request on the
voter’s registration record and transmit the ballot via the method requested by the voter.

[IAC 721—21.320(2)(9)(2)]

Processing Undeliverable UOCAVA Ballot in I-VOTERS

1. Open “Receive Absentee Ballots” from the I- L ————— |
VOTERS main menu. Choose the appropriate il =
. . “ ” [Election [12/04/2012 Test Election = | Bajkh Date From {Batch Date To
election and then click on “Search. on o] g o T

Balioes  Undelwerable | notvetad |

2. Click on the “Undeliverable” tab.

Ratch = Hatch Description [ Barch Date [ Receive Date

3. Click on “New” at the bottom of the screen to
create a new batch of undeliverable ballots.
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4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch

Description” field. The text you enter
here will appear on the main
“Undeliverable” screen when you close
your new undeliverable ballot batch.

5. The “Received Date” should be the
date the ballot was returned
undeliverable.

6. Search for the undeliverable ballot you
want to add to your new batch by either
typing the ballot tracking number in the
“Ballot ID” field (or using your barcode
scanner with the cursor in the “Ballot
ID” field) or by searching for the ballot
using the voter’'s name.

If more than one ballot comes up in your
search, select the correct ballot by clicking
once on the voter you want to select and
then clicking on the “Select” button at the
bottom of the “Ballot Search Results”
screen.

7. Confirm you have the correct voter's ballot.
Be sure the “Inactivate” box is not checked. - "

8. Click “Save.” The information for the voter

you just finished processing will disappear.

9. Add another undeliverable ballot or close

the undeliverable batch by clicking “Close.

10. Open the voter’s record. Be sure the
voter’s “Status” is still “A— Active.”

11. Click on the “Absentee” tab.

a. FPCA request

deliverable Ballots

Hel
—Batch
Election [12/04/2012 Teff Election Batch Description [
Batch Date W Received Date IW Identifier |—
—Ballot Label
jio] Name I
Strest | city | | search
[~ Voter Details
Name on Ballot ‘ Name in Record |
Status [active Status [
Ballot Residential Address Current Residential Address
Ballot Mail Address  Address Type : Current Mail Address
[~ Inactivate [~/ Review Registration Change Now/
Delete First previous | | Next | Last | ViewBaliots | |Voter Details Save Close

Halp
Name Effedtive Addrass iallok | [Seq# [AbsSeqe [Stie |
TIFFAR R 101 N 511 1 1 001 1
SALLY VOTER 101 N MAIN ST ALGONA 1A 50511 OSE3TI0 1 2 001 ||
Salect l icse

Ballot has been received. Help
—Batch

Election |12/na/2012 Test Election Batch Description l—

BatchDate [07/09/2012  Received Date [07/09/2012  Identifier ]

” —Ballot Label —— —Ballot Search
D [ Add Name |voter
Street | city [ ~|  search
tails

Name off Ballot  [SALLY VOTER Name inRecord  [SALLY VOTER

Sl [active Status [active

Ballot Residential Address Current Residential Addre

101 N MAIN 5T 101 N MAIN 5T

ALGONA, TA 50511 ALGONA, IA 50511

Ballot Mail Address  Address Type :  Election Specific Current Mail Address

101 N MAIN 5T
ALGONA, IA 50511

W Inactivate [~ Review Registration Change Now

Delete | First | Pr=.w:-us| Next | Last | View Ba\lotsl Voter Details Save Close

i. Highlight the undeliverable ballot request by clicking on it. Click “Details.”

ii. Change the “To” date to the date the ballot was received.
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iii. Add a comment in the “Comments” field if you wish.
iv. Click “Print Later” to save the date change and comment.
v. A*“Confirmation to Void” screen will appear with the message:
“Changing the date will void all prepared and sent ballots outside of
the new date range. Would you like to continue?” Click “Yes.”
b. Election-specific request

i. Highlight the undeliverable ballot request by clicking on it. Click “Void.”

ii. Click “Yes” when asked if you are sure you want to void the ballot. Add the comment
“Ballot returned undeliverable” in the “Audit Comment” field. Click “Save.”

iii. Send the voter a forwardable letter explaining that the ballot was mailed to the
address they requested and returned as undeliverable. Enclose a new absentee
ballot request. A sample notice “Ballot Returned Undeliverable from UOCAVA Voter”
is available in the Election Forms Library. If you have an email address for the voter, it
may be quicker to also correspond about the undeliverable ballot by email.
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Deadlines for UOCAVA Voters to Return Absentee Ballots

All ballots must be clearly postmarked before election day. If postmarked on election day, the
absentee ballot must be received in the auditor’s office by the time the polls close to eligible for
counting. Ballots without postmarks or with illegible postmarks received after the polls close
cannot be counted.

[853.17(2)]

For primary and general elections, the ballots must be received by the auditor by noon on the
Monday following the election.

Exception: If the USPS is closed on the deadline for ballot receipt, the ballot receipt deadline
moves to Tuesday at noon.

For all other elections, if the canvass of votes by the board of supervisors is scheduled on the
Monday or Tuesday after the election, the deadline to receive mailed ballots is noon on the
Monday following the election.

Exception: If the USPS is closed on the deadline for ballot receipt, the ballot receipt deadline
moves to Tuesday at noon.

[IAC 721—21.13]
If the canvass is earlier than noon on the Monday (or Tuesday) following the election, ballots
must be received no later than the time the canvass is scheduled.

Contact Post Office

For all elections, if the canvass is scheduled earlier than noon on Monday (or Tuesday if
applicable) the auditor must contact the post office at the latest practicable hour before the
canvass and arrange for ballots received in the post office but not yet delivered to the office (if
any) to be brought to the office before the canvass so they can be included in the final canvass
totals.

[853.17]

By Electronic Transmission
Emailed and faxed ballots must be received before the polls close on election day (Central

Standard Time). Late ballots cannot be counted.
[8721—21.320(4)]
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Special Write-in Ballot (aka submarine ballot, special ballot) for UOCAVA Voters

UOCAVA voters who are or will be outside the continental U.S. may request this type of ballot
when they cannot receive and return their absentee ballot by normal mail delivery during the
usual absentee voting period.

The SOS provides the form for the special write-in ballot. The auditor mails the special write-in
ballot to the voter along with the list of known candidates and measures.

You only need to mail the voter a regular absentee ballot if you also receive a separate request
for a regular ballot from the voter. (If so, you will count the regular absentee ballot if they are
able to vote it and return it to you.)

[853.45(4)]

The voter will write the names of the candidates they wish to vote for on the special write-in
ballot and whether they oppose or support any measure(s) on the ballot. The voter then returns
the special write-in ballot to the auditor. Voters may only return their special write-in ballot
electronically if they are eligible to do so. See the “Methods for UOCAVA Voters to Return
Ballots” section for more information.

[IAC 721—21.1(13), 21.320(4)]

General Election Use Only

Special write-in ballots can only be used for the general election.

Request Deadlines

Requests for this type of ballot can be made no earlier than 120 days before the general
election. The last day to request these ballots is when regular ballots become available. The
request must include the following statement:

“To the best of my belief | will be outside the continental United States and
unable to vote and return a regular absentee ballot by normal mail delivery within
the period provided for regular absentee ballots. | request a special write-in
absentee ballot.”

[853.45(1)]

Counting Special Write-In Ballots

Only deliver special write-in ballots to the ASVP board after the deadline to receive regular
absentee ballots.

If the voter requested a regular absentee ballot and the regular ballot is received before the
deadline to receive absentee ballots, deliver the regular absentee ballot to the ASVP board for
counting. The special write-in ballot is void and must be rejected when special absentee ballots
are canvassed.

[853.45(4)]
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Process and canvass write-in votes on special write-in ballots in the same manner as is done

with other absentee ballots.
[853.45(3)]

These ballots are not processed in I-VOTERS. Vote credit will need to be added manually. To
do so, contact the I-VOTERS Helpdesk.
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Federal Write-In Absentee Ballot (FWAB) for UOCAVA Voters

A FWAB is a completely blank write-in ballot that does not contain any offices or candidates’
names.

FWABs are available on FVAP’s website (www.fvap.gov) and are also distributed at U.S.
embassies, consulates, and military bases.
Federal Election Use Only

FWABs can only be used for elections with federal offices on the ballot.

Request Deadlines

UOCAVA voters may vote a FWAB only if the voter is outside the U.S. or on active duty outside
the voter’'s county of residence.

Return Deadlines

If returned by mail, the FWAB must be clearly postmarked by the day before the election and
received by the auditor no later than noon on the Monday following the election.

If returned by fax or email, the FWAB must be received by the time the polls close on election
day.

[853.53(4)(d)]
Counting FWABs

Only deliver FWABs to the ASVP board after the deadline to receive regular absentee ballots.

Follow the instructions on the next pages for counting FWABs submitted electronically or by
mail.
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FWAB Submitted Electronically

Is the voter eligible to submit an electronic ballot?

No Send the voter a letter or email explaining that the original FWAB must be
submitted by mail. If the original FWAB is not submitted, the ASVP board should
reject the ballot and send the voter a ballot rejection notice. If the original FWAB
is submitted, follow the by mail submission processing instructions.

Yes Is the voter already registered to vote?

No If all of the required voter registration information is provided on the
declaration/affirmation and it was signed, enter the voter’s registration as
“Active” in I-VOTERS.

If the FWAB was not signed, enter the voter’s registration as “Incomplete”
and check the “No Signature” box in I-VOTERS for lack of a signature.
Send an “Incomplete Registration” notice to the voter and explain a
signature on the FWAB or the lowa voter registration form is required by
the ballot receipt deadline. The sighature may be on a scanned
document. If a signature is not received, the ASVP board must reject the
ballot, send a ballot rejection notice, and leave the voter on “Incomplete”
status.

[IAC 721—21.320(5)(b)]

Yes Did the voter already request a regular or special write-in ballot?

No Enter an absentee ballot request in I-VOTERS, print the labels,
and receive the ballot. Print the FWAB, place the ballot in an
envelope, seal the envelope, and attach the voter’s
declaration/affirmation form to the outside.

The FWAB can be considered for counting unless:

The voter’s regular ballot or special write-in ballot is returned by
the ballot receipt deadline for the election. Count the regular ballot
but do not send a ballot rejection notice for the FWAB. If the
voter’s regular ballot is not properly postmarked or not returned by
the ballot return deadline, the FWAB can be counted.

Yes  Print the FWAB, place the ballot in an envelope, seal the
envelope, and attach the voter’s declaration/affirmation form to the
outside.

The FWAB can be considered for counting unless:
The voter’s regular ballot or special write-in ballot is returned by

the ballot receipt deadline for the election. Count the regular ballot
but do not send a ballot rejection notice for the FWAB. If the
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voter’'s regular ballot is not properly postmarked or not returned by
the ballot return deadline, the FWAB can be counted and the
voter’s absentee ballot should be accepted in I-VOTERS so the
voter receives vote credit.

Important Note: FWABS submitted electronically must be received before the polls close on

election day.
[IAC 721—21.320(4)]
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FWAB Submitted by Mail

Is the voter already registered to vote?

No

Yes

July 2016

Enter the voter’s registration in I-VOTERS. If all of the required information is
provided on the voter’'s declaration/affirmation, make the voter “Active” and follow
the instructions listed under “Yes” below.

Important Note: UOCAVA voters are not subject to identification number or
verification requirements.
[848A.25A(3), 53.38]

If all of the required voter registration information is not provided on the
declaration/affirmation, assign the voter a status of “Incomplete” and send the
voter an “Incomplete Registration” notice explaining the missing information on
the FWAB or an lowa voter registration form is required by the ballot receipt
deadline. If the missing information is not received by the auditor by the ballot
receipt deadline, the ASVP board must reject the ballot and leave the voter on
“Incomplete” status.

Did the voter already request a regular or special write-in ballot?

No Enter an absentee ballot request in I-VOTERS, print the labels, and
receive the ballot.

The FWAB can be considered for counting unless:

The voter’s regular ballot or special write-in ballot is returned by
the ballot receipt deadline for the election. Count the regular ballot
but do not send a ballot rejection notice for the FWAB. If the
voter’s regular ballot is not properly postmarked or not returned by
the ballot return deadline, the FWAB can be counted.

[853.53]

Yes The FWAB can be considered for counting unless:

The voter's regular ballot or special write-in ballot is returned by
the ballot receipt deadline for the election. Count the regular ballot
but do not send a ballot rejection notice for the FWAB. If the
voter’s regular ballot is not properly postmarked or not returned by
the ballot return deadline, the FWAB can be counted and the
voter’s absentee ballot should be accepted in I-VOTERS so the
voter receives vote credit.
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Challenging Absentee Ballots

Any eligible elector, ASVP board members, and observers allowed to be present pursuant to
853.23 may challenge the qualifications of a person who cast an absentee ballot.

Challenges by eligible electors must be written and filed with the auditor by 5 p.m. on the Friday
before the election.

ASVP board members and observers may challenge absentee ballots at any time before the
ballots are removed from the affidavit envelopes.

ASVP board members must challenge the absentee ballot of any person the board members
know or suspect is not duly qualified.

[§53.31(1)]

Challenges in Writing

Challenges must be in writing. The challenge must state the reason(s) for the challenge and the
challenger must sign the form.

A challenger’s statement is available in the Election Forms Library.
[849.79(3)(a)]

Notify Voter

Upon receiving a written notice of a challenge, you must immediately send a written notice to
the voter. A sample “Notice to Challenged Absentee Voter” is available in the Election Forms
Library. Send the notice to the voter’s registration address. If the absentee ballot was mailed to
an address other than the voter’s registration address, also send the notice to that address.
[853.31(2)]
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Absentee and Special Voters Precinct (ASVP) Board

Absentee and Special Voters Precinct (ASVP)

This precinct includes the entire county. It is established for the counting of all absentee and
provisional ballots for all elections and for delivering absentee ballots to residents and patients
in health care facilities and hospitals.

[853.20]

Board Responsibilities

Members must take the election official/clerk oath available in the Election Forms Library. The
oath is required the first time the board meets before each election, but it does not have to be
administered each day the board meets to process ballots for the same election.

Board Membership

The number of members must be at least three and sufficient to complete the counting of
absentee ballots by 10 p.m. on election day. The auditor must appoint members in the same
manner prescribed by §49.12 and §49.13 for regular PEO appointments.

See the Pre-Election Day chapter for more information.

For partisan elections, the board as a whole must have an equal number of Democrats,
Republicans, and no-party or NPPO affiliated workers. The board cannot be out of balance by
more than one.

If the board is divided into smaller groups to consider ballots, the groups must consist of no

fewer than three officials and cannot be out of party balance by more than one.
[850.22, 53.23(1)]
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Convening the Board

The auditor may direct the board to meet the day before the election to review absentee voters’
affidavit envelopes and open affidavit envelopes down to the secrecy envelopes (if secrecy
envelopes were provided). For the general election only, the board can begin counting absentee
ballots the day before the election, at the auditor’s discretion.

[850.21]

On election day, the auditor shall set a time for the ASVP board to meet, allowing a reasonable
amount of time to complete counting by 10 p.m. of all absentee ballots received before the polls
close. See the Election Day chapter for more information.

[853.23]

After election day, the auditor must reconvene the ASVP board no earlier than noon on the
second day following the election to consider any provisional ballots, challenged absentee
ballots, and any absentee ballots that were postmarked before election day and received before
the ASVP board meets. See the Post Election Day chapter for more information. If the canvass
is scheduled to be earlier than the Monday following the election, the ASVP board must be
reconvened at noon on the day following the election.
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Dates to Reconvene the ASVP Board

Election County Canvass Date Reconvene ASVP Board
Friday after election Noon on Wednesday following
School* election
[8§277.20] [850.21]
No earlier than 1 p.m. on Noon on Wednesday following
City Primary Thursday following election election
[8376.7] [850.21]
Regular City First Monday or Tuesday after election No earli?r Itlhar'] ”Ooln on Thursday
without runoff provisions [§50.24] ollowing election
[850.21]
lar Ci No earlier than 1 p.m. on Noon on Wednesday following
Wm? fjﬁgﬁarﬂg:i{,ns Thursday following election election
i [§376.9] [§50.21]

Runoff City

First Monday or Tuesday after election

No earlier than noon on Thursday
following election

[§50.24] (§50.21]
_ First Monday or Tuesday after election No earlier than noon on Thursday
Primary [§43.49] following election
' [§50.21]
First Monday or Tuesday after election No earlier than noon on Thursday
General [§50.24] following election
' [850.21]
Special See Special Elections chapter See Special Elections chapter

*If your county is the control county for a community college, the board of supervisors must
meet to canvass the abstracts from other counties in the merged area on the last Monday in
September or at the board of supervisors’ last regularly scheduled meeting in September.

Important Notes:

Canvass on Monday or Tuesday

[§260C.15(4)]

When the U.S. Post Office is closed on the first Monday or Tuesday after the election, the
canvass should be held on the Tuesday or Wednesday following the election.

Canvass on Thursday

When the U.S. Post Office is closed on the Thursday after the election, the canvass must be
held on the Friday after the election, no earlier than 1 p.m.
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Delivering Ballots and Supplies to the Board

Provide the board with the ballot rejection tally sheet, absentee and provisional ballot chain of
custody log, the ASVP Board Guide, and Counting Votes Guide.

If the board is reviewing affidavit envelopes before election day, deliver absentee ballots
received before election day to the board.

You may wait to deliver some ballots to the board until after questions have been resolved. For
example, hold a ballot that a domestic voter requested electronically if the voter has not
provided the original request by the time the board convenes.

Some ballots have to wait to be delivered.

First Day Board Reconvenes After Election Day

Deliver the following ballots to the board on this day:

1.

Challenged absentee ballots

If the qualifications of an absentee voter have been challenged, hold the ballot until
provisional ballots are examined after election day.
[850.22]

Ballots requested electronically by domestic voters (original not yet received)

The original request must be postmarked on or before the Friday before election day and
received in the auditor’s office by the time the polls close on election day.
[IAC 721—21.2(2)]

Absentee ballot with a voter registration status of “Inactive” (ID not yet received)

Inactive voters with voted absentee ballots have until the time the board meets to
consider challenged absentee ballots to submit their identification.
[IAC 721—21.301(3)]

Absentee ballot with a voter registration status of “Pending” (ID not yet received)

Pending voters with voted absentee ballots have until the time the board convenes to
consider challenged ballots to provide identification.
[IAC 721—21.304(53)]

Defective and incomplete ballots from voters who voted at the polls on election day

If a voter was allowed to vote a regular ballot at the polls on election day because the
PEOs called the auditor’s office to confirm the voter's defective or incomplete ballot was
not completed, deliver the voter’'s defective or incomplete voter the ASVP board to
reject.
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After the Deadline To Receive Absentee Ballots

Deliver the following ballots to the board after the deadline to receive absentee ballots.

1. FWABs

Voters who used this type of ballot may have also voted a regular absentee ballot. Before
the FWAB can be considered for counting, you must wait to see if the voter’s regular

absentee ballot arrives on time.
[853.53(4)(d)]

2. Special state write-in ballots

Voters who used this type of ballot may have also voted a regular absentee ballot. Before
the special state write-in ballot can be considered for counting, you must wait to see if the
voter’s regular absentee ballot arrives on time. [853.45(4)]

3. Provisional ballots cast by voters absentee voters

Provisional ballots cast by absentee voters should be considered by the ASVP board after
the absentee ballot receipt deadline or immediately prior to the canvass, whichever is
applicable.
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Opening Affidavit Envelopes

Affidavit envelopes can be opened the Monday before the election under the following
circumstances:

For any election if you provided secrecy envelopes and you determine removing secrecy
envelopes from the affidavit envelopes is necessary due to the quantity of voted absentee
ballots received so that counting will be completed by 10 p.m. on election day.

[IAC 721-21.359(53), 853.23(3)(a)]

For the general election, if you convene the ASVP board to begin counting absentee ballots
the day before the election.
[853.23(3)(c)]

Rejecting Absentee Ballots Without Opening Affidavit

An absentee ballot must be rejected before the affidavit envelope is opened if any of the
following conditions exists:

Affidavit lacks the voter’s signature,

Voter is inactive/pending and has not provided 848A.8 ID by the time the ASVP board
meets to consider provisional ballots,

Applicant is not a duly registered voter in the precinct in which the ballot is cast,
Affidavit envelope is missing,

Affidavit envelope is open,

Affidavit envelope has been opened and resealed,

Affidavit envelope contains more than one ballot of any kind,

Voter cast another ballot in person at the polls, or

Voter submitted an absentee ballot request electronically and the original request form
was not postmarked by the Friday before election day and was not received in the

auditor’s office by the time the polls close on election day.
[853.25, IAC 721—21.2(2), 21.361(53)]
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Process for Opening Affidavit Envelopes

The board must first review the voters’ affidavits to determine which ballots will be accepted for
counting.

1.

Affidavit envelopes containing ballots that have been rejected for reasons set forth in 853.25
shall be set aside and stored in a manner prescribed by 853.26. Prepare the appropriate
notices to send to the voters whose ballots were rejected. A board member must initial or
sign the notices. A sample notice “Rejected Absentee” is available in the Election Forms
Library. Voters whose ballots were rejected without opening the affidavit envelope must be
notified of the rejection by the time of the canvass.

[853.25, IAC 721—21.359(2)]

Rejected ballots must be marked “Rejected because (reason of rejection).” All rejected
ballots must be sealed in an envelope marked “Defective ballots.” The envelope must be
marked with “absentee precinct,” the date of the election at which the ballots were cast, and
have a seal affixed that is signed by the PEOs.

The board should record the number of rejected ballots on the absentee and provisional
ballot chain of custody log available in the Election Forms Library. The envelope with the
rejected ballots shall be returned to the auditor.

[853.26]

Affidavit envelopes that have been accepted for counting should then be stacked with the
affidavits facing down and the secrecy folders should be removed.

If ballots are not being counted before election day for the general election, affidavit
envelopes can only be opened for the purpose of removing the secrecy envelopes
containing the ballot.

If there are any ballots not enclosed in a secrecy envelope, two ASVP board members, one
from each of the parties, shall place the ballot in a secrecy envelope without examining the
ballot.

If there is more than one ballot in an affidavit envelope or the affidavit envelope is empty, the
ballot must be rejected and the voter must be mailed a notice of rejection. A sample notice
“Rejected Absentee” is available in the Election Forms Library. Send the notice of rejection

by the time of the canvass.
[853.23(3)(b)(1), 53.23(3)(b)(2), IAC 721—21.359(4)]

If secrecy folders were used, leave the ballots in the secrecy folders and mix the folders so
they are in a different sequence.

If secrecy folders were not used, leave the ballots unfolded and mix the ballots up.
Remove ballots from secrecy folders (if any).

Unfold the ballots.
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Counting Absentee Ballots on Monday

For the general election only, the ASVP board can begin counting absentee ballots the day
before the election. The ASVP board must begin counting absentee ballots the day before the
election if the counting of absentee ballots was not completed by 10 p.m. on election night at the
last general election.

[853.23(2)(c)]

If ballots are counted on the day before the election, the following security procedures must be
followed:

1.

5.

6.

Voted ballot envelopes or containers must be sealed and labeled.
The board must seal all counted ballots in a voted ballot envelope or other container that
can be secured. The envelope or container must be labeled with the date the ballots
were counted. A seal must be placed on the envelope or container making it evident if
the envelope or container is opened. All members of the board must sign across the
seal.
Return all ballots to auditor.
The board must return all absentee ballots to the auditor when finished for the day. The
auditor must store all absentee ballots in a secure location until counting is resumed on
election day.
Secure memory cards.
The board must secure the memory cards in one of the following ways:
= Leave the memory card in the optical scan machine with a tamper evident seal
affixed over the memory card in a manner making it evident if the seal is
removed.
= Remove the memory card from the optical scan machine and store it in an
envelope. A seal must be placed on the envelope making it evident if the
envelope is opened.
Secure optical scan machine.

The optical scan machine must be stored in a secure location until the ASVP board
resumes counting on election day.

Do not print a results tape from the optical scan machine on the day before the election.

Do not upload or input results into tabulating software on the day before the election.

Before the ASVP board resumes counting on election day, the board members must verify the
seals on the optical scan machine, memory card(s), and memory card port(s) have not been
obviously tampered with overnight.

The board may resume counting using one of the following methods:
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» Using the same memory card(s) used on Monday and resuming counting

= Using a new memory card(s) and compiling the results contained on the memory card(s)
used on election day and Monday

After the election, the audit logs must be printed and be available for public inspection.
[853.23, IAC 721—22.343]
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Persons Allowed as ASVP Board Observers

On Monday, if ballots are NOT being counted, the process is open to the public and anyone
may observe as long as they do not interfere.

The only people who should be in the room when the ASVP board is counting absentee ballots
before the polls are closed are:

= Auditor or auditor’'s designee
= The members of the ASVP board
= One challenger representing each political party

= One observer representing any non-party political organization or any candidate
nominated by petition

= One observer representing any non-partisan candidate appearing on the ballot in city
and school elections

= One observer representing support for a public measure on the ballot
= One observer representing opposition for a public measure on the ballot

None of the people in the room shall communicate or attempt to communicate information
regarding the progress of the count while the board is counting ballots.

After the polls are closed, the process is open to the public and anyone may be present as long
as they do not interfere with the process.
[853.24(4)]

Political Party Observers

Political party observers are not required to be present when the ASVP board meets on the
Monday before the election; however, the auditor must notify parties of the intent to open
affidavit envelopes before election day to give them the opportunity to appoint observers.

If a county party chairperson fails to make an appointment, the state party chairperson may
make an appointment.

If either or both parties fail to appoint an observer, the process of reviewing and opening
affidavit envelopes and the counting of absentee ballots (general elections only) may continue
without the observers.

Observers may report the names of voters whose ballots were rejected without being opened.

This is not a violation of the secrecy required for the progress of the count.
[853.23(3)(b)(1), IAC 721—21.359(5)(a)]
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Processing Absentees After Counting

Process Absentees in I-VOTERS

Rejected absentees must be processed first in I-VOTERS before processing accepted absentee
ballots.

Incomplete Affidavits Not Corrected
Reject incomplete affidavits that were not corrected.

I Election Management
Esllot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districts Precincts

Absentee Voters  Reports  Bxport

1. Open “Election
Management.” Click on
“Process Absentee Ballots.”

2. Search for the voter's
absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down

Ballot status saved succcessfully.

Voter Search Help

Election Date: Dec-04-2012

Election Type: School

Description: Test Election

Election Details
Include Certified Contests
Election Template

Ballot Search

Abs Seq #

Barcode

Name [voter

Address |

City

x| [ Search | _ dlear

Measures & Races

Post Shared Contests
Ballot Stvles

Ballot Review

Print Absentee Labels
Election Reaister

Ballot Details

Voter ID [500266725

Address 101 N MAIN ST

ALGONA, IA 50511

Voter Name

Ballot Status

MIKE VOTER.
Rejected - Affidavit not completel

menu.

3. Click “Save.”

Defective Affidavits

Replacement Ballot Issued and Returned

If a replacement ballot was issued and returned by the voter, do nothing to the original,
defective affidavit in I-VOTERS.

Replacement Ballot Issued but Not Returned

If a replacement ballot was issued but was not returned by the voter, reject the original,
defective ballot:

[§53.25]

I Election Management
Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS  Districts Precincts
Ballot status saved succcessfully.

1. Open “Election
Management.” Click on
“Process Absentee Ballots.”

Absentee Voters Reports  Export

Voter Search Help

Election Date: Dec-04-2012 Election Type: School

Ballot Search
’jﬁarcnde Abs Seq #

Description: Test Election ‘

Election Details

Include Certified Contests
Election Template
Measures & Races

Post Shared Contests
Ballot Stvles

Name [voter

2. Search for the voter’'s
absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down
menu.

Address | City |

~| [ search I Clear

Ballot Details
Voter ID  [500266725

Voter Name

MIKE VOTER

Address Ballot Status

Ballot Review
Print Absentee Labels
Election Reaister

101 N MAIN 5T
ALGONA, IA 50511

3. Click “Save.”
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No Replacement Ballot Issued

If the voter did not request a replacement ballot, reject the original, defective ballot:
[853.25]

1. Open “Election

I Election Management

Ballot S/es  AddressLibrary  Pull Peiiions  Polling Places CASS  Districts Precincts  Absentee Voters  Reports  Export

Management.” Click on

Ballot status saved succcessfully.

Voter Search Help

“Process Absentee Ballots.”

Election Date: Dec-04-2012

Election Type: School

Description: Test Election ‘

Election Details

2. Search for the voter’s
absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down
menu.

Election Template
Measures & Races

Post Shared Contests
Ballot Styles

Ballot Review

Print Absentee Labels
Election Reaister

3. Click “Save.”

Rejected Absentees

Process rejected absentee ballots.

Flaction Date: Dec-04-2013

Include Certified Contests

Name |votEr

Ballot Search
’jaarcnde Abs Seq #

Address [

city |

~| | search I Clear

Ballot Details

Voter ID  [500266725

Voter Name

MIKE VOTER

Address 101 N MAIN ST

ALGONA, IA 50511

Flactlon Type: School

Ballot Status

Description: Test Flection

1. Open “Election Management.” Click 0N seunpue e e | ame [
1 ” Inchade Cenified Conmests
Process Absentee Ballots. Cactentumcita || Adeess | o | S ] o
Measyras & Races
7 B;;H‘Shﬁ.—, . \:‘:::::m:;unwzs Votar Hame IMIKEVUIER
2. Search for the voter’s absentee ballot Skt i dowess [TTRIRRIET bt st
. . . ALGONA, 1A 50511
and choose rejection reason from the T e ——
from the “Ballot Status” drop-down o e _Reied” it s v

menu.

3. Click “Save.”

Process Election Register

Rapected - Voted more than one balle
8 atasrad nist ara -

Post 5 G Ballot Details
Accepted Absentees Bt Sy vo | [aonsess Soies MEREESS—
Ballot Beview Address 101 N MAIN 5T Ballot Status m—;|
ALGONA, TA 50511 o
. - Elaction Regrter
1. Open “Election Management.” Click on Elacion xpenas Ballts Sent | _
“Process Absentee Ballots.” erocess Sectanaamar | 50 000k MBEVOTER el DA AN oo onanal
Process Absentce Ballots
Duckcate Balot Regort
“ (Deos wistory & CRoge Glagticn
2. Check “Mark Unprocessed as ex - . -
Accepted” under “Finish Processing.” .
View Absentes Finlsh Processing
AN Ahsantaas = Mark Unprocessed as Accepted
3. Click “Process Remaining Ballots.” e
I Accepted I Rajected view absenteel) | Process Remaining Ballots |
Babresh Wirard Satus ™ Process Completed

Absentees Not Returned

If voters did not return their absentee ballots, do nothing. These ballots do not need to be

processed in I-VOTERS.
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Reporting Absentee Results

When to Report

The results from absentee votes and provisional ballots cannot be released until the counts
have been completed each day. On election night, the absentee results cannot be released
sooner than the polls close.

[853.24(6)]

How to Report

Results from the special precinct must be reported separately from the ballots cast at the polls
on election day.

For all elections except the general election, the results may be reported as a single precinct or
by resident precincts of the voters who cast absentee and provisional ballots.

For the general election, the results for the special precinct must be reported by resident
precincts of the voters who cast absentee and provisional ballots.

When you choose to report the special precinct results by resident precincts, you must prepare
a separate absentee ballot style for each precinct in the county and program the voting system
to produce reports by resident precincts of the voters.

[853.20(2)]

Reporting the Number of Rejected Ballots and Reasons Why

A ballot rejection tally sheet is available in the Election Forms Library. This tally sheet is not
required but it helps to keep record of the number of rejected domestic absentee ballots,
UOCAVA absentee ballots, and provisional ballots and the reasons why they were rejected. The
SOS collects this information to report to the Election Assistance Commission. If you use this
sheet, it should be easy to report the numbers to the SOS.
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What To Do If...?

Misprint on Ballot

If an error is discovered on an absentee ballot, stop issuing ballots until you determine the
extent of the problem.

Consult with your county attorney and the SOS to determine how to proceed.

Absentee Voter Submitted Voter Reqgistration Form With Change of Address

Absentee Ballot Not Sent

If the voter registers to vote within the same precinct, update the voter’s registration address.
The voter’s absentee ballot request is still valid.

If the voter registers to vote in a different precinct within the county or in a different county:

1. The absentee ballot request must be voided by the county that entered it originally. (See
the “Voiding Absentee Ballots” instructions.) The voter’s registration address can then be
updated.

The voter's name will no longer appear in the election register for the voter’s old county
or precinct as an absentee voter.

2. The county voiding the request should send a notice to the voter explaining the request
was voided due to the registration update received. The notice should inform the voter
that a new absentee ballot request for the voter’'s new address is needed if the voter
wishes to vote absentee.

Absentee Ballot Sent but Not Received or Processed

If the voter registers to vote within the same precinct, update the voter’s registration address.
The voter’s absentee ballot request is still valid.

If the voter registers to vote in a different precinct within the county or in a different county:

1. The absentee ballot request must be voided by the county that entered it originally. The
VOter'S reglstratlon addreSS can then be updated Residence  Absentee |H|storv | Contacts' Woting Histary |

Dates/Elections | Seq Num | Source Address Coun

12/4/2012.. [2  [Mail _ [Address on File

a. Open the voter’s record and click on the
“Absentee” tab.

b. Highlight the absentee request by clicking on it.
Click “Void.”

< L]

c. Click “Yes” when asked if you are sure. Add the I specia . | :
I pecial Absentee i,z Ballots Add | Details Void |
comment “Voter moved to new precinct/new

county” in the “Audit Comment” field. Click “Save.”
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The voter's name will no longer appear in the election register for the voter’s old county
or precinct as an absentee voter.

2. The county voiding the request should also send a notice to the voter explaining the
ballot was voided due to the registration update received. The notice should inform the
voter that a new absentee ballot request for the voter’'s new address is needed if the
voter wishes to vote absentee. A sample notice “Notice of Defective Affidavit due to Vote
Move” is available in the Election Forms Library.

The notice should ask the voter to return their ballot marked “Not Voted” or “Spoiled” as
appropriate. If the voter does return the ballot as “Not Voted” or “Spoiled,” the ballot
cannot be processed in I-VOTERS because it has been marked as “Void”; however, the
ballot should be stored with the other “Not VVoted” or “Spoiled” ballots.

Voted Absentee Ballot Returned

If the voter's new registration address in the same precinct, process the registration update. No
additional steps are required. The voter’s original absentee ballot is still valid.

If a voter registers to vote in a different precinct or county and the voter has already returned an
absentee ballot, the ballot must be treated as defective. The voter may correct the defect by
registering to vote in the precinct where the absentee ballot was cast if the voter is still able to
claim residence for voter registration purposes in that precinct.

= |f the pre-registration deadline has passed, the voter must use EDR procedures to re-
register.

= |f the voter is not eligible to re-register in the precinct where the absentee ballot was
cast, the ballot must be set aside and challenged by the ASVP board.
[§48A.5, 48A.5A, IAC 721—21.555(2)(b)(3)]

If the voter moved to a new precinct within the county and has not submitted an additional

absentee ballot request, see the “Processing Defective Affidavits” instructions for information on
processing the ballot.

If the voter moved to a new county and also requests an absentee ballot in the new county,

1. Contact the county in which the voter was previously registered and ask the county to
unreceive the ballot and void the voter’s ballot in I-VOTERS. (See instructions on next

page.)

That county must send the voter a notice of defective affidavit. A sample notice “Notice
of Defective Affidavit due to Vote Move” is available in the Election Forms Library.

2. After the ballot is voided by the old county of registration, update the voter’s address
using the new registration information.
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3. Enter the voter’s absentee ballot request information and issue the voter an absentee
ballot.

If the voter is eligible to do so and re-registers in the old county,
1. If the absentee ballot requested from the new county has already been voted and
returned, unreceive the ballot and void the request for the new county in I-VOTERS.
Send the voter a notice of defective affidavit. A sample notice “Notice of Defective
Affidavit due to Vote Move” is available in the Election Forms Library.

2. The old county will need to move the voter back and enter a new absentee ballot request
for the voter’s first ballot which was marked defective.

3. The old county should place the new absentee label underneath the original label on the
voter’s original ballot.

Unreceive Ballot and Void Request

1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

Search

Flaction [12/04/30137 Test Flachon =] Batch Dats From Batch Date To |
Abs Seq Num| Veter D[ ot 10 search |  Clear

Baliots | | ot viatad |
) Date

tew [l Heceive gatiot | i | emeupkad | absemecust| prink Labets |

3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

_ _ =
Batch S
Election  [13/04/2012 Tast Election Batch Description

RatchDate [07/092012  Recewed Date [07/0972012 Isentfiar

Ballot Lahol Ballet Search bn Warkspace
Source  [Mad

marne [ Address |
Date Recerced  |07/09/2012

s ) 2lfsama | iz |
O —
List of Dallots i the Ratch ™ Excaptsons Only
Item & Abs S&q Num | Ballot ID Voter Namé Sauce

.. oid | Voter summary | Household | view Baiots | J_I _gese |
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4. Click “Yes.”

Are you sure you wish to remove this ballot from the

batch?

ifes | No I

5. Open the voter’s record and click on the “Absentee” tab.

6. Highlight the absentee request by clicking on it. Click “Void.”

Residence  Absentee | Histary | Caontacts | voting History |

Dates/Elections | Seq Num | Source Address Coun

2. Address on File

< |+l

[~ Special Absentee 5 hiye Ballots Add | Detail | Void |

7. Click “Yes” when asked if you are sure. Add the comment “Replacement request — new
address” in the “Audit Comment” field. Click “Save.”
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Absentee Voter Submitted Multiple Requests

Request is Identical to Original

Attach all identical requests to each other. Send only one absentee ballot.

Different Mailing Address Information, Received Before Ballots are Mailed

Use the address on the request that was signed later.

Absentee Address

Update the voter's absentee mailing address Ery, ™~ B
information. ’ =l
ctvistszn | E |
1. Open the voter's record and click on the F;ht; | v | Lo |
“Absentee” tab. ] — | e | cose |
2. Highlight the absentee request by clicking on it and select “Detail.”
3. Update the voter’s mailing address under “Absentee Address.”
4. Click on “Print Later” to send a label to “Election Management” to print later. To print a

label immediately, click on “Print Now.”

Different Residential Address, Received Before Ballots are Mailed

If the voter registers to vote within the same precinct or in a different precinct within the same
county, update the voter’s registration address. The voter's absentee ballot request is still valid.

If the voter registers to vote in a different county:

1. The absentee ballot request must be voided by the county that entered it originally. (See
the “Voiding Absentee Ballots” instructions.) The voter’s registration address can then be
updated.

The voter’'s name will no longer appear in the election register for the voter’'s old county or
precinct as an absentee voter.

2. The county voiding the request should send a notice to the voter explaining the request
was voided due to the registration update received. The notice should inform the voter that
a new absentee ballot request for the voter’'s new address is needed if the voter wishes to
vote absentee.
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Different Mailing Address, Received After Ballots are Mailed

Scan and attach the new request to the voter’s record or attach it to the original request. Wait to
see if the voter’s original ballot is returned as undeliverable by the post office.

If the voter’s original ballot is not returned as undeliverable, do nothing.
If the voter’s original ballot is returned as undeliverable, follow the I-VOTERS instructions below
for receiving an undeliverable ballot and send a new ballot to the address on the voter’s newest

request. Do not inactivate the voter.

1. Open “Receive Absentee Ballots” from the I-VOTERS main menu. Choose the appropriate
election and then click on “Search.”

2. Click on the “Undeliverable” tab.

3. Click on “New” at the bottom of the screen to create a new batch of undeliverable ballots.

m Betooot Yoiers e
search
Election [12/04/2012 Test Election =] affeh Date From | :
- ! [ Search Flear

Ballots  Undalivarable | Notvoted |

Batch & [ Batch [ Batch Date [ Receve Date

_Mew | prfpens | oelets |

4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch
Description” field. The text you enter . EEEEIIS

[Tt Undeliverable Ballats

here will appear on the main o bl
“Undeliverable” screen when you close o [T R Batch Description ||—&-|
your new undeliverable ballot batch. stehDate[07/05/2012 | Recemved Date [o7/057202__ identiter .
—Ballot Label
5. The “Received Date” should be the ’ (:::t : v | i
date the ballot was returned [ e ORI
undeliverable. e e } e :

Ballot Residential Address Current Residential Address

6. Search for the undeliverable ballot you
want to add to your new batch by either
typing the ballot tracking number in the . S i
“Ballot ID” field (or using your barcode
scanner with the cursor in the “Ballot
ID” field) or by searching for the ballot Cinpcizte \C kv iesioton) | K tion|
US|ng the Voter’s name. Delete Firat previous | | Next | Last | ViewBaliots | |Voter Details Save Close
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If more than one ballot comes up in your
search, select the correct ballot by clicking
once on the voter you want to select and
then clicking on the “Select” button at the
bottom of the “Ballot Search Results”
screen.

7. Confirm you have the correct voter’s ballot.

) ) Select l 1= lose ||
Be sure the “Inactivate” box is not checked. = g '
Undeiverable Ballos _
8. Click “Save.” The information for the voter el hes beenrecsived. selp
you just flnlshed processlng Wl" Election [12/04/2012 Test Election Batch Description [
B Batch Date [07/09/2012  Received Date [07/09/2012  Identifier |—
dlsappear. Ballot Label ————— — Ballot Search
D | Add Name |voter
9. Add another undeliverable ballot or close ( | oty | = _seareh |
the undeliverable batch by clicking Pt
CI Name on Ballot [SALLY VOTER Mame in Record  [SALLY VOTER
“ ose. " Status [active Status [active
Ballot Residential Address Current Residential Address
101 N MAIN 5T 101 N MAIN 5T
ALGONA, 1A 50511 ALGONA, 1A 50511

Ballot Mail Address  Address Type :  Election Specific Current Mail Address

101 N MAIN 5T
ALGOMNA, IA 50511

[ Inactivate QT Review Registration Change Now

Delete | First | Prﬁ_vlr.-usl Next | Last | View Ballots | Voter Details Save Close

10. Open the voter’s record. Be sure the voter’s “Status” is still “A— Active.”

11. Click on the “Absentee” tab. Highlight the undeliverable ballot request by clicking on it. Click
“Void.”

12. Click “Yes” when asked if you are sure you want to void the ballot. Add the comment “Ballot
returned undeliverable” in the “Audit Comment” field. Click “Save.”

13. Enter a new absentee request using the mailing address from the latest request.
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Different Registration Address, Received After Absentee Ballot Sent but Not Received or
Processed

If the voter registers to vote within the same precinct, update the voter’s registration address.
The voter’s absentee ballot request is still valid.

If the voter registers to vote in a different precinct within the county or in a different county:

1. The absentee ballot request must be voided by the county that entered it originally. The
voter’s registration address can then be updated.

a. Open the voter’s record and click on the “Absentee” tab.

b. Highlight the absentee request by clicking on it. Click “Void.”

Residence  Absentee | History | Contacts | Woting History |

Dates/Elections | Seg Num | Source Address County
12/4/2012 .. Address on File

< L+l

™ Special Absentee  ».ye Ballots Add | Detail | Void |

c. Click “Yes” when asked if you are sure. Add the comment “Voter moved to new
precinct/new county” in the “Audit Comment” field. Click “Save.”

The voter's name will no longer appear in the election register for the voter’s old county
or precinct as an absentee voter.

2. The county voiding the request should send a notice to the voter explaining the ballot
was voided due to the registration update received. The notice should inform the voter
that a new absentee ballot request for the voter's new address is needed if the voter
wishes to vote absentee. A sample notice “Notice of Defective Affidavit due to Vote
Move” is available in the Election Forms Library.

The notice should ask the voter to return their ballot marked “Not Voted” or “Spoiled” as
appropriate. If the voter does return the ballot as “Not Voted” or “Spoiled,” the ballot
cannot be processed in I-'VOTERS because it has been marked as “Void”; however, the
ballot should be stored with the other “Not Voted” or “Spoiled” ballots.
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Different Registration Address, Received After Ballot is Returned

If the voter's new registration address in the same precinct, process the registration update. No
additional steps are required. The voter’s original absentee ballot is still valid.

If a voter registers to vote in a different precinct or county and the voter has already returned an
absentee ballot, the ballot must be treated as defective. The voter may correct the defect by
registering to vote in the precinct where the absentee ballot was cast if the voter is still able to
claim residence for voter registration purposes in that precinct.

= |f the pre-registration deadline has passed, the voter must use EDR procedures to re-
register.

= [f the voter is not eligible to re-register in the precinct where the absentee ballot was

cast, the ballot must be set aside and challenged by the ASVP board.
[§48A.5, 48A.5A, IAC 721—21.555(2)(b)(3)]

If the voter moved to a new precinct within the county and has not submitted an additional
absentee ballot request, see the “Processing Defective Affidavits” instructions for information on
processing the ballot.

If the voter moved to a new county and also requests an absentee ballot in the new county,

1. Contact the county in which the voter was previously registered and ask the county to
unreceive the ballot and void the voter’s ballot in I-VOTERS. (See instructions on next

page.)
That county must send the voter a notice of defective affidavit.

2. After the ballot is voided by the old county of registration, update the voter’s address
using the new registration information.

3. Enter the voter’s absentee ballot request information and issue the voter an absentee
ballot.

If the voter is eligible to do so and re-registers in the old county,
4. If the absentee ballot requested from the new county has already been voted and
returned, unreceive the ballot and void the request for the new county in I-VOTERS.

(See instructions on next page.) Send the voter a notice of defective affidavit.

5. The old county will need to move the voter back and enter a new absentee ballot request
for the voter’s first ballot which was marked defective.

6. The old county should place the new absentee label underneath the original label on the
voter’s original ballot.
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Unreceive Ballot and Void Request

1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

Search

Flaction [12/04/30137 Test Flachon =] Batch Data From Batch Data To [

Abs Seq Num| Veter D[ ot 10 search |  Clear |
Ballots | | Wt vatad |

| | il

tew [ mocoivo gallor | oo cean | meupkad | absenes st |  erint Labels |

3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch i

Eloction  [12/04/2012 Test Bloction  Batch Description

Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifiar T |

Ballot Label Ballot Search in Workspace

:::‘:x:: 07 /082013 = Hams | i I

L (] cay | =] bsseqa [ Search
List of Ballats in the Batch ™ Exteptions Only

Item £

Abs Seq Num

oetfl | nrocsive| flold | voter summary | | view Batats =zl caze |

4. Click “Yes.”

T Delete Ballot

Are you sure you wish to remove this ballot from the
batch?

ves | no |

5. Open the voter’s record and click on the “Absentee” tab.
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6. Highlight the absentee request by clicking on it. Click “Void.”

Residence  Absentee | History | Contacts | Woting History |

< L+l

™ Special Absentee  ».ye Ballots Add Detail J Void

7. Click “Yes” when asked if you are sure. Add the comment “Replacement request — new
address” in the “Audit Comment” field. Click “Save.”
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EDR Voter with Active Ballot, Voter Registration Card Returned Undeliverable

If a voter registered using election day registration procedures after the close of registration and
before election day and the voter’s registration card was returned undeliverable by the post
office before the ballot is counted, deliver the voter’'s absentee ballot (and a copy of the returned
voter registration card) to the ASVP board to be challenged.

[853.31(1)]

Requestors in Jail or Prison

If you receive an absentee ballot request from a person who is in jail or prison, follow the usual
procedures for mailing the ballot. You have no obligation to research the reason the person is
incarcerated.

Requestor Who Is Not 18 at Time of Application for an Absentee Ballot

If the requestor will be 18 on or before election day, send the requestor an absentee ballot.
[848A.5(2)(c)]
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Record Retention and Public Information

Paper Record Retention

Refer to the Election Document Retention Record in the Election Forms Library to determine
which paper records you need to keep and for how long.

Retention of UOCAVA Voter Registration Documents

If a UOCAVA voter registered to vote by signing a federal postcard application (FPCA), the
declaration of eligibility on a federal write-in absentee ballot (FWAB), or an affidavit envelope,
that document must be kept and stored as the original voter registration document for the voter.
All records of a person’s registration may be destroyed 22 months after the next general

election following the cancellation of the person’s voter registration.
[848A.32]

Absentee Ballot Request Forms and Affidavit Envelopes As Public Information

Anyone can view those documents. However, someone from the auditor’s office needs to
remain with the person at all times while he or she is viewing the documents and a reasonable
fee can be charged for doing this. In this case, the person does not need to complete a voter list
request form, and the auditor’s office does not need to enter any information in a log as long as
the person does not request copies of any of the forms or try to write down any information
related to a voter’s information.

If the person wants copies or to write down/take with them any information related to individual
registrants, he or she will have to complete a voter list request form and the request would need
to be filed in the auditor’s logbook. The auditor will have to make copies and then redact the
confidential information from those copies (last 4 of SSN or Driver’s ID #). The auditor can
charge a reasonable fee for the copying and the time involved in redacting the documents.
[822.2, 22.3]

Making Public Lists Containing the Names of Absentee Voters

Anyone who wishes to may see or receive a copy of the absentee list. You may set reasonable
times when copies will be available for distribution. You may charge a reasonable copying fee.
[822.2, 22.3]
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I-VOTERS Instructions

Entering Domestic Voter Absentee Requests

1. Open the voter’s record.

Residence  Absentes | History | Contacts | Wating History |

Datest\ectionsl Seq Num | Source | Address | County

If the voter moved from the address where currently
registered, update the voter’s residential address and
click on “Save.”

Important Note: Do not update the voter's
registration mailing address to the mailing address « | s
listed on the absentee ballot request. add | _ofis | void

[~ Special Absentee  pqtive Ball

173

Click on the “Absentee” tab above the voter’s residence.

If Voter Registration - Absentee Detail

Click on “Add.”
Absentee Type
|E|ection Specific v| |12;04;2012 Test Election =]
When the “Absentee Details” screen Opens Absentee Application Source HCF/Satellite Location Issue Method
choose “Election Specific” as the request type. ! = =l |
I~ |Federal I~ School ™| City I"|Special  [T|All
Choose the appropriate election from the drop_ Date Requested Date Sent Date Received Relssue Method
down menu. The elections are listed in this menu in IOT’;’O_@’l2012 | ! ! [
. . . . Political P
chronological order with the last election appearing | I¢jUlae Address On Fle
. [ 101 N MAIN ST
first. ALGOMA, 1A 50511
Comments
Choose the “Request Source.” " -
Jid
. —Absentee Address
Make sure the “Issue Method” is correct. For Country  [UNITED STATES OF AMERICA =] Flusa
ballots that will be mailed, the “Issue Method” el | =
should be “Mailing.” =
ey | = = [
—Absentee Link
Check the voter’s absentee request to see if the VoterID | Link to Voter | Urlink_ |
voter would like the ballot mailed to the registration .. | e R | I T

or a mailing address.

a. If the voter wants the ballot mailed to the voter’s registration address, click on the “Use
Address on File” checkbox.

If the voter has a mailing address listed on the voter’s registration record, clicking “Use
Address on File” will pull in the voter’s registration mailing address for the absentee
mailing label.
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b. If the voter lists a mailing address on the
absentee request, type the mailing address
into the “Absentee Address” field.

“Use Address on File” Marked and Mailing Address
on Reqistration Record

Best Practice: In this situation, if the voter’s ballot
was returned undeliverable, unsend the ballot in I-
VOTERS, uncheck the “Use Address on File” box,
and resend the ballot to the voter’s residential
address as indicated on the absentee request. To
unsend the ballot, open the “Absentee Details”
screen from the voter’s record and click “Unsend
Ballot.”

10. Click on “Print Later” to send a label to “Election
Management” to print later. To print a label
immediately, click on “Print Now.”

IF Voter Registration - Absentee Detail

Hel)
Absentee Type
|Election Specific  ¥| [12/04/2012 Test Election =l
Absentee Application Source HCF/Satellite Location Issue Method
| = =l [ |
Election Type
’]_ Federal I~ Schoal = City I~ Special [T All

Date Requested Date Sent

Date Received

Relssue Method
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[o7/06/2012 | | | |
Political Party [V Use Address On File
| | [101 N maIN ST
ALGONA, IA 50511
Comments
| El
FAbsentee Address
Country UNITED FTATES OF AMERICA j = USA
Address d
id
ciy/su/7ip | = - |
-Absentee Link
Vioter ID | Link to Voter | Unlink |
A 4
Unsend Ballot | Print Now Print Later | Close
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Il Voter Registration - Absentee Detail

E

Entering HCF Requests in I-VOTERS e

IE\ect\un Specific j IlZ;’Dd/ZUl? Test Election j

Absentee Application Source HCF/Satellite Location  Issue Method

\Absentee Team A ANOR CARE CEN |Absentee Team ~

’rEIection Type

1. Open the voter’s record.

I” Federal I” | School = Gty [~ Special 7 All

2. Click on the “Absentee” tab above the voter's residence.

C“Ck on “Add_" Date Requested  Date Sent Date Received Relssue Method
[o7/10/2012 | [ | =
Political Party [~ Use Address On File
3. When the “Absentee Details” screen opens, choose | I [zozmmansr
“Election Specific” as the request type.
Comments
. . =
4. Choose the appropriate election from the drop-down menu. ’ 2
The elections are listed in this menu in chronological order. =
Country IUNITED STATES OF AMERICA j ™ usa
5. Choose “Absentee Team” as the “Request Source.” podress ’ j
o _ ez | il |
6. Select the health care facility from the “HCF/Satellite Whssntee Link
LOC&tIOI’]" drop_down ’7VoterID ,— Link to Voter | Unlink |
Unsend EaHatl Print Now | Print Later | Close |
7. Choose “Absentee Team” as the “Issue Method.”
8. Click on “Print Later” to send a label to “Election Management” to print later. To print a
label immediately, click on “Print Now.”
These ballots will need to be received in the “Receive Absentee Ballots” module like ballots
that are received in the mail.
Adding a Health Care Facility to I-VOTERS
; T |
You will need to add the health care facility under — ==
“System Configuration” and the “Address Library.” oo ”""“ e
1. Under “System Configuration,” click on “Voter s Tes =
” " - ” Contact Types L"“’:’:—" Care =l
Record” then “Absentee Location. Comsspondance Y o P
Dusbiete Conbaration i [oasaicbun Thddass B 7S
H 1 ” “ M H H ” :,r::g;%:;nn b 4 ;HM : W Hights :J\::; OLIVE 5T, MARSHALLT.., IICF
2. Click “New” and enter a “code,” “description,” and iy T —— . S
No Activity Mal Marshaltawn Canter 25 Satedits
“address” for the HCF. Be sure to check “Health € soudosturen. 0 eE
Care Facility.” .
T it Rabdrss Libwary ®
H “ ” Helo
3' CIICk Save' [~ Street Name Aliases House# From House# To  Type Pre Direction  Street Name Street Type  Post Direction
409 fer =] [w =] [MERLE HiBES [ero = =
) . Urst Typi Urat#& From Urit# To
4. Under “Address Library,” click “New.” - | - - R
|MA_‘<HHNI|(':WN ;I |!n |.~||nnH ;I |
5. Enter the address for the health care T o | B e e
faCI|Ity ASSIgn the approprlate preCInCt and ™ Unusable Address [ Mailing Address Requined [ Unit Required  F# Hialth Care Fachty [HCF]
. . HCF Disonption |Southrdge Nursing & Rehab
Sp“t |nf0rmat|0n. | _Remove | split Lookup | oistricts List | save |  close |

6. Check the box next to “Health Care Facility [HCF]” and add the facility’s name for the “HCF
Description.” Click “Save.”
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Entering UOCAVA Voter Absentee Requests

ML Voter Registration - Absentee Detail

FPCA or Multiple Elections (by Letter)

Help
« ” Absentee Type Erom To
1. Choose the. ‘:Aps_ente?“'l'ype as mark'ed b;{, the voter iy - ﬁ7 S | [ R e
on the form: “Military,” “Overseas Military,” or
“Overseas C|V|I|an » Absentee Application Source HCF/Satellite Location Issue Method
: [Frca = =] |
Election Type i In-Person
2. Enter a date range for the request that ends on ’7|7 Federal [ School [ Gty [ Special
. . . Absentee Team
December 31 of the year in which the voter submitted 5 oq|satelite
) ate Requested Date Sent Date Received Email
the FPCA unless the voter designated a shorter date etz | | Fax
range or indicated an election type. Political Party I Use Address On File
| | [101 nmaIN ST
“ . . ALGONA, 1A 530511
3. Choose FPCA as the “Absentee Application
Source.” Comments
[~ |
4. Choose an “Election Type.” Select “Federal” only ’ o
unless the voter specifies the voter wants ballots for  Absentes Address
Other eIeCtlonS Country IUNITED STATES OF AMERICA d ™ usA
Address ;I
5. Choose the appropriate “Issue Method.” | =
Citv/st/Zip. | =l =l |
If the “Issue Method” is email or fax and you are ~ Absentee Link
entering the request after the first absentee mailing for Voter 1D | Link to voter | Unirk_ |
an election, choose “Print Now” and immediately print Unsend Balot | prntNow | | prntiater | | Gese |

the labels for the voter, either to paper or an electronic
file. If you are entering an FPCA request with an issue method of email or fax before your
first absentee mailing, choose “Print Later.”

6. Add the voter's absentee mailing address.

Important Note: If the voter has an FPO/APO address, leave United States as the
“Country” and use “FPO” or “APQ” as the city and “AE,” “AP,” or “AA” as the state.

Mailing
Country  [UNITED STATES OF AMERICA  +| W USA  clear |
UNIT 555 -
Address | - BRIGADE ﬂ
City/Stizip  |APO =] jaE =] 12345
FPCA

Important Note: If this is a new voter to your county, be sure to use the ballot mailing
address as the voter’s registration mailing address as well.

7. Click on “Print Later” to save the request. See #5 for a recommended practice regarding
ballots to be emailed or faxed.
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Proxy Request

1.

The “Absentee Type” should be

"Military’" “Overseas Military," or T’ Voter Registration - Absentee Detail
“Overseas Civilian.” Help
Enter a date range for the request with Absentee Type Erom To
a “TO_" date as the day after the [overseas Civilan =] ’]m =10 =Jfzo12 || 11 =] =l[2012 +]
election. - ; :

Absentee Application Source HCF/Satellite Location Issue Method
Choose “Proxy” as the “Application [Proxy = N aiing [ |
Source”.
Choose the “Issue Method” as indicated on the proxy request form.

If the “Issue Method” is email or fax and you are entering the request after the first
absentee mailing for an election, choose “Print Now” and immediately print the labels for
the voter, either to paper or an electronic file. If you are entering an FPCA request with an
issue method of email or fax before your first absentee mailing, choose “Print Later.”

Add the voter's absentee address. If the voter listed a FPO/APO address, “FPO” or “APQO” is
entered from the “City” drop-down.

Click on “Print Later” to save the request. See #3 for a recommended practice regarding
ballots to be emailed or faxed.
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Printing Mailing Labels

Mailing labels are printed in “Election

I - CASS Districts Precinets  Absentes Voters Reports  Dxport

Management.” Follow these stepsto | _ vater earch tla

print mailing labels for your absentee e e S

ballots: e e | S — .

Mareures & Races

1. Gointo “Election Management”
and select the correct election.

2. Select “Print Absentee Labels”
from the menu on the left side of et
the screen. g ke i

3. C“Ck on “Label Prlntlng” at the Abs Geq # | Voter 1D | Voler Name | Resigential Address Abs Mail Address Precnet Salit
bottom of the screen.

al | |
4. If you have any labels you want to —— _
. . . Bafrech Wigard Status Procass tad Label Printing - I
print first, enter the appropriate
search criteria in the “Selection
Criteria" tabS_ Batch # Description Mailing Date [07/08/2012 I ‘
Selection Criteria 1 i —Sort Order
For eXampIe, |f you have UOCAVA Absentee App. Source | Languages | Sort Order
. Ballot T¥pes | Issue Methods | Absentee Sequence Number | LI
voters who requested to receive apsenise Types | Balor Stiles Ags Ballot Style —
their ballots by fax or email, you i Slecion Spetc "= %_
can select “fax” and “email” under ) Svereacs civtan —— 7
the issue method tab and print R P
labels for these ballots first so you select Label | |
don’t inadvertently send these I EEES e
voters more than one ballot. s3] —
5. If you are printing labels before = e P
.y Abs Seq # | Voter ID | Voter Name idential Address \ Abs Mail Address Precinct \ Split
you are mailing the ballots, enter
the sent date in the “Mailing Date”
field.

6. Choose the sort order used in your _# ' L
County. / Preview | Print | Close |‘
For example, you can click on “Ballot Style” in the sort order menu and move “Ballot Style”
to the top of the sort order list using the up and down arrows so your labels are listed in
ballot style order when they print.

7. Choose your output type by selecting either “Print Now” or “Print to File.”

8. If you select “Print Now” in the previous step, you will need to select a label. Select the label
used for mailing absentee ballots in your county.

9. Click on “Print” at the bottom of the screen.

10. A PDF document will be generated containing the mailing labels you chose.
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Processing In-Person Absentee Ballots Voters Before the Pre-Registration Deadline

1. Open the voter’s record. Ask the voter to verify his or her current residential address (or
obtain current address information by looking at the voter's absentee request).

2. If the voter's address is different than the residence address currently in I-VOTERS:

a. If the voter is currently registered in the county, use the voter’'s absentee ballot
request to update the residential address in I-VOTERS.

b. If the voter is not currently registered in the county, the voter must complete a new
voter registration form. Move the voter record to your county by updating the voter’s
registration address.

Important Note: If any changes are made to the
residence address in I-VOTERS, save the changes

Residence Absentee I History | Contacts | Woting History |

before adding the absentee ballot request. e e e
3. After the residential address is verified and/or updated,
click on the “Absentee” tab.
4. Click “Add.”
5. The request type will default to “Election Specific.” i L
I Special Absentee  4ctive Ballof Add | Details Void |

6. Verify the correct election appears in the drop-down menu.

If’ \/oter Registration - Absentee Detail

7. Choose “Counter/ Office” as the “Absentee Application

Source.” The “Issue Method” will default to “In-Person.” [ memr ] frookresem :
Absentee Application Source [HCF/Satellite Locationl]  Issue Method
a. If the voter wishes to have the ballot mailed to [Councer/omee =] o e
them, change the “Issue Method” to “Mail.” F'i??l."J'“rm.‘ G e Al
Date Requested Date Sent Date Received Relssue Method
Important Note: Voters cannot take absentee T e =
ballots with them. They must either vote them in- | B—
person or have the ballot mailed to them.
e
8. Click the check box next to “Use Address on File” and ’ j
click on “Print Now” or “Print Later”, whichever your office
uses. Country  [UNITED STATES OF AMERICA =i usa
Address ;I
| F
9. Record the absentee sequence number on the voter’s ciry/st/ 7 | = | |

affidavit envelope and the voter’'s absentee request. If you
print labels from I-VOTERS as you issue the absentee
ballots, the absentee sequence number will appear on the
labels.

Absentee Link
’7VuterID Link to Voter | Unlink |

Print Later |

Unsend Ballot | Print Now | Close |

Important Note: Absentees issued in person are automatically received into the I-VOTERS
system as they are issued. As soon as you choose “Print Now” or “Print Later,” the system will
mark the ballot as prepared, sent and received all at the same time.

3-114
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Processing In-Person Absentee Voters who Used EDR Procedures

These instructions apply when:

= A voter who has never been registered in your county comes to your office or a satellite
location and wants to register and vote.

= A voter who was previously registered in your county and is now cancelled comes to
your office or a satellite location and wants to register and vote.

= A voter wants to vote absentee and his or her record is currently assigned “Incomplete”
status.

Follow these steps when registering a voter and issuing the voter an absentee ballot:

1. Ask the voter to fill out the voter registration form contained on the EDR form. Make sure
the form is filled out completely.

2. Ask for the voter’s proof of identity and residence.
[848A.7A, IAC 721—21.3]

3. If the voter does not have proof of identity and residence, the attestation procedure may
be used.

4. Ask the voter to complete the voter’s oath portion on the EDR form.

= [f using an attester, ask the attester to fill out the attester’s oath portion the EDR

form.
5. Open “Voter Registration” from the main I-VOTERS screen. Click “New.”
6. Enter the voter’s information in the appropriate fields. Tab through the key line so I-

VOTERS will automatically identify any statewide duplicate matches.

If you get a duplicate match from a different county, select that record. If -VOTERS does
not identify any duplicates in the system, proceed as usual.

d. Enter the voter’'s address.

e. Choose the appropriate party from the %am’ _ [No Party | organization I_
drop-down menu. Transaction |15 - Election Day *
Source
Status |& - active

f. Select “15 — Election Day” as the
“Transaction Source.” Reason |

EN | EN KN
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7. An “Election Day” window will appear. Choose the election.

Important Note: Make sure to uncheck the “Added
Voters” box when processing EDR registrants before
election day. This box is only used for voters who vote EDR
at the polls. If you do not uncheck the box, it will add them ’t
1
e

Eleciion Day

elect Election

to the election registers as an added voter and you will
have difficulty printing your election registers.

0/28/2008 2008 General |

Added voters Ok | Cancel |

8. Make sure the voter’s status is “Active. ;Registratiun IMisc: Info | Custom |

Party [Ma Party | organization | =]
Transaction ction Day ~| I” DOT verified
j [~ s5averified

9. The “County Registration” date and the
“Vote Eligible Date” will automatically
populate to election day for the selected
election.

Status
Reason | -| werify |

old voter ID | County Registration IlDfE?,FEDDE I

v
Change the “County Registration” date vate Eligible [10/27/2008  [Tast voted
and the “Vote Eligible” date to be the ™ No Signature print Later yrc HOME Tel.No
date the voter appeared in your office or
at the satellite location.

Ahsentee Type
10. Save the voter’s record. Election Specific v| [05/20/2008 Countywide Test

Ahsentee Application Source  HCF/Satellite Location Issue Method

j | j |In—F‘ersun |
11. Enter an absentee reqUESt for the voter. Date Reguested Date Sent Date Received Relssue Method
[05/15/2008 Jos/as/z00s [05/15/2008 |
If the voter is in your office, choose “Counter/Office” pqjitical party [ Use Address On File
as the “Absentee Application Source.” | -] [562 15T 8T

FONTAMELLE, 1A 50846

If the voter is at a satellite location, choose
“Satellite” as the “Absentee Application Source.”

12. Select “Print Now” or “Print Later,” depending on your county procedures.

-Absentee Link

Woter 1D I Link to Woter | rilirik:

Unsend Ballot | Prirt Mo | Print Later | Close

13. Attach the voter's EDR form (including a voter registration form, oath form and attester’s
oath, if any) to the voted ballot affidavit envelope.

14. If the ballot is received before 5 p.m. on the Friday before the election (Saturday if for a
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primary or general election), review the affidavit envelope for completeness and defects
according to the procedures in IAC 721—21.354.

» |f there are no defects and the affidavit is complete, store the ballot together with the
EDR form in a secure place before delivering to the ASVP board.

» |f there are defects with the voter’s affidavit envelope or if the affidavit is incomplete,
follow the procedures in IAC 721—21.354 for notifying the voter about fixing the
defect or completing the affidavit. Store incomplete and defective affidavit envelopes
separate from other affidavits. See the “Reviewing Affidavit Envelope” instructions for
more information.

= |f the voter’s registration card is returned undeliverable by the post office, set the
absentee ballot aside for special handling and deliver the absentee ballot and
returned voter registration card to the ASVP board to be challenged pursuant to
§53.31(1).
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Setting Up Satellite Locations in I-VOTERS

You will need to add a satellite location
under “System Configuration” and the
“Address Library.”

1. Under “System Configuration,”
click on “Voter Record” then
“Absentee Location.”

Click “New” and enter a “code,” '

" System Configuration

#-ADDRESSES

E-VOTER RECORD

| -ahsentee Reasons
Ahsentee Application Source

-ahsentee Location

-Ahsentee Types

-Audit Types

-Cancel Voters

~Contact Types
Correspondence
Custam Fields

~Piarmant Tenac

=101

W/oter Search Heln

—Absentee Location

Code feLT & gatellite

Description |ALTOONA LIBRARY  Health Care Facility

Address 700 BTH STREET 5W, ALTOOMNA, IOWA j

Health Care -

Farilty I J
New | Delete Save

“description,” and “address” for the satellite. Be sure to check “Satellite.”

Click “Save.”

Entering Satellite Voter Absentee Requests in I-VOTERS

1.

Open the voter’s record. If the voter moved from the

address where currently registered, update the voter

residence address and click on “Save.”

Click on “Add.”

a label immediately.

To print the labels later, click on “Save
and Close” to send to the label to
“Receive Absentee Ballots” to print
later.

In “Receive Absentee Ballots,”
select the “Satellite” batch and
click “Print Labels.”

a.

July 2016

Click on “Print Now” if you want to print

Click on the “Absentee” tab above the voter’s residence.
When the “Absentee Details” screen opens, choose
“Election Specific” as the request type.

Choose the appropriate election from the drop-down menu. ’
The elections are listed in this menu in chronological order.

Choose “Satellite” as the “Request Source.”
Choose the “Satellite Location” from the drop-down menu.

Choose “Satellite” as the “Issue Method.”

[AIF’ Receive Absentee Ballots

I Voter Registration - Absentee Detail

Help
Absentee Type
[Election Specific x| [12/04/2012 Test Election Ea|
Absentee Application Source HCF/Satellite Location Issue Method
Satellite - t Satellite Locationjid IMEERENE -
Election Type
"'_ Federal I=Ischool [~/ City I~ Special 7 All
Date Requested Date Sent Date Received Relssue Method
[o7/06/2012 [o7/06/2012 [o7/06/2012 | -]
Political Party I~ Use Address On File
| | [101 N maN ST
ALGONA, TA 50511
Comments
— Absentee Address
Country  [UNITED STATES OF AMERICA x| I usa
Address ’ =
ciyisuzo | ol ] |
i Absentee Link
Voter ID Link to Voter | Unlink |
Unsend Ballot | Print Now | Save And Close | Close |
- |'= X

Query executed successfully.

Voter Search Help

Search
Election |03,~zn:2012 Board of Supervisor Vacancy j Batch Date From Batch Date To
Abs Seq Numl Voter IDI Ballot ID Search Clear
Ballutsl Undeliverable | mot vated |
Batch # | Batch Date | Receive Date | Source | Total Count | Accepted | Rejected | Defective Affid...
1 03/02/2012 03/02/2012 Counter / In-... 22 0 0 1]
2 03/05/2012 03/05/2012 Mail 7 0 0 (1]
3 03/06/2012 03/06/2012 Mail 13 0 0 a
4 03/07/2012 03/07/2012 Mail 28 0 2 1]
5 03/08/2012 03/08/2012 Satellite 12 0 0 1]
< | 2l
New | Receive Ballot | Unreceive Batch | File Upload Absentee List | Print Is

Prepared by the Office of lowa Secretary of State




Generating Ballot Styles and Pulling Absentees

Before you can begin mailing absentee ballots, you need to generate ballot styles and pull
absentee voters in I-VOTERS. This process determines which I-VOTERS ballot style each
voter will be assigned.

1.

2.

Open “Election Management” from the main I-VOTERS screen.

Under “Measures and Races,” review the measures and races to confirm information has
been entered and certified contests from other counties have been included.

Click on “Ballot Styles.”

Click on “Generate Styles” at the bottom of the screen.

Ballot Styles . : .
; I’ Shared Races Only e |

Print Absentee Labels Contests | Speial Considerations |

Election Register District | Item |
Election Expenses
Election Results

Process Election Reqister
Process Absentee Ballots

Duplicate Ballot Report
(TPost History & Close Election

Exit
Precincts | Splits | [~ Get Voter Counts
Precinct | Polling Place | Total |
Get Voter Counts ”
Refresh Wizard Status [~ Process Completed Generate Styles | Resync Voter Pull Absentees View Absentees

5. Verify the ballot styles that have been created.
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6. Rename the “System Ballot Styles.”

To do SO, click on the Style type Election Type: General

Description: Test2 General

under “Styles.” Type the new ~Styles

name in “Style” in the “System et

[

Ballot Style” tab. — — VOtﬁll
BV TWNSHP 4]

Important Note: Do not use el

the “Polling Places” drop- i

down to select a style. 006

o e s e Y o e

System Ballot Style | Ballot Ratation
Style E
Color
party |

f' Shared Races Only Save |

Contests | Special Cansiderations

7. After renaming all ballot styles, click “Generate Ballot Styles” again. This will rename all the
styles under the “Ballot Rotation” the same as your “System Ballot Style.”

8. Select the “Ballot Rotation” tab. Review the
“Absentee Ballot Style” and “Polling Place
Ballot Style” columns to determine if you need
to re-name the style names according to your
actual ballots and rotations, if any.

a. Programmed by Style

If your ballots are programmed by style,
every split voting the same ballot style
should be labeled with the same ballot
style name.

b. Programmed by Precinct
If your ballots are programmed by precinct,

each precinct will at least one ballot style.
Precincts will multiple splits may have

>

System Ballot Style Ballot Rotation |
Split | Precinct Code| Absentee Ballot Sty Polling Place Ballo
Bx.Bx=I IMM -Indepe BAXTER BAXTER
KLMT=H HR -Hickory KELLOGG CI KELLOGG CI
LB.NT=M N5 - Mewton- LAMB GRWV LAMBE GEY
LW.L5-EL. EL - Elk Creek LYMMYVILLE LYMMWVILLE
ME.CM=C CP - ClearCre MINGD MIMNGO
MWI1-1.1 MNT1-1-Mewt NT 1-1 MT 1-1
MNW1-2.1 NT1-2 - Mewt NT 1-2 MT 1-2
MNWZ2-1.1 NT2-1-MNewt NT2-1 MT 2-1
MW2-2.1 MNT2-2 - Newt WNT 2-2 MNT 2-2
MW 3-1.1 MT3-1 - Mewt WT 3-1 MT 3-1
MW 3-2.1 MNT3-2 - Newt WNT 3-2 MT 3-2
MWw4-1.1 MNT4-1 - Mewt MNT 4-1 NT 4-1
MW4-2.1 MNT4-2 - MNewt MNT 4-2 MNT 4-2
0A,GM=H HR - Hickory  OAKLAMD AC CAKLAND AC
RS.PM=P P& -Palo Alto REASHOR REASHOR
S¥.L5=EL EL - Elk Creek SULLY SULLY
WLCM=C CP - ClearCre WALERIA ValLERLA

multiple ballot styles. Be sure to name each split with the appropriate ballot style name.

Important Note for Primary Election:

Election Type: Primary

Description: 2012 Primary Election

—5tyles

For the primary election, the ballot AL TEEE

styles will be doubled to account for the | A
tyle

A
separate Democratic and Republican
ballots. Use “D” and “R” when naming DT REP29
the ballot styles. These designations will [~ rep20
print on the absentee labels and will

help to determine which absentee ballot
to issue the voter.

Important Note: Do not use the
“Polling Places” drop-down to select a style.

system Ballot Style Ballot Rotation |
j Split | Precinct Code| Absentes Ballot| Palling Place B
J BW.LS=HR.1 HR - Hickory HickGrovD HickGrovD
[Party | voters| — gunr-HR3 HR - Hickory HickGrovD HickGravD
Ry 0 BXBX=IM.1 IMM-Indepe IMMD IMM D
REP o |CCEF=CP  CP-ClearCre CCPowD CCPowD
REP 0 CC.BX=CP.2 CP-ClearCre CCPowD CCPaowD
| cCCL=CP.3 CP-Clearcre CCPOwD CCPOWD
| |CC.CM=CP.5 CP-ClearCre CCPowD CCPOwD
. CF11 CF-1 - Colfax Colfax1D Colfax1D
_CcF2a CF-2 - Colfax  Colfax2D ColfaxzD
_ CF31 CF-3 - Colfax  Colfax3D Colfax3D
. CF3Z CF-3 - Colfax  Colfax3D Colfax3D
Fihd ORA—Tabd 4 PR Dime B~ Dieshd Ty Fimeh
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9. Assign temporary polling places for special elections. See the Pre-Election Day chapter for
more information.

10. Click on “Pull Absentees.” This will pull in the UOCAVA absentee requests and any
election-specific requests you may have entered. This will move the open the requests to
“Print Absentee Labels” for printing when actual ballots are ready.

11. I-VOTERS is now ready to print mailing labels for the absentee ballots that have been
entered to this point.

See the Pre-Election Day chapter for more information on these processes.
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Receiving Absentee Ballots Returned Normally in I-VOTERS

1. Open the “Receive Absentee Ballots” module from the main I-VOTERS screen.

2. Choose the current election and click on
“Search.” Any previously received batches
of absentee ballots will appear.

3. Click on “New” in the lower lefthand corner of
the screen to create a new batch of received
absentee ballots.

4. When the new batch screen opens, you may
type in a batch description and identifier if
that is a process followed in your county.

You must make a selection in the source
pull-down menu under “Ballot Label.” The
“Source” you choose will be the method by
which the ballot was returned to your office.
“Mail” will be the source you use most often.

5. Add your ballot to the batch by either
scanning the ballot barcode or typing the
ballot tracking number into the “ID” field
under the “Ballot Label” portion of the
screen.

If you use your barcode scanner, make sure
you click with your mouse in the “ID” field
before scanning the barcode so the tracking
number appears in that field.

Click “Add.” After you add your ballot to the
batch, it will appear in the list on the bottom
half of the screen.

o =

Abs Seq Num|

Voter Search Help
SElaNY|12/04/2012 Test Ele Bfftch Date From Batch Date To
Voter D[ Ballot 1D Search Clear

Ballots | Undeliverable | Not vated |

Batch # | Batch Date Receive Date Source

| Total Count | Accepted | Rejected | Defective Affid...

e

New |

Receive Ballot | Unreceive Batch | File Upload | Absentee Listl

Print Labels |

View Held Ballots | Close |

AT =
Help

—Batch

Election |12,’04/2012 Test Election

Batch Description

Batch Date |07/09/2012 Received @ate |07/09/2012 Identifier
ek allot Search in Workspace
Source  |Mail -
I =l Name |voter Address |
Date Received  |07/09/2012
city | =] absseq# | Search
2 — e
List of Ballots in the Batch I~ Exceptions Only
Item # \ Abs Seg Num \ Ballot ID Voter Name \ Source
1 2 500983710 SALLY VOTER Mail
Details Unreceive Hold Voter Summary [ Haousehold View Ballots | < > Close

6. Occasionally, a message will pop up when you are adding ballots to your batch. These
messages will often include recommendations such as “Hold this ballot” or “Process
normally.” If you encounter a message and you are not sure how to proceed, talk to a
supervisor in your office or call the I-VOTERS help desk.

July 2016
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Undeliverable Ballots

Determine the reason why the ballot was returned undeliverable by looking at the ballot, the
voter’s record, and the voter's absentee ballot request. Ask these questions:

= Was there an error in updating the voter’s residential address?
Look at the returned ballot and the absentee ballot request. For example, did the
voter list updated address information on the absentee ballot request but the voter’s

record was not updated accordingly?

= Did the voter ask to have the ballot mailed to an address other than the voter's
registration address?

» Was the ballot mailed as the voter requested but the ballot still came back?
Follow the I-VOTERS instructions on the following pages based on the determination made in
the preceding step.
Residential Address not Updated According to Request
1. Do NOT receive the ballot in the I-VOTERS “Receive Absentee Ballot” module.

2. Open the voter’s record and click on the “Absentee” ~ Residence tbsetee | bistor | contecs | vosna stor |
tab Dates/Elections | Seq Num | Source Address Coun

[2_____Iwai____JAddress

3. Highlight the undeliverable ballot request by clicking
on it. Click “Void.”

4. Click “Yes” when asked if you are sure you want to

void the ballot. Add the comment “Ballot sent to ] LE|
wrong address” in the “Audit Comment” field. Click ™ Special Absentes pcye pallts __Add_| _Detais | void_|
“Save.”

5. When the window closes, click on the “Residence” tab of the voter’s record. Update the
voter’s residential address to reflect the change the voter made on the absentee ballot
request.

6. Click on “Save” at the top of the voter registration screen.

7. Click on the “Absentee” tab again and add a new absentee request. Update the ballot
serial number on the voter's absentee request.
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Ballot Not Sent to Absentee Mailing Address
1. Do NOT receive the ballot in the I-VOTERS “Receive Absentee Ballot” module.
2. Open the voter’s record and click on the “Absentee” tab.

3. Highlight the undeliverable ballot request by clicking on it. Click “Details.”

4. Click “Unsend Ballot.” — &
Apsentee Type
5. Enter the appropriate information in the “Absentee 1’“*"“‘ o =
P . . . sentee Aophcation Source  HCT/Satellite Location  Issus Method
Details” screen, paying special attention to add the &) g —
absentee address. Pl e
e Requestad  Date Sent Dake Recenad Ralasue Method
6. Save the change and print mailing labels by clicking on D L T ~
“Print Now” or “Print Later.” 2 [‘;Em‘f"‘h‘,‘:f;,"',—,,
7. 1-VOTERS should assign the new ballot for the updated ‘ 7
address request the same absentee sequence number as -
the original ballot. e T S
Arase | L]
=
sz | | ]
!umeum(
Link to Voter I
Unsend Balot | FootWow | Pontlster | Close
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Undeliverable Because Domestic Voter Moved Since Requesting Ballot, Non-Existent
Address, Unable to Forward, etc.

1.

Open “Receive Absentee Ballots” from the -VOTERS main menu. Choose the appropriate

election and then click on “Search.”

Click on the “Undeliverable” tab.

Click on “New” at the bottom of the screen to create a new batch of undeliverable ballots.

x

search
Election [12/04/2012 Test Election =] affeh Date From | .
L . 1o Search Flear
Balits  Undaliverable | Notvioted |
[Batch = [eatch [ Batch pate [ Receve Date ]
Hew {hs et I

4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch

July 2016

Description” field. The text you enter
here will appear on the main
“Undeliverable” screen when you close
your new undeliverable ballot batch.

The “Received Date” should be the
date the ballot was returned
undeliverable.

Search for the undeliverable ballot you
want to add to your new batch by either
typing the ballot tracking number in the
“Ballot ID” field (or using your barcode
scanner with the cursor in the “Ballot
ID” field) or by searching for the ballot
using the voter’s name.

If more than one ballot comes up in your
search, select the correct ballot by clicking
once on the voter you want to select and
then clicking on the “Select” button at the
bottom of the “Ballot Search Results”
screen.

[TF Undeliverable Ballots

—Batch

Election [12/04/2012 Tef}: Election Batch Description ||

Batch Date  [07/09/2012 Received Date |07/09/2012 Identifier
—Ballot Label

D Add name |

strest | city | ~|  search

[~ Voter Details

Name on Ballot ‘ Name in Record |

Status [active Status [

Ballot Residential Address Current Residential Address

Ballot Mail Address ~ Address Type : Current Mail Address

[T Inactivate [ Review Registration Change Now/

Delete First Previous | Next | Last | View Ballots Voter Details Save Close

OTER ST ALG S0 1l
SALLY VOTER 101 N MAIN 5T ALGONA 1A 50511 SO09E37I0 1
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10.

11.

12.

13.

[T Undeliverable Ballots
Confirm you have the correct voter’s e ———— e
ballot Check the bOX next to the WOI’d Election [12/04/2012 Test Election Batch Description |—
“ . " Batch Date [07/09/2012  Received Date [07/09/2012 Identifier
Inactivate. ( Ballotlabel | Ballot Search
D | Add ’}am Ivuter
Click “Save.” The information for the . st | o ] =] _search |
. - . . —Voter Details
VOter you JUSt flnlShed proceSS|ng WI” Name on Ballot [SALLY VOTER Name in Record  [SALLY VOTER
disappear. Status ‘Act\ve Status ‘Actwe
Ballot Residential Address Current Residential Address
Add another undeliverable ballot or close | [<euks e
the undeliverable batch by clicking
« " Ballot Mail Address ~ Address Type :  Election Specific  Current Mail Address
Close. 101 N MAIN ST
ALGONA, 1A 50511
¥ Inactivate J| [~ Review Registration Change Now |
Delete | First | Previous Next | Last | View Ballots Voter Details Save Close

Open the voter’s record. The voter’s “Status” is now “I — Inactive.”

Mail the residential confirmation notice automatically generated by I-VOTERS. See the
Voter Registration chapter for more information.

Click on the “Absentee” tab. Highlight the undeliverable ballot request by clicking on it. Click
“Void.”

Click “Yes” when asked if you are sure you want to void the ballot. Add the comment “Ballot
returned undeliverable” in the “Audit Comment” field. Click “Save.”

Send the voter a forwardable letter explaining that the ballot was mailed to the address they
requested and returned as undeliverable. Enclose a new absentee ballot request. A sample
notice “Ballot Returned Undeliverable from Domestic Voter” is available in the Election
Forms Library.
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Undeliverable UOCAVA Ballot

1. Open “Receive Absentee Ballots” from the I-VOTERS main menu. Choose the appropriate
election and then click on “Search.”

2. Click on the “Undeliverable” tab.

3. Click on “New” at the bottom of the screen to create a new batch of undeliverable ballots.

x

search

Election [12/04/2012 Test Election =] affeh Date From | .

L . 1o Search Flear
Ballots  Undalivarable | Not Voted |
[Batch = [eatch [ Batch pate [ Receve Date ]
R | S e

4. Enter any information you wish to describe your batch of undeliverable ballots in the “Batch
Description” field. The text you enter _
here will appear on the main

[T Undeliverable Ballots

—Batch

“Un d el |Verab I e” screen When yOU C|OS€ Election [12/0472012 Teft Election Batch Description ||—
your new undeliverable bal |Ot batch . BatchDate [07/09/2012 || Received Date [07/09/201z Identifier
—Ballot Label

. D l— Add Name |
5. The “Received Date” should be the (

street | city | ~|  search

date the ballot was returned o O

i 2me on Ballo ame in Record
undeliverable. o on Balat. | Name in Record |

Status [active status [

Ballot Residential Address Current Residential Address

6. Search for the undeliverable ballot you
want to add to your new batch by either
typ|ng the ballot tracking number in the Ballot Mail Address ~ Address Type : Current Mail Address

“Ballot ID” field (or using your barcode
scanner with the cursor in the “Ballot
IDH ﬁeld) or by SearChlng for the ba”ot = Inactivate [~ Review Registration Change Now

using the Voter"s name_ Delete | First | Prevmusl Next | Last | View Ballots Voter Details Save Close

If more than one ballot comes up in your
search, select the correct ballot by clicking o
once on the voter you want to select and
then clicking on the “Select” button at the
bottom of the “Ballot Search Results”
screen.

Select Close
=00
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7. Confirm you have the correct voter’s  Baten e
ballot Be sure the “Inactlvate” bOX |S not Election [12/04/2012 Test Election Batch Description |—
Batch Date [07/09/2012  Received Date [07/09/2012 Identifier
checked. ( Ballotlabel | Ballot Search
D | Add ’}am Ivuter
8. Click “Save.” The information for the . st | o ] =] _search |
. - . . —Voter Details
VOter you JUSt flnlShed proceSS|ng WI” Name on Ballot [SALLY VOTER Name in Record  [SALLY VOTER
disappear. Status ‘Act\ve Status ‘Actwe
Ballot Residential Address Current Residential Address
9. Add another undeliverable ballot or close [k e
the undeliverable batch by clicking
« " Ballot Mail Address ~ Address Type :  Election Specific  Current Mail Address
Close. 101 N MAIN ST
ALGONA, 1A 50511
¥ Inactivate J| [~ Review Registration Change Now |
Delete | First | Previous Next | Last | View Ballots Voter Details Save Close

10. Open the voter’s record. Be sure the voter’s “Status” is still “A— Active.”
11. Click on the “Absentee” tab.
b. FPCA request
i.  Highlight the undeliverable ballot request by clicking on it. Click “Details.”

ii. Change the “To” date to the date the ballot was received.

iii. Addacommentinthe “Comments” field if you wish.

iv.  Click “Print Later” to save the date change and comment.

v. A“Confirmation to Void” screen will appear with the message: “Changing the date
will void all prepared and sent ballots outside of the new date range. Would you like
to continue?” Click “Yes.”

c. Election-specific request

i.  Highlight the undeliverable ballot request by clicking on it. Click “Void.”

ii. Click “Yes” when asked if you are sure you want to void the ballot. Add the comment
“Ballot returned undeliverable” in the “Audit Comment” field. Click “Save.”

iii.  Send the voter a forwardable letter explaining that the ballot was mailed to the
address they requested and returned as undeliverable. Enclose a new absentee
ballot request. A sample notice “Ballot Returned Undeliverable from UOCAVA Voter”
is available in the Election Forms Library. If you have an email address for the voter,
it may be quicker to correspond about the undeliverable ballot by email.
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Spoiled Ballots

Spoiled ballots returned by mail can only be replaced if they are returned in a return envelope

clearly marked “Spoiled Ballot.” If a return envelope arrives in the mail without any indication

that it contains a spoiled ballot, you cannot replace it.

Replace a spoiled ballot by following the instructions below. This procedure will enable you to

use the same serial number assigned to the records of the original absentee ballot request.
[853.21]

For ballots spoiled by in-person voters, there are no I-VOTERS steps required unless you need
a new label for the voter’s affidavit envelope. Instructions for issuing a new label are below.

1. Do NOT receive the ballot in the “Receive Absentee Ballots” module.
2. Open the voter’s record.

3. Select the “Elections” menu at the top of the screen and click “Issue Ballot.”

T Voter Registration

Voter  Print Imaging  Address

Voter rect  Voting History

Active Ballots
New

Voter D Temporary Parties
50026672 Provisicnal Ballot »
Issue Ballot
Residenc
Receive Ballot F12
-

4. Choose the appropriate election and
choose “Reissued” from the “Ballot

TIF Issue Ballot Request

Type” drop-down menu. Election Name [12/4/2012 Test Election | Ballot Type [Reissued =

Current Ballots
5. From the "Reason for . —— ===

Replacing/Reissuing the Ballot”

menu choose “Replace a returned

spoiled ballot.”
4 | |
—Print Label

Choose the mailing labels used in your | © tex B2 =] _froview | _prie_|

County from the “Select Labe|” drop_ Reason For Replacing / Reissuing the Ballot epla poile 3 ] rint Additional Label

down menu. Be sure you have mailing cancel

labels in your printer and click on the “Print” button. There is no option to print re-issued
ballot labels later.

6. Store the “Spoiled” ballot in a separate secure area.
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Not Voted and Surrendered Ballots

If a person returns an absentee ballot to the auditor’s office, satellite station, or at the polls on
election day with an indication that the voter has not marked the ballot or does not want to vote
by absentee ballot, make sure the ballot is included with the envelopes. Then, follow the I-
VOTERS procedures below.

If the ballot is not enclosed in the envelopes returned, do not follow the I-VOTERS procedures
below to take them off the absentee list.

1. Open “Receive Absentee Ballots” from the main I-
VOTERS menu. e

Election [12/04/2012 Test Electon | match Date From | Batch Date To [
b3 Seq Num| wveter 0] Bator 10] Search | clear
2. Choose the appropriate election from the drop down gatots | Undetversbe ot vt |

menu and click on “Search.” R—— —— — '

3. Click on the “Not Voted” tab. Any “Not Voted”
batches you already created for this election will
appear.

4. Click on the “New” button at the bottom of the page.

|
5. If you want text to appear in the “Batch %
Description” field of the main “Not Voted” Sl hesteenrecaer i
Screen, add your text |n the “Batch Election [12/04/3p12 Test Election Batch Description l—
H H ” . atCl ate ecelve ate entifier l—
Description” field that appears at the top |snome e fecsvedome fberions  toenh
of the new “Not Voted” batch you are 0 — —
Creatlng. street | city | ~|  search
 Voter Details
Name on Ballot ‘JDHNVDTER Name in Record ‘JOHN VOTER
6. The “Received Date” should be the date facsice =
the ballot Was returned not VOted. Ballot Residential Address Current Residential Address

101 N MAIN ST 101 N MAIN ST
ALGONA, IA 50511 ALGONA, IA 50511

7. Add the ballot(s) to the new “Not Voted” —
batch by scanning the barcode in the T
“Ballot Label” field or typing the voter’'s '
name in the “Ballot Search” field.

I Inactivate | Review Registration  Change Now

Delete | At | previews | west | tast | ViewBallots | voter Details Save Close

8. After you choose the correct ballot (if more
than one option appear) the voter’s information will appear on the screen.

9. Click the “Save.” The information for this voter will disappear. Either add a new “Not Voted”
ballot to the batch by searching for the voter as instructed above or close the batch by
clicking “Close.”

10. Store your “Not Voted” ballots together in a secure place.

Notes about this I- VOTERS procedure: Following this procedure will update the election
registers to reflect this absentee voter returned a “Not Voted” ballot. There will NOT be an “A”
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printed in the election register by the voter's name so the voter will be able to vote normally at
the polling place and will not need to vote a provisional ballot.

You cannot add additional ballots to a previously created “Not Voted” batch. Once the batch is

closed, you can only delete ballots from the batch, you cannot add new ones. To add additional
“Not Voted” ballots, you need to create a new batch.
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Processing Defective Affidavits and Issuing Replacement Ballots

Process Defective Affidavits

1. Receive the absentee ballot in “Receive Absentee Ballots.” See the “Receiving Absentee

Ballots” instructions on how to do so.

2. Open “Election

IF' Election Management

Ballor Styles  Address Library  Pull Pecifions  Polling Places CASS  Districts Precincts AbsenteeVoters Reports  Export

Management.” Click on
“Process Absentee

Voter Search Hely

Election Date: Dec-04-2012

Election Type: School

Description: Test Election

Ballots.”

Election Details
Include Certified Contests
Election Template
Measures & Races
Post Shared Contests
Ballot Styles

Ballot Review

Print Absentee Labels
Election Reagister
Election Expenses
Election Results

3. Search for the voter’s
absentee ballot and choose
“Defective
Affidavit/Envelope” from
the Ballot Status drop-down

—Ballot Search

menu.
(DProcess AbsenteeBallots

Barcode Abs Seq # Name Iga”y voter

Address | aty | | [ search | Clear

—Ballot Details

Voter ID [500266723 —tinter e [5a

Address 101 N MAIN ST Ballot Status efect

ALGONA, 1A 50511

Ballots Sent |
Abs Seq # | Barcode | VoterName [ Source [ Date Sent Date Received | Ballot Style | Ballot Type
2 50088... SALLYVOTER Mail 07/09/2012 07/09/2012 001 Original

onst History & Close Election
xit

4. Click “Save.”

m

Issuing Replacement Ballots if no Address Change

Do not issue a replacement ballot until the voter submits a request.

1. Open the voter's record.

2. Select the “Elections” menu at the top of the screen and click

“Issue Ballot.”

3. When the “Issue Ballot Request” screen opens, choose
“Replacement” from the “Ballot Type” drop-down menu.

4. From the “Reason for
Replacing/Reissuing the Ballot”

]lf Voter Registration

Voter Print Imaging Address
Voter rec{ Voting History
New Active Ballots .
Voter ID Temporary Parties
50026672 Provisional Ballot 2

Residenc

L

Issue Ballot

Receive Ballot F12

menu Choose the appropnate Election Name [12/4/2012 Test Elaction | || Ballot Type [Replacement | |
reason. Current Ballots
Tracking No | Abs Seq Numl Sent | Received | Style | Precinct | Stage | Ballot Type | Issue Tyr
. ) 5009837... 2 07/09/2012 07/09/2012 001 AL2 Received Original Mailed
5. Choose the mailing labels used in
your county from the “Select
Label” drop-down menu. In this
screen, there is no option to “Print al | |
” H H — Print Label
Later SO you WI” need to prlnt + Now Select Label [ | Preview | Print |
these Iabels (Or Save a PDF Image Reason For Replacing / Reissuing the Ballot Defective-Not Sealed| Print Additional Label
and print later) as the replacement e

absentee requests are received.
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Issuing Replacement Ballots When Voter’s Original Absentee Ballot is Defective Due to

Voter Move
1. Open “Receive Absentee Ballots” from the main I-VOTERS screen.

2. Search for the defective ballot. Highlight the batch the ballot is in by clicking on it. Click
“Receive Ballot.”

Swearch
Elaction [13/04/7013 Test Becton =] Batch Data From Batch Date To [
Abs Seq Num| Veter D[ ot 10 search |  Clear |
Ballots | | Wt vatad |
Dt

il | ]
tew [ mocoivo gallor | oo cean | meupkad | absenes st |  erint Labels |

3. Highlight the voter’s ballot by clicking on it. Click “Unreceive.”

Batch .

Eloction  [12/04/2012 Test Bloction  Batch Description

Bakch Date [07/09/2012  Received Date [07/05/2012 Idantifiar T |

Ballot Label Ballot Search in Workspace

Source T\-\a-l -l . pddrass [

:_:na Received  [07/09/2012 — ay =] asseqe [ Search
List of Ballots in th Batch I~ Extoptions Only

Ttem = Abs Seq Num | Baot I Voter Name Source

oetfl | nrocsive| flold | voter summary | | view Batats =zl caze |

4. Click “Yes.”

T Delete Ballot

Are you sure you wish to remaove this ballot from the
batch?

ifes | No I

5. Open the voter’s record and click on the “Absentee” tab.
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6. Highlight the absentee request by clicking on it. Click “Void.”

Residence  Absentee | History | Contacts | Woting History |

< L+l

™ Special Absentee  ».ye Ballots Add Detail J Void

7. Click “Yes” when asked if you are sure. Add the comment “Replacement request — new
address” in the “Audit Comment” field. Click “Save.”

[Tl Audit Comment

Audit Comment

Replacement request - new address|

Save

8. Update the voter’s residential address and save the voter’s record.

9. Add a new absentee ballot request and choose “Print Later.”
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Processing Incomplete Affidavits and Incomplete Affidavit Corrections

Process Incomplete Affidavits

1. Receive the absentee ballot in e T T
‘Receive Absentee Ballots.” Seethe S e
“Receiving Absentee Ballots” — BailtSearch '
. t tions Barcode [ AbsSeas | Name: [y voter
instruc . morresga | RS ay | 3 [(Eeh ] e |
Panim } S Ballot Details
“« : ST B e
2. Open “Election Management.” Click Sl Sues o IM—_ ol Stacus TR
on “Process Absentee Ballots.” PP Ao h sos11 sae_|
Election Begister
Elsction Expansas Rallats Sent |
s Elustion Bzl Abs Seq # | Garcode | vaterhame Source | Date Sent | Date Recerved | Ballct Style | Babiot Type
3. Search for the voter's absentee ballot process Blectionenister || [2 50095... . SALLY VOTER Mal | 07/09/2012 07/09/2012 001 arainal
and choose “Deficient Bt Bl st
Affidavit/Incomplete” from the “Ballot B . .
Status” drop-down menu.
4. Click “save.”
Processing an Incomplete Affidavit Correction
1. After the voter comes in and completes the affidavit, open “Election Management” from the
main I-VOTERS screen. Click “Process
Absentee Ba“OtS," Ehﬂhuf]nu:u«:-uﬂ-]al) Ed]:{b:t::;rm:!idmﬂ Description: Test Election
Elastion. Dsada farcode | shsseqs [ Hiame: [ty voter
mm ssdress [ L= | =] Sear:hl Claar.
2. Search for the voter’s absentee ballot and Mamee ks | v :
“ ” veoterID  [S0@zé6rz3  _VoterMeme T
reset the “Ballot Status” to the blank at - e e T
the top of the pull-down menu. o s iy - :
Esctankisosas sait s | e T
. Elestion Fasuts e y Sourca | Date Sent m:gmg m&ng:undmmdm—.
3. Click “Save.” oot || [2 St LTI RO OIS S ot
_mmmmm
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Issuing Replacement Ballot for Voters with Incomplete Affidavits

1. Open “Election Management” and click on “Process Absentee Ballots.”

2. Search for the voter’s absentee ballot. Change the “Ballot Status” to “Defective
Affidavit/Envelope” and click “Save.”

tinn: Poing Places CASS  Diwtricts Precincty  Abisetes Voters  Reports  Eaport

Meter Search Hol

Election Date: Dec-04-2012 Election Type: School Description: Test Election

Ballot Swarch
Ebection Datais

Earcode Abs Sug = Name [F3lly voter
sl Cerified Saritests = ! R
Wsction Templite Addrans [ oty |
P Ballot Details
gt Shared Contests
Bllot Stlgs veter 10 [S00786723 —— ko
Ballos Review Address [ 101 wmamn 5T [ Ballot Status
orit Abisgnt ALGONA, 14 50511
Election Aeaister
Dchon Dxpenses Rallats Sent |
Elagtion Besuks 5 Seq & | Barcode | Woteriame Sourca Sent te Racesvad | Ballot 3ot Type
Pracess Blactnfeaistar 2 50008, SALLY VOTER Mad 07/09/2012  07/0%/2012 001 Ongnal
Duglicate Ballot Feoort

i syze O

Exit,

| | |

3. Open the voter’'s record. Select the “Elections” menu at the top of the screen and click
“Issue Ballot.”

i’ Voter Registration

Voter Print Imaging  Address
Voter rect  Voting History
Active Ballots
ew T Parti
Votar ID emporary Parties
500266727  Provisional Ballot »
Issue Ballot
Residenc

Receive Ballot F12

4. When the “Issue Ballot Request” screen opens, choose “Replacement” from the “Ballot
Type” drop-down menu.

5. From the “Reason for

RepIaCIng/ReISSUIng the Ba”Ot” Election Name |12f4f2012Te5tEIection j Ballot Type |Rep|acement j |
menu choose the appropriate Current Halote
reaSOn Tracking No | Abs Seg Numl Sent | Received | Style | Precinct | Stage | Ballot Type | Issue Tyr
5009837... 2 07/09/2012 07/09/2012 001 AL2 Received Original Mailed
Choose the mailing labels used in
your county from the “Select
Label” drop-down menu. In this a | ol
screen, there is no option to “Print Print Label
” . . * Now Select Label [ ~|  Preview | Print |
Later” so you will need to print — h—” - o
. Reason For Replacin Reissuing the Ballot Defective-Not Seale Print Additional Labe
these labels (or save a PDF image P ’ Pt dtonel Lt |
and print later) as the replacement _Canel |

absentee requests are received.
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Printing a List of Received Incomplete and Defective Affidavits

1. Open “Election Management” and click on “Process Absentee Ballots.”

2. From the bottom of the page, make sure the button
next to “Processed” is selected and click “View
Absentees.”

3. Alist of ballots currently assigned to incomplete and
defective status will be generated.

— View Absentees

" All Absentees

" UnProcessed

i Processed
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Process Absentees in I-VOTERS

Rejected absentees must be processed first in I-VOTERS before processing accepted absentee
ballots.

Incomplete Affidavits Not Corrected

Incomplete that were not corrected by voters must be rejected.

I Election Management
Ballot Styles  Address Library  Pull Petitions  Polling Places  CASS
Ballot status saved succcessfully.

1. Open “Election
Management.” Click on
“Process Absentee Ballots.”

Districts Precincts  Absentee Voters Reports  Export

Voter Search Help

Election Date: Dec-04-2012 Election Type: School Description: Test Election |

Ballot Search
’;arcude Abs Seq #

Address | City |

Election Details

Name |voter
Include Certified Contests

Election Template
Measures & Races

2. Search for the voter’s =] [(seerch | _ gear |

absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down
menu.

Ballot Details
Voter ID ISOUZSE?ZS

Post Shared Contests

Vaoter Name

Ballot Styles
Ballot Review

MIKE VOTER

Address 101 N MAIN ST Ballot Status

Print Absentee Labels LT, IR SR

Election Reaister

3. Click “Save.”

Defective Affidavits

Replacement Ballot Issued and Returned

If a replacement ballot was issued and returned by the voter, do nothing to the original,
defective affidavit in I-VOTERS.

Replacement Ballot Issued but Not Returned

If a replacement ballot was issued but was not returned by the voter, reject the original,
defective ballot:
[853.25]

I Election Management
Gallot Stes  AddressLibrary  Pull Petiions  Poling Places CASS  Districts Precincts  Absentee Voters  Reports

1. Open “Election

Export

Management.” Click on
“Process Absentee Ballots.”

2. Search for the voter’s
absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down
menu.

3. Click “Save.”

July 2016

Ballot status saved succcessfully.

Voter Search Help

Election Date: Dec-04-2012

Election Type: School

Description: Test Election

Post Shared Contests
Ballot Styles
Ballot Review
Print Absentee Labels

Election Reaister

Ballot Search
Election Detail
S ERbaEs Barcode Abs Seq # Name Ivoter
Include Certified Contests
Election Template address | city | =] [ search I Clear
Measures & Races
Ballot Details

Voter ID ISDUZSS?ZS

Voter Name

Address 101 N MAIN ST

ALGONA, 1A 50511

Prepared by the Office of lowa Secretary of State
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No Replacement Ballot Issued

If the voter did not request a replacement ballot, reject the original, defective ballot:
[853.25]

1. Open “Election

I Election Management

Ballot S/es  AddressLibrary  Pull Peiiions  Polling Places CASS  Districts Precincts  Absentee Voters  Reports  Export

Management.” Click on

Ballot status saved succcessfully.

Voter Search Help

“Process Absentee Ballots.”

Election Date: Dec-04-2012

Election Type: School

Description: Test Election ‘

Election Details

2. Search for the voter’s
absentee ballot and choose
rejection reason from the from
the “Ballot Status” drop-down
menu.

Election Template
Measures & Races

Post Shared Contests
Ballot Styles

Ballot Review

Print Absentee Labels
Election Reaister

3. Click “Save.”

Rejected Absentees

Process rejected absentee ballots.

Flaction Date: Dec-04-2013

Include Certified Contests

Name |votEr

Ballot Search
’jaarcnde Abs Seq #

Address [

city |

~| | search I Clear

Ballot Details

Voter ID  [500266725

Voter Name

MIKE VOTER

Address 101 N MAIN ST

ALGONA, IA 50511

Flactlon Type: School

Ballot Status

Description: Test Flection

1. Open “Election Management.” Click 0N seunpue e e | ame [
1 ” Inchade Cenified Conmests
Process Absentee Ballots. Cactentumcita || Adeess | o | S ] o
Measyras & Races
7 B;;H‘Shﬁ.—, . \:‘:::::m:;unwzs Votar Hame IMIKEVUIER
2. Search for the voter’s absentee ballot Skt i dowess [TTRIRRIET bt st
. . . ALGONA, 1A 50511
and choose rejection reason from the T e ——
from the “Ballot Status” drop-down o e _Reied” it s v

menu.

3. Click “Save.”

Process Election Register

Rapected - Voted more than one balle
8 atasrad nist ara -

Post 5 G Ballot Details
Accepted Absentees Bt Sy vo | [aonsess Soies MEREESS—
Ballot Beview Address 101 N MAIN 5T Ballot Status m—;|
ALGONA, TA 50511 o
. - Elaction Regrter
1. Open “Election Management.” Click on Elacion xpenas Ballts Sent | _
“Process Absentee Ballots.” erocess Sectanaamar | 50 000k MBEVOTER el DA AN oo onanal
Process Absentce Ballots
Duckcate Balot Regort
“ (Deos wistory & CRoge Glagticn
2. Check “Mark Unprocessed as ex - . -
Accepted” under “Finish Processing.” .
View Absentes Finlsh Processing
AN Ahsantaas = Mark Unprocessed as Accepted
3. Click “Process Remaining Ballots.” e
I Accepted I Rajected view absenteel) | Process Remaining Ballots |
Babresh Wirard Satus ™ Process Completed

Absentees Not Returned

If voters did not return their absentee ballots, do nothing. These ballots do not need to be

processed in I-VOTERS.
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Wrong Party Ballot Issued for Primary Election

For the primary election, if the voter was issued a ballot for a different political party than the
voter wishes to vote for, the voter must return the original ballot to the auditor’s office marked
“Not Voted - Wrong Ballot” before another ballot can be issued to the voter.

Once the original ballot is received:

1. Open “Receive Absentee Ballots” from the main I-

iif Recener Aneres Baliots =
Query executed successfully. Witer Search Hels

VOTERS menu. :I:::: [12/04/2012 Test Hlect: =] watch Date From | Batch Date To [
b3 Seq Num| wveter 0] Bator 10] Search | clear
2. Choose the appropriate election from the drop down Satots| Ungeverae Neeverad |
menu and click on “Search.” NER— [ona et !

3. Click on the “Not Voted” tab. Any “Not Voted”
batches you already created for this election will
appear.

4. Click on the “New” button at the bottom of the page.

5. If you want text to appear in the “Batch Description” LSS S
field of the main “Not Voted” screen, add your text in the=Batch Description” field that
appears at the top of the new “Not Voted” batch you are creating.

6. The “Received Date” should be the date the ballot was returned.

7. Add the ballot(s) to the new “Not Voted” =
. . “ Ballot has been received. Help
batch by scanning the barcode in the “Ballot s
” 7 H ) H Election 12/04 @012 Test Election Batch Description
Label” field or typing the voter's name in the |= : j - T ) \
. Batch Date |07/09@012 Received Date |07/09/2012 Identifier
“Ballot Search” field. ballot abel oot sean

) [ Add Name  |voter

8. After you choose the correct ballot (if more |y oo e | o s |
than one Opt|0n appear) the Voter’s Name on Ballot [JOHN VOTER Name in Record  [10HN VOTER
information will appear on the screen. frome e

Ballot Residential Address Current Residential Address

101 N MAIN ST 101 N MAIN ST
ALGONA, 1A 50511 ALGONA, TA 50511

9. Click the “Save.” The information for this
VOter WI” dlsappear' Elther add a neW “NOt Ballot Mail Address ~ Address Type :  Election Specific Current Mail Address

Voted” ballot to the batch by searching for ALaonn A 30511
the voter as instructed above or close the
batCh by CIlelng “Close_" I” Inactivate I~ Review Reagistration Change Now

Delete | First | previous | Mext | Last | view Ballots | voter Dffais Save Close |f |

10. Store the wrong party ballots together in a
secure place.

11. Open the voter’s record and click on the “Absentee” tab.

12. Highlight the wrong party ballot request by clicking on it. Click “Void.”

July 2016 Prepared by the Office of lowa Secretary of State 3-139a



13. Click “Yes” when asked if you are sure you want to void

: Voter Registration - Absentee Detail

the ballot. Add the comment “Wrong party affiliation” in o
the “Audit Comment” field. Click “Save.” Absentee Type
[Election Specific -] [06/03/2014 Test Primary |
14 Add a new absentee request Choose the correct Absentee Application Source HCF/Satellite Location  Issue Method
political party from the “Political Party” drop-down. '”‘“‘:' BN = e A
. Election Type
Update the ballot serial number on the voter's absentee ﬂ— Federsl | I school T oey T specisl AN
requeSt Date Requested Date Sent Date Received Relssue Method
[01/06/2014 [ | =
Political Party ™ Use Address on File
” e
m
Republican
Comments
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Creating Absentee Voter Lists

The absentee voter list can be created from I-VOTERS in several ways.

1.

EXP-01 Absentee Voter Export

From Reports and Labels > Election Management choose EXP-01 “Export Absentee
Voters in an Election.” After selecting this export, choose the appropriate election,
precincts, etc. and then click on the “browse” button directly below the list of reports.
Browse for the location you wish to save your report and then click “Export.” This report
can be pulled into Excel or Access and all of the information for a particular voter will
appear in the same row.

E-013 Absentee List

You can also obtain an absentee list by running the E-013 “Absentee List” report from I-
VOTERS. From Reports and Labels > Election Management choose E-013
“Absentee List.” Make any other selections you want to make and then click on “Run
Report.” The report will appear in PDF format. You can either print it or save it on your
computer.

E-013A- Absentees to be Submitted for Counting

A new report that will show only those absentees that will be submitted to be counted.
This will include all ballots that have been received in (not ballots received as
undeliverable or not voted) and will be sent to the absentee board for the parameters
you select. If a ballot has been voided and then reissued or replaced, only the reissued
or replaced ballot that is most recent will show on the report. All parameters available
are the same as E-013. You can find this in Reports and Labels > Election
Management > E-013A.

E-013B - Absentees Voided, Reissued, or Replaced

A new report that will display only the original ballots that have been voided, reissued, or
replaced for the parameters you select. All parameters available are the same as E-013.
You can find this in Reports and Labels > Election Management > E-013B.

E-013C- Absentee Exceptions

A new report that will show you only the ballots that have been flagged with exceptions
for the parameters you select. All parameters available are the same as E-013. You can
find this in Reports and Labels > Election Management > E-013C.

E-013D- Absentee Undeliverable/Not Voted

A new report that will show you ballots that have been received as undeliverable or not

voted for the parameters you select. You can find this in Reports and Labels > Election
Management > E-013D.
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The separate E-013A-D lists were created because several counties reported that
having all of the ballots in separate statuses in one report was confusing and it made it
appear that people had multiple ballots sometimes. These new reports should ease
confusion and help auditors find exactly what they are looking for in different
circumstances.

7. E-033- Ballot Reconciliation Report

The SOS received requests for a report that would help counties balance how many
ballots they have “used” in a day, week, or for an entire election broken down by style.
This report tells you how many ballots you used (based on entering date ranges) first by
precinct of the voter, then by style, and finally by issue method. You can find this report
in Reports and Labels > Election Management > E-033.
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