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Overview

Voter Qualifications

To qualify to register to vote, a person must be an eligible elector. An eligible elector must:
= Be a citizen of the United States,
= Be aresident of lowa, and
= Be at least 18 years old.

An eligible elector may not:

= Be a convicted felon (unless voting rights have been restored by the president or
governor),

= Be currently adjudged incompetent to vote by a court, and

= Claim the right to vote in any other place.
[848A.5(1), 48A.5(2)]

Not Yet 18

A person who is 17 % years old may register to vote. The person’s registration will not be effective
until the person reaches 18 years old.

Voters must be sent an acknowledgment within seven business days after receiving their
registration forms. This may be a voter registration card with the registration effective date as the
voter’s 18th birthday or a letter informing the voter their form was received and their registration
will not be effective until their 18th birthday. The notice must include the voter’s precinct and
polling place information.

If the voter’s 18" birthday is after the pre-registration deadline for an upcoming election, the
voter's “County Registration” date must be the day after the election unless the voter appears in
person and completes the election day registration requirements.

[848A.5(2)(c), 48A.26, IAC 821—2.12(4)]

If you receive registration forms from persons who are not 17 %2, send them a notice explaining
their registration cannot be processed because they are not 17 %. The notice should explain that
they can register to vote when they are 17 %. Include a new voter registration form with the
notice. A sample notice is available in the Election Forms Library.

See the “What to do If” section for I-VOTERS instructions on processing registrations for voters
who are not yet 18.

July 2012 Prepared by Office of lowa Secretary of State 1-1



Residency

Generally, a voter’s residence for voter registration purposes is where the voter claims it to be, as
long as the voter does not claim any other residence for voter registration.

A voter’s residence is the voter’'s home or dwelling (whatever place the voter considers to be
“home”). A business or any other non-residential property cannot be used as a residential address
for voter registration unless that place is truly a primary, nighttime residence for that registrant.

There is no restriction on how long one has to live somewhere before it can become a residence
for voting purposes in lowa.

Residency is not lost by going to another state or precinct temporarily. If a person moves to
another state and missed the voter registration deadline in that state for a particular election, the
person may continue to be registered in lowa for that election.

[848A.5, 48A.5A]

College Students

College students have the option of registering to vote at their hometown residence or at their
residence where they are attending college. They can only register to vote in one location.
Homeless Persons

The residence of a homeless person is the place where the person usually sleeps. The person
must describe the location on the voter registration form so the registrar can determine in which

precinct the person resides.
[§48A.5(2)(b), 48A.5A]
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Election Day Registration
Overview

After the pre-registration deadline, any person who is not already registered in the county may
register by proving identity and residency.

If a voter wants to register after the pre-registration deadline in the auditor’s office or at a satellite
voting station and vote in the upcoming election, the voter must also vote an absentee ballot at
the same time.

If the voter wants to vote on election day, the voter must go to the correct precinct and complete

the election day registration process.
[848A.7A(1)(a), 48A.7TA(3)]

Proof of Identity

The best form of identification is a valid lowa driver’s license with the voter’s current address
printed on it. The voter may also provide one of the following as proof of identity:

= Jowa non-driver identification card,

= Qut-of-state driver’s license or non-driver’s identification card,
= U.S. passport,

=  U.S. military ID,

=  Employer-issued ID, or

= Student ID from an lowa high school or college.

All forms of photo ID must be current, valid, and contain an expiration date. The expiration date
must be the day the voter is registering or later or list “None” as the expiration date.

Temporary licenses or IDs issued by the lowa Department of Transportation must be accepted as
proof of identity and/or residency while the temporary ID is valid. The temporary ID is valid for 30
days, and each one will have an expiration date printed on it.

[848A.7A(1)(b)(1), IAC 721—21.3(2)]
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Proof of Residency

If the ID presented as proof of identity does not contain the person’s current address, any of the
following may be presented as proof of residency as long as it contains the voter’s name and
current address:

= Residential lease,

= Property tax statement,

= Utility bill (including a cell phone bill)

= Bank statement,

= Paycheck,

= Government check, or

= Other government document (vehicle registration, tax assessment, etc.)

[848A.7A(1)(b)(2), IAC 721—21.3(2)]

Attestation
If a voter does not have proof of identity and residence, a registered voter in the precinct can
attest to the identity and residence of the voter as long as the attester has not attested for anyone

else and was not attested for him or herself.

The voter being attested for must fill out a voter registration form and an oath swearing that the
information is true.

The attester must also fill out an oath swearing the information the voter is providing is true.

Both oaths and a voter registration form are available in the Election Forms Library.
[848A.7A(1)(c)]
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EDR Registrant Follow Up

All EDR registrants must be sent a nonforwardable voter registration card. If the card is returned
as undeliverable, do not make the voter “Inactive” (unlike regular registrants who would be made
“Inactive” at this point).

Send the forwardable “Post Election Notice to EDR Voters” available in the Election Forms
Library.

If the voter does not respond to that notice within 14 days or the notice is also returned as
undeliverable, then make the voter’s record “Inactive.” In addition, notify the SoS and the county
attorney. See 848A.26A for more information.

[848A.26A]
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Provisional Voting and Voter Registration

Processing Voter Reqgistrations for Provisional Voters

On election day, if voter required to show ID pursuant to 848A.8 or an EDR voter cannot prove
identity and residence and does not have anyone who can attest for him or her, the voter may
vote a provisional ballot and bring in proof of identity and residency at a later time. This must be
done before the ASVP board meets to consider provisional ballots.

[849.81, 50.20, IAC 721—21.3(4)]

If a provisional voter brings in required identification by the deadline to do so and is not registered
to vote in your county, you must create a voter registration record in I-VOTERS using the
information provided on the voter registration form. The “County Registration” date and “Vote
Eligible” date should be the day of the election. Process the voter registration using the I-VOTERS
instructions “EDRs Received on Election Day at the Polls.”

If a provisional voter does not bring in required identification but otherwise meets the
requirements for voter registration and the voter completed a voter registration form when voting a
provisional ballot, you must create a voter registration record or update the voter’s registration
record in I-VOTERS using the information provided on the voter registration form. The “County
Registration” date and “Vote Eligible” date should be the day after the election.

[IAC 821—2.12(1)]

Exception: A voter registration record cannot be created if the voter did not complete a voter
registration form.
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Updating Voter Registration Records

Voter-Initiated Updates

Voters already registered to vote in the county may update their registration records by submitting
the following items at any time, including the period when pre-registration is closed before any
election:

= Official lowa voter registration form or federal main-in voter registration form,
Important Note: If the voter has moved within the precinct, the voter may submit updates
at the polls on election day by submitting a registration form to the precinct officials at the

precinct of the voter’s current residence. The voter is not required to show identification.

If the voter moved to a new precinct within the same county, the voter must show
identification listed in 848A.8 before updating their address at the polls on election day.

= Signed, written notice,
The notice may be received in person, by mail, fax or email. If received electronically, the
notice still must be signed (i.e. contain an image of the voter’s written signature).
[839.3(17), IAC 721—21.320(4)(d)]

= Absentee ballot request,

The “I have moved” box does not need to be checked to process a within county move
using the absentee ballot request form.

Important Note: Do not update the voter’s mailing address on the voter’s registration
record using the voter’s absentee ballot mailing address.

= A change of address given to the DOT or a county treasurer who issues driver’s licenses,
= A change of address notice for voter registration given to any voter registration agency, or
= A federal postcard application (FPCA), a declaration of eligibility on a federal write-in
absentee ballot (FWAB), or the affidavit envelope for a UOCAVA voter’s absentee ballot
[848A.27(2)(a), 53.2(7)]
Review the registration form for changes of information. Update the voter’s record in I-VOTERS to
indicate any other changes. See the “Processing Voter Registrations” section for I-VOTERS

instructions on updating records.

Important Note: If the registration form changes nothing and is a true duplicate of the information
in the voter’s record, mark “Duplicate Registration Received” under

the “Misc” tab in the voter’s record in I-VOTERS. retrwion M1 | s S
ecial Assistance j
. g . . . ::’Hnt 5::49 i NO APPLICABLE ELECTION
If the voter did not mark a party affiliation on the registration form, do Stato Rogate  [PS/B92002  ast Upd. Date [F/LS/20TT
not update the party affiliation in the voter’s record. source of Updve IR =
[848A.27(2)(b)] i .

Comments | DOT ALGler Cor
up gistration
e egistration
egistrati
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Incomplete Status Reasons

Status |N - Incomplete j [C ssaw
NE — Not Eighteen -
9 Reason || j Veril

i Old Voter 1D .
Do not use this status reason. \{oters NE - Not Eighteen

should be assigned “Active” status

with a “County Registration” date and “Vote Eligible” date of their 18" birthday. Voters who
are less than 17 ¥ currently cannot be entered into I-VOTERS. See the “What to Do If’
section for more information.

[48A.5(2)(c), 48A.26, IAC 821—2.12(4)]

Rl — Registration Incomplete

Use this reason code if the voter did not provide a name,
gender, date of birth, or residential address on the Status [N - Incomplete
registration form. Reason T - Registrati

0ld Voter ID IU County Registrati

Use this if the voter left the ID field blank on the form and - )
did not indicate they do not have an lowa driver's license .
or Social Security number. I No Signature pint Later vac Home TelNo 5.

Also use this reason code if the voter did not sign the registration form. If they voter failed
to sign the form, be sure to check the “No Signature” box when entering the voter’s
information in I-VOTERS.

[§48A.11(8), 48A.37(2)]
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Pending
Use “Pending” for any new voter registering in the county whose ID information cannot be verified.

Also use “Pending” for any voters who check the box next to “None” on the voter registration form
indicating that they do not have an lowa driver’s license, lowa non-driver’s ID, or a Social Security
number.

The names of “Pending” voters will appear on the election register. They will be required to show
a form of ID listed in 848A.8 or use EDR procedures in order to cast a regular ballot. If they
provide identification when voting, they must be made “Active.” If they are unable to provide
identification, they must be offered a provisional ballot.

[848A.25A(1)(a), 48A.37(2), IAC 821—2.14(3), 2.15(3)]

See the “Voter Correspondence” section of this chapter for more information on setting up
automatically generated correspondence for “Pending” voters.

Pending Status Reasons

= D-No DL or SSN

Use this reason code for Status |P - Pending ~| 7 ssAv
registrants who indicate they do T || j e

not have an lowa driver’s ]
Ilcgns_e,I Igwa n_on-dr|v<t—:-)r stI)D, or  0OldVoter ID ot ! or SSN
a Social Security number by Vote Eligible INV - Not Verified

checking the box next to “None”
on the voter registration form.

If the voter leaves the ID field blank on the form without any indication that the voter does
not have any of the required IDs, assign the voter a status of “Incomplete” with the reason
“Registration Incomplete.”

= NV - Not Verified

Use this reason code for voters whose ID numbers cannot be verified. This is the most
common reason code for “Pending” status.

These voters must show or mail a copy of a form of identification listed in 848A.8 before
being allowed to vote for the first time in the county. After showing or mailing identification,
the voter should be made “Active.”

[IAC 821—2.14(3)]
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Overview of I-VOTERS Voter Registration Modules
Voters Menu
= Voter Registration

Use this to enter new voter registration records. : S

System Configuration
User Administration

Yoter Merge Address Library
= Voter Search vores merg esaning
Commit Batch Document Templates
Use this to search the database for voter Load External Data

Election Management

Reports & Labels
Schedule Jobs
Batch Management

Agency Interface

registration records.

Election Calendar
Receive Absentee Ballots
Districts & Precincts

* Voter Merge Election Warkers DOT Search
Office of SCA Search
Petitions DPH Search
This module allows you to combine two or more DOT Registration

.. . Process NCOA Records
existing records for the same voter into one

record. It also allows you to search for potential duplicate records and decide whether the
records should be merged or not. See the “Duplicate Records Search” section.

= Batch Scan
Use this to scan documents to attach to voters’ records later. See the “Scanning” section.
= Commit Batch
Use this to move scanned batches from your local computer to the server to attach the voter

documents to voters’ records. See the “Scanning” section.

Administration Menu

= System Configuration

Use this module to configure certain features of I-VOTERS to meet the county’s needs
such as voter correspondence.

= Address Library

Use this to keep your street and address files up to date. Consult with the mapping/real-
estate division in your office to work out a schedule for keeping your address library up to
date. This function ensures that only verified addresses in your county can be used for
voter registration and allows voters to be assigned to the correct precinct. See the “I-
VOTERS Instructions” section.
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Reports Menu

Reports and Labels

Produce reports on your districts, precincts, election data, and voter registration lists from
this module.

Batch Management

This module keeps track of voter correspondence that is automatically generated by I-
VOTERS (e.g. voter registration cards, residential confirmation notices, incomplete
registration notices, etc.) based on correspondence rules established in “System
Configuration.” See the “Voter Correspondence” section.

Agency Interface Menu

See the corresponding sections of each module in this chapter for more information.

Office of SCA Search

SCA stands for State Court Administrator. The SoS enters felony convictions and
restorations of rights information into this search. Use this module to verify the statuses of
voting rights for people convicted of felonies or to perform a search of potential convicted
felon matches to voters in your county.

DPH Search

Use this to search the Department of Public Health’s death records. This also has a
search function to identify possible deceased voters in your county and to cancel their
voter registrations as required by law.

DOT Registration

Use this module to process registration applications completed at driver’s license offices.

Process NCOA Records

Use this menu if your county opts to participate in the NCOA process during the first
guarter of each year. SoS provides instructions on this process each year.
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Processing Voter Registrations

New County Registrant Before Pre-Registration Deadline

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

2. Click “New.”
MNew | Save | Clear | Search | Process Batch'
Woter ID Driver License SSH Birth Date fge Gender Last Name First Name MI Suffiz
| |1234B4567 | [pa/oo/iean [108 [Male <] [cITizEw JOHN Ja frv
Residence | shsentee | History | Contacts | Prev Registration | [~ Voter Polling Locations |
Stardard T]Noon %S Mowson flosen o7 clear || PO ew image
House # Suffix Pre Dir Street Name Type Split |
|| | I LI I LI I ll Election Type
Post Dir | x| unitType | =l Election Type | Polling Place
City/St/Zip | = ia [ J
County  [JORNSON Precinet [Tiffin split [TF.2
-Mailing -
Country  [UNITED STATES OF AMERICA v [~ USA  clear | | Election
=| Election [ Date [ Polling Places [ Ballot styles
Address
|
City/stizip | =l =l -
FRCA A | |

3. Enter the registrant’s personal information on the top line.

The cursor is automatically set in the “Driver License” field and is ready for the voter’'s
information to be entered. Enter all information on the first row, tabbing between fields.

Important Note: By tabbing, the automatic processes that verify driver’s license numbers and
check for potential duplicates, felons, and death records will activate and perform.

= SSN

Enter only the last four digits of the Social Security number, even if the voter has
provided the full number.

=  Birth Date

Registrants must be at least 17 %2 years old. I-VOTERS will not save “Active” records
for voters whose dates of birth are less than 17 %2 years from the current date.

See “What to Do If’ section if the registrant is younger than 17 % years old.
= Suffix
Enter a suffix only if the person has “Sr., Jr., lll, etc.” after his or her last name (e.g.

John J. Smith, 1ll). Ms., Mr., Mrs., Dr., Rev., etc. are titles and not suffixes. They
should not be entered in this field.

July 2012 Prepared by Office of lowa Secretary of State 1-43



4. Once you tab past the “Suffix” field, I-VOTERS will automatically search for any potential
matches with other voter registration, felon, or death records. If any matches are brought up,
you will need to consider the information presented and decide if it is a match or not.

If one of the voters listed on the screen appears to match the registrant you are entering, click
on the match listing so it is highlighted and click “Select.” See the “What to do If’ section for
more information on determining whether there is a match.

If you confirm in the system that the record matches a felony conviction record, I-VOTERS will
automatically change the person’s status to “Cancelled” and the Reason will be “CF -
Convicted Felon.” A cancellation notice will be automatically generated and sent to “Batch
Management” if the correspondence rule is set up correctly. See the “Voter Correspondence”
section.

If the voters listed do not match the registrant, click “No Match.”

T 55N Verification

5. If the voter is a new registrant to the state
and the voter provided the last four digits of .
the SSN, verify the voter’s information on Please verify your SSNat ; P—
’ ytr > http://www.iowaccess.netfiowadlr/ Click YES' if valid
the lowa Interactive website: SSN
www.iowaaccess.net/iowadlr.

fes | Mo I
If you do not have a username or password
to access to this website, please contact lowa Interactive at 515-323-3468.
6. Click “Yes” after verifying the SSN. If the SSN cannot be verified, click “No.”
If the SSN cannot be verified and the voter did not provide a driver’s license number, the voter
must be assigned “Pending” status.
7. Enter the voter’s address in the “Residence” tab. Tab through these fields as well.
8. If I'VOTERS cannot match the address you are entering with the “Address Library,” the
“Address Library” screen will appear.
» Standard vs. Non-Standard Address

The drop-down menu beneath the word “Residence” automatically defaults to “Standard.”
Most addresses will be standard addresses.

An address may be entered as “Non-Standard” if a voter is homeless or did not provide a
residential address. See the “What to do if...” section of this chapter for more information.
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= Suffix

This suffix field is used if the address has a letter or fraction after the numerical portion of
the address (e.g. 123A Main St or 221% Washington Ave).

= Unit Type

If the address contains an apartment number, lot number, room number, etc., enter the
type of unit here (e.g. 123 S Main St, Apt 7, enter “APT” in this field).

= Unnamed Field to the Right of Unit Type
Enter the number of the unit here (e.g. 123 S Main St, Apt 7, enter “7” here).

=  Mailing
Enter a voter’'s mailing address if it is different from the residence address. If the mailing
address is outside the United States, see the “Miscellaneous [-VOTERS Instructions”
section.

9. Choose the registrant’s party affiliation.
Select the party affiliation the voter marked on the registration form. If the voter chose “Green”
or “Libertarian,” select “Other” and then choose “lowa Green” or “Libertarian” in the

“Organization” field.

If the voter did not mark a party affiliation on the registration form, select “No Party.”

10. Select the “Transaction Source. Registration | Misc Info | Custom |
“ f No P A izati v
See the “Transaction Sources, Statuses, = o= ]organization | I E
and Status Reasons” section for more Source =] oot Ve”_ﬁed
information. Status [A - Active ~] ¥ S5A Verified

ceason | 3 vew |
11. Select the “Status.”
See the “Transaction Sources, Statuses, and Status Reasons” section for more information.
Important Note: If the voter is at least 17 %2 years old but not 18, I-VOTERS will automatically

assign the voter an “Active” status. The “County Registration” date and the “Vote Eligible”
date will automatically default to the voter's 18" birth date.
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12. If that registrant’s status is “Inactive,
the status designation.

Pending,” or “Incomplete,” choose the “Reason” for

Transaction [02 - Mail-in Registration ~| I DOT verified
. Source .
Important Note: If a new registrant does not Status [N - Incomplete x| I 5% Verified
sign the registration form, assign the registrant a Reason [RI-Registration Incomplete ] Verify |
status of “Incomplete” with the reason old voter 1D | County Registration [04/01/2009

“Registration Incomplete” and check the box ——otesigef—) | LastVated —

next to “No Signature.”
¢ Mo Signatureipdnt Later vrc HOME Tel.No

See the “Transaction Sources, Statuses, and Status Reasons” section for more information.

13. Confirm the “County Registration” date.

If the pre-registration deadline has not passed, this should be the date the registration
information is being entered as long as the voter is 18 years old. For agency or DOT
registrations, the date of the registration is the day they were completed at the agency or the
DOT if that day was before the pre-registration deadline.

If the voter is 17%, I-VOTERS will automatically assign the “County Registration” date and
the “Vote Eligible” date to the voter’'s 18" birth date.

If the pre-registration deadline has passed, see the “New County Registrant after Pre-
Registration Deadline” instructions in this chapter.

= Check the postmark on all by-mail registrations after the deadline to see if they were
postmarked 15 days (the worry-free postmark date) or more before election day. If
they were, the date of registration is the worry-free postmark date.
[IAC 821—2.12]
14. Confirm the “Vote Eligible” date.

This should default to the same day as the “County Registration” date. If it does not, then
make it the same as the “County Registration” date.

15. Enter the registrant’s home telephone number and email address (if provided) under the
“Contacts” tab.

Residence | Lbsentee | History ] Prev Registration ~ Contacts I

Contact Type | Yalue Unlisted
Home Phone
Office Phone-
Office Phone-
Cell Phone
Email

Pager

FAX

URL

e e e e e e e
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16. Enter the registrant’s previous registration information (if provided).

17.

18.

July 2012

Important Note: If the voter was registered in another county in lowa, you should have
already located their record and moved that record to your county instead of creating a new

record. See step 4.

If the voter was registered in another state, this information must be entered so a notice can
be sent to that state. This allows the other state to cancel the voter’s record and prevents the
voter from being registered in more than one place. All notices to other states are sent by the
SoS based on “History” information entered in I-VOTERS.

Enter previous registration information under the “History” tab.

a. Choose the “History” tab. Click “Add.”
The “Voter Registration — Move History
Detail” box will appear.

b. Enter the “County Registration” date as
the effective date.

c. Enter the information for the voter’s
previous address. Click “Add.”

If the voter used a different name previously,

enter that information under “Alternate Name.”

Residence | Absentes  History I Contacts | Prev Reqistration |

Alternate Name Precinct |

| Middle Name | Suffix ‘

voter Polling Locations
| First Name ’7

Last Name

ry Split |

[

IIHHE Voter Registration - Move History Detail

Voter Move
Address

x|
Heln

Effactive Prey County =

Effective Address

City State Zip

52 ) I |
[z

Close

Registration | wisc Info | custom | .| pistricts

Click “Save” at the top of the voter registration screen. A message will appear indicating the
voter’s record was successfully saved. I-VOTERS will assign the voter a unique “Voter ID”

number.

Send the registrant an acknowledgment. See the “Voter Correspondence” section for more

information.
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New County Registration After Pre-Reqgistration Deadline, Not Voting Absentee

These instructions apply when:
= You receive a voter’s registration form in the mail after the pre-registration deadline, or

= You receive a voter’s registration form from the DOT or an NVRA agency after the pre-
registration deadline, or

= A voter who has never been registered in your county or is now cancelled comes to
your office and wants to register but not vote by absentee.

Process the form as normal except change the “County Registration” date and Vote Eligible”
date to the day after the upcoming election unless postmarked on or before the worry-free
postmark date.

Received by Mail After Pre-Registration Deadline

Check the postmark to see if it was postmarked 15 days (the worry-free postmark date) or more
before election day. If it was, the “County Registration” date and “Vote Eligible” date are the
worry-free postmark date.

If it was postmarked after the worry-free postmark date, the “County Registration” date and
Vote Eligible” date are the day after the upcoming election.

Received by DOT/Agency After Pre-Registration Deadline

The “County Registration” date and “Vote Eligible” date are the day after the upcoming
election.

Received In-Person After Pre-Registration Deadline

If received in-person, the “County Registration” date and “Vote Eligible” date are the day after

the upcoming election.
[IAC 821—2.12]
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In-Office/Satellite EDRs After the Pre-Reqgistration Deadline

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 I-VOTERS does
not identify any duplicates in the system, proceed as usual.

b. Enter the voter’'s address.

c. Choose the appropriate party from the %am‘ y IND Party | Organization I_
drop-down menu. ransachon Elart .

P e |15 Election Day -

d. Select “15 — Election Day” as the Staftus |ﬂ-ﬂCtWE -
“Transaction Source.” Rea:0n I 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 befgre
election day. This box is only used for voters who v
at the polls. If you do not uncheck the box, it will add t
to the election registers as an added voter and you will
have difficulty printing your election registers.

8. Make sure the voter’s status is “Active.”

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

Change the “County Registration” date
and the “Vote Eligible” date to the date
the voter appeared in your office or at the
satellite location.

10. Save the voter’s record.

EDR Help

(Select Election

|10/28/2008 2008 General ~

[ Added “oters Ok | Cancel |

 Registration | Misc Info | Custom |

Party IND Party jOrganizatiDn | j
Uil Ialeli ion Day ~| ™ DOT verified
j [~ 554 \erfied

Status
Reason | | arify |

Old woter ID | County Registration IlD,FQ?,FEDDEI
ote Eligible IlD,-’E?;“QDDEI Last Voted

[~ Mo Sighature Print Later wpe HOMe Tel.No

Abhsentee Type

IEIection Specific Zl |05/20/2l308 Countywide Test

Absentee Application Source HCF/Satellite Location  Issue Method

Counter / Office = | ~| [in-Person
Date Requested Date Sent Date Received Relssue Methoc
11. Enter an absentee request for the voter. [05/15/2008 [o5715/2008 [05/15/2008 [
Political Party v Use Address On File
If the voter is in your office, choose “Counter/Office” | ~| [Ge2 15787

as the “Absentee Application Source.”

FONTANELLE, 14 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

voterID |

Link tovoter | Urilink

Unsend Ballot I Print Now |

Print Later | Close

13. Attach the voter’'s EDR form (including a voter registration form and oath form and attester’s

oath) to the voted ballot affidavit envelope.
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14. If the ballot is received before 5 p.m. on the Friday before the election (Saturday if for a
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 “Absentee Voting” chapter for more
information.

= |f the voter’s registration card is returned undeliverable by the post office, deliver the

absentee ballot and voter registration card to the ASVP board to be challenged
pursuant to 853.31(1).
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EDRs Received At the Polls on Election Day

After election day, you may have three different types of voters who used EDR procedures at
the polling place.

1. Voters who have never been registered to vote in your county, including voters who are
currently assigned “Incomplete” status

Process these voters in I-VOTERS using the instructions below.

2. “Cancelled” voters who were previously registered to vote in your county or another
county

Process these voters in I-VOTERS using the instructions below.

3. Voters who are already registered to vote in your county who reported a change of
address at the polling place on election day

Important Note: There is nothing that prevents precinct election officials from using the
EDR procedure for voters who are already registered to vote in the county and who are
reporting a change of address at the polls on election day, provided the voter has the
required identification to use the EDR procedure; however, these registrations should be
processed in I-VOTERS as election day updates, not election day registrations. Process
these voters in I-'VOTERS using the “Within County Moves & Other Updates Received
Between the Pre-Registration Deadline and Election Day” instructions. Update the
voter’s registration information before giving vote credit in “Election Management >
Process Election Register.”

New Voters to County, Including Incomplete and Cancelled Voters Previously Registered

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

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

a. If you get a duplicate match from a different county, select that record and continue with
these steps.

b. If you get a duplicate match within your county, follow the “Election Day Within County
Moves” instructions.

c. If I-'VOTERS does not identify any duplicates in the system, continue with these steps.
3. Enter the voter’s address.

4. Choose the appropriate party from the drop-down menu
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5. Select “15—Election Day” as the “Transaction Source.”

ir [ =] unitType | =] | || [Eiection Tvoe B
+/Zip [FONTANELLE ] i |§ Election Day
6. The “Election Day” window will appear. Choose ! F4® i B
the election. intry  [UNITED STATES OF AMERICA  +| I (Select Elecion — | |
I ||
yzip | = = I— v Added Voters Ok Cancel B
7. If you leave the “Added Voters” checkbox marked, P T[]
the voter will automatically appear in “Election ration | Misc Info | Custom | Districts
Management > Process Election Register > Do c=ry Il —— SR
Process Added Voters” for the precinct where ::SAZ'“ = 3 . i -
they are now registered to vote. They will alsobe || =1 ey | || |eoumswens.. 3

added to the end of the election register proof for
that precinct.

8. Make sure the voter’s status is “Active.” Verify the “County Registration” date and the
“Vote Eligible” date are the date of the election.

9. Save the voter’s record.
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Election Day Within County Moves

1.

2.

Open “Voter Search” from the main I-VOTERS screen.

Search for the voter’s record.

Follow the same procedures for as when entering new voter registration records, except that
it is not necessary to verify the voter’s driver’s license number or Social Security number
after that information has been verified once in your county.

Choose“7—- In Person/Registration Drive” as the “Transaction Source.”

If the registration form is a true duplicate with no changes, mark “Duplicate Registration
Received” under the “Misc” tab.

e

Reqistration Misc Info | Custom |

Secondary Lang I vl Last Verified |04,-f22,-’2011

Special Assistancel j
Ballot Style INO APPLICABLE ELECTION

State Reg Date |09109l2002 Last Upd. Date  |11/18/2011

Source of Update |Melnllsl]

Audit Comment

Comments I DOT Al

i*
L

Administrative
Attached Image
Cancelled Registration
Clerical Error Correction

Duplicate Registration Received
New Registration
Registration Updated

When you are finished updating the record, click “Save.” Make note of the voter’s ID number
to use to give the voter vote credit.

Send an acknowledgement to the voter. See the “Voter Correspondence” section for more
information.

See the Post Election Day chapter for instructions on giving the voter vote credit.
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Within County Moves & Other Updates Received Between the Pre-Registration Deadline
and Election Day

1. Open “Voter Search” from the main I-VOTERS screen.

2. Search for the voter’s record.

3. Follow the same procedures for as when entering new records, except that it is not
necessary to verify the voter’s driver’s license number or Social Security number after that
information has been verified once in your county.

Choose the transaction source that best fits the update (i.e. “By Mail” if the update was
received by mail, “In-Person” if received in person, etc.). See the “Transaction Sources,
Statuses, and Status Reasons” section for more information.

4. If the registration form is a true duplicate with no changes, mark “Duplicate Registration
Received” under the “Misc” tab.

e

Reqistration Misc Info | custom |

Secondary Lang I vl Last Verified |04,‘22,‘2011

Special Assistancel j
Ballot Style INO APPLICABLE ELECTION

State Reg Date |09f09f2002 Last Upd. Date |11f13;2011

Source of Update |Mslufla]

Audit Cornment - .
Administrative

Attached Image

Cancelled Registration

Clerical Error Correction
Duplicate Registration Received
New Registration

Registration Updated

Comments | DOT Al

5. When you are finished updating the record, click “Save.”

6. Send an acknowledgement to the voter. See the “Voter Correspondence” section for more
information.
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Processing DOT Registrations

Overview

In general, all applications for driver’s licenses or non-driver’s ID cards are considered to also
be voter registration applications or updates unless the person specifically declines the
registration opportunity.

[848A.18(1), 48A.18(2)]
Voter registrations from the DOT (which has a paperless system) are submitted to the

appropriate auditor’s office every day.
[IAC 821—8.1]

Processing in I-VOTERS

1. Select “DOT Registration” on the main I-VOTERS screen.

2. Click “Search.” This will display all the records for your county, including processed and
unprocessed records.

Recommended Practice: Delete
the records you ha.Ve alrea‘dy Number o!ecords Retrieved 12 7 Voter Search Help
processed so they will not appear Search

each time you hit the “Search”
gachio [ Createdfrom [  CreatedTo [
button. Once a record shows up as

‘T—‘_ DOT Registration

[ ” H H H H R County  FABLE hd
Processed,” highlight it by clicking - _Search | _ Clear |
H H “ ”
on it and click the Del ete” button. Driver License | Name | oo | ssn | Party | PartyOrgani... | County | Processed? | Registration D
S15AAI234 John Citizen 10/04/1981 Democrat FABLE No 4/3/2009
525BB4321 Jane Doe 08/10/1952 Democrat FABLE No 4/3/2009
$35CC2341 Polly Pollworker 05/03/1925 Democrat FABLE No 4/3/2009
545DD3412 Victor Voter 09/22/1943 Democrat FABLE No 4/3/2009
. . 5SSEEA123 Joseph Public 04/17/1974 Democrat FABLE No 4/3/2009
3_ CI|Ck on the flrst recol’d you want to S6SFF2413 Juan Ciudadano 0653011967 No Party FABLE No 4/3/2009
. « N 575GG3214 Patricia Pollwatcher ~ 08/14/1979 No Party FABLE No 4/3/2009 ¢
process and then click “Process SSSHHS124 Candace Candidate  01/01/1989 Republican FABLE  No 4/3/2009
b 595115432 Audrey Auditor 11/15/1954 Republican FABLE No 4/3/2009
505136543 Connie Commissioner ~ 12/23/1963 Republican FABLE No 4/3/2009
S15KK7654 Samuel Supervisor 07/21/1984 Democrat FABLE No 4/4/2009
H H i 525118765 Regina Registrar 02/19/1935 Democrat FABLE No 4/4/2009
This will take you to the “Voter : -

Registration” screen, and I-
VOTERS will automatically search
for any potential matches with other
voter registration, felon, or death
records. If any matches are brought |l J |
up, you will need to consider the I e T e —— close_|
information presented and decide if
it is a match or not.

If you confirm in the system that the record matches a felony conviction record, I-VOTERS
will automatically change the person’s status to “Cancelled” and the Reason will be “CF —
Convicted Felon.” A cancellation notice will be automatically generated and sent to “Batch
Management” if the correspondence rule is set up correctly. See the “Voter
Correspondence” section.
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Elections Menu T Voter Registration

e

Voter re  Vobing History
This displays the voter’s participation in past Active Ballots
elections. This information can also be found in the | __M8* _ femporary Parties
“Voting History” tab of a voter’s record. Voter ID B

I_?EI]I]E4?I Provisional Ballot 3
Issue Ballot
= Active Ballots Residen peceive Ballot F12
This shows the ballots issued to the voter for [Standa  View Worker Info
current elections. House 3 Search By Ballot ID
123 Transfer Absentee Reqguest

= Temporary Parties

This is not used in lowa.

= Provisional Ballot

This is used to add a provisional ballot to a voter’s record.

= [ssue Ballot

Use this to re-issue spoiled or replacement ballots. See the Absentee Voting chapter for
more information.

= Receive Ballot
This not used in lowa.
=  View Worker Info
This is linked to the “Election Workers” module if the voter is also a precinct election

official.

= Search by Ballot ID

This is not used in lowa.

= Transfer Absentee Request

This is not used in lowa.

July 2012 Prepared by Office of lowa Secretary of State 1-59



Imaging Menu

ﬁﬂﬁ Voter Registration

= Process Batch Wokter Print  Elections | Imaging Address
R Mo Batches wer( Process Batch sing.
This will list batches of scanned voter Select Scanner
ey | Save Process Batchl
documents that need to be attached to | SR SEEm _
voter records Woter 1D Dri  Full view Fi1 Birth Dat
' I?SDDEI4?1EI 1z IDQ 091t
I_ ‘Vakter Image /05f

= Select Scanner/Setup Scanner

See the “Scanning and Attaching Documents” section.

=  Full View

Use this to see the entire view of the image.

= View Image

~Voter Polling Locations - ——
Use this to see the scanned
Precinct NL.02 - North Liberty 02/Penn West i
records attached to the I i0=/ _View Image |

voter’s record. Split [NL.02.1

You can also see images attached to a voter’s record by clicking on the “View Image”
button on the main screen of the voter’s record (shown below):

Address Menu "‘:Voter Registration
Voter Print Elections Imaging | Address
This menu is only used by SoS staff. voter record successfull  Lookup Address
Lookup Split
New | gare I CIE  Export Residential Addresses To CASS
Voter ID Driver Licet  Export Yoter Addresses To CASS

750084718 I123AB4SGS Export Residential Addresses To NCOA

Voter Print Elections Imaging Address
Absentee Tab Voter record successfully retrieved
New | Save | Clear ] Search | Prooessaatch|
. Voter ID Dri Lif SSN Birth Date  Ag G
Under this tab, enter absentee ballot requests. You can | pesoseis [iassses | fosyos/055 Bk Al

also see if the voter has submitted absentee ballots
requests and view absentee ballot information for open

Residence Absentee |I~Ilsturv| Contacts | Votina History |

; Dates/Elections | Seq Num | Source | Address | County
elections. 4/10/2009 ... FPCA Address on File
< | »J

I™ Special Absentee acive Ballots Add Details I void |
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Misc Info Tab
= Secondary Lang

Do not use this field.

= Last Verified
This is the last date that the voter’s ID information was verified. You can also manually
enter a date here if there is a problem with the automatic verification process.

= Special Assistance

Do not use this field.

= PBallot Style

Do not use this field.

= State Reg Date

This is the date that the voter first registered in lowa. This date may be different than the
“County Registration Date.”

For example, a voter registered in Linn County in 1999 and then moved to Jackson
County in 2008. The “County Registration Date” will show as 01/01/2008 because it
refers to the registration date in the voter’s current county. The “State Registration Date”
will show as 01/01/1999.

= Last Upd. Date

This is the last date the voter’s record was updated.

=  Source of Update
Use this field to mark “Duplicate Registration Received” if you receive a registration form
that is a duplicate already on file for the voter. See “Updating Registrations” instructions.
= Audit Comment
You may add comments here at your discretion or on the main page under “Comments.”
This is helpful when you need to make a notation on the voter’s record that is not a

standard field in I-VOTERS (e.g. when you manually verify a voter’s driver’s license
number, etc.).
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Scanning and Attaching Documents to Voter Records

Recommended Practice: Scan all voter registration records and attach them to electronic I-
VOTERS records. This makes locating information easy and fast.

For help with configuring your scanner, see the I-VOTERS manual or call the Help Desk at 1-
877-442-7670 (option 1).

Scanning Documents

1. Select “Batch Scan” from the main I-VOTERS screen.

2. Select a group of documents of similar size and shape.

3. Click “Create Batch.” The screen changes to show the “Batch Items” area in the lower
left area along with additional buttons.

4. Complete the following items:

P S e

L] Domument Type DOCUMent Soure Recoived Date  Description
Bach Name  [Toooe [Fagsiraten Care =] [Coparmars of Transpe <l [

a. Document Type e e R

SanBah | o |
From the drop-down list, S e
select the type of oo images Scumed
document you are e
scanning, such as S
registration card. The
document type selected
determines the rectangular coordinates the system uses to automatically capture the

signature area as a separate, enlarged image.

b. Document Source

From the drop-down list, select the method by which the document came to you,
such as “Mail” or “Over the Counter.”

c. Description
Enter any brief description about this batch for later reference. This is optional.
d. Batch Type

This may be used if the county has created subcategories for document types.
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5. After the information is entered, click “Scan Batch” to start feeding the documents
through the scanner.

6. When scanning completes, a list of auto-assigned file names in the “Batch Items” area will
appear.

The “Batch Items” area also shows how many documents were scanned. The large viewing
section on the right shows the first document image, including a peach-colored rectangle
that should be positioned over the signature.

Cherd Bokch S<on b

O Zaver %0
BAh Daparere Tape DIOUTEOE Soniroe Ramves Oane  Cesonption
darch Mo [1owa vores soparaten ron w1006 (megstanca 1 | [rrarmp ros
[ chomotweh | RIQIES|ov] <] =]

| Contime Ecan at

PachTyow  Reostrncn Foms <)

datch Farn

Ha of mages Scanred 3
Fl rians Farcan I
0200023 Qelota

02000224

anywhere els

Pragaor | Wt

Lad? $1irnn

7. Check each image to verify the signature box is positioned correctly. Once the box is
correctly positioned, click “Update Sign & Next.”

8. Do this for each image. To move up or down the list, use the “Previous” and “Next” buttons
or click on the name of a file.
To add more documents to the same batch, position the documents on the scanner and

click “Continue Scan Batch.” Be sure not to close the batch before doing this. Otherwise,
you will not be able to continue scanning documents into the same batch.

9. When done scanning a batch of documents, click “Close Batch.”
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10. Next, commit the batch to move the batch from your individual workstation into I-VOTERS.
Select “Commit Batch” from the main I-VOTERS screen.

A screen that looks like this will appear:

1o i}
Helo
Pleasa make sure the client scan application is closed

Wi 0001_04-27-2005_10-27-AM
el 0001_04-27-2005_10-40-4M
i D0D1_04-27-2005_10-42-3M
Wl 0001_04-28-2005_02-24-PM
W 0001_04-28-2005_02-44-PM
i 0001_04-29-2005_03-10-PM
¥ 0002_04-27-2005_10-40-8M

Commit select sl | Unselect Al close |

11. Check the box next to each batch you want to commit. To select all of the batches, click
“Select All.” To clear all the check boxes, click “Unselect All.”

12. When the batches are selected, click “Commit.” The commit confirmation message
appears. This may take a few minutes.

(—— =

— Commited Batches and Report
Commited Batches

[ Auto Generate Batch Header Sheet
[T Show "Sweaeps Week" an Batch Headar Shast

The number displayed after the arrow is the identifying number for this batch.
Best Practice: Keep a log of batch ID numbers so you can find individual batches if you

are scanning multiple batches at the same time. It is also possible to store batches by
Batch ID number so you can easily locate original documents later.

13. Click “OK.” The message “Batches Committed Successfully” will appear at the top of
the “Commit Batches” prompt.
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Processing Felons

1. Select “Office of SCA Search” from the main I-VOTERS screen.
2. Select the “Tasks” menu and select the “Process Felons.”

3. Alist of potential felon records matches may appear.

The data displayed under “Felon Record” is a felony conviction record that the system has
identified as a possible match to a registered voter in your county. The registered voter
identified as a possible match is displayed below.

4. Compare the information and make the determination as to whether this is the same person.
Click on the “Voter Summary” button to view more ' )

information about the voter that may help in making e o
H H H Last Name  [CITIZEN First Name [JOHN Middle Name  [A
thls determlnatlon " Date of Birth [09/09/1699 SSN [ Case ID |
County  ohnson Delsts - Not a match

Voter 10 [Name [ status [ssn [ Date of irth [ Confidence Level
[J7500847... CITIZEN, JOHN A IV Active 09/09/1899 80

5. Cancel the voter.

Check the box next to the “Voter ID” and then select
the “Cancel Selected” button.

This will automatically cancel the voter’s registration,
update the “Transaction Source” to “09 - State
Registrar of Voters” and add a notice of cancellation
to the voter correspondence batch in “Batch _VoterSumory | _Canclsoleied | Showing 2o 35 roords << ProessingPrv | [ rocesmaint 53]
Management” if the correspondence rule is correctly configured in “System

Configuration.” See the “Voter Correspondence” section for more information.

The next possible match will be automatically displayed on the screen.

6. If the voter’s record identified as a possible match does not match the felony conviction
record, check the box next to the “Voter ID” and then click on the “Delete - Not a Match”
button.

This will remove that voter as a match for that felon record.
To view the records I-VOTERS has identified as potential matches, use the “Processing Prev”
or “Processing Next” buttons. You may need to use these if you cannot make a determination

about a particular record but want to move on to other records to process.

The bottom center of the screen will show you how many possible matches have been identified
by the system for your county.

If you have questions about a felony conviction record, call the Help Desk at 1-877-442-7670
(option 1).
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DPH Search

This search compares voter registration data with death records on file with the lowa
Department of Public Health to identify possible matches so deceased voters’ records can be
cancelled. This search must be performed once every calendar quarter.

[848A.30(1)(a), 48A.31]

Recommended Practice: Process death records at least once a month.

Searching Death Records

1. Select “DPH Search” from the main I-VOTERS screen.

2. Search by a person’s name, date of birth, Social Security number, or date of death.

DPH Search

—Search

Voter Search Help

Last Name

First Name Middle Name Suffix Gender Last 4 55N
/ | [ |
Date Of Death Date Of Birth
| |

Mame

[ ssn Date Of Birth | Date Of Death [ Gender |

Important Note: Death records are added by the SoS monthly, so very recent deaths may

not be reflected on this screen.

Processing Death Records

1. Select “DPH Search” from the
main I-VOTERS screen.

2. Select the “Tasks” menu and
select “Process Deceased.”

A list of death records potentially
matching registered voters in the
user’s county will appear under
“‘Deceased Record.”
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_Loix
Yoter Search Help
Deceased Record
LastName [VOTER First Name [VINCENT Middle Name

Date of Birth [09/08/1883
County Of [—

Residence

SSN

Date of Death |11/07/2007
County of [— Gender [Male—
Death

Delete - Not a Match

Voter 10 [ Name [ status [ssn | Date of Birth | Gender [ Confid
111222 ¢ VOTER, VINCENT Inactive 09/09/1888 Male 100
< | |

Voter Summary Cancel Selected I Showing 1 of 24 records << Processing Prev I Processing Next >>l
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3. Compare the information and make a
determination as to whether this is the
same person. Click on the “Voter
Summary” button to view more
information about the voter that may
help in making this determination.

4. Ifitis a match, make note of the “Voter
ID” number and cancel the voter.
Check the box next to the “Voter ID”
and then select the “Cancel Selected”
button. This will automatically cancel
the voter’s registration and update the
“Transaction Source” to “09 - State
Registrar of Voters.”

5. |If the voter’s record identified as a

_oix
| Voter Search Helo
Deceased Record
LastName [VOTER First Name (VINCENT Middle Name

Date of Birth [02/09/1863 - SsN

County Of |

Residence

I Date of Death Ill/07/2007
County of [— Gender lMah—
Death

Delete - Not a Match

[ Date of Birth [ Gender [ Confid
09/09/1889 Male 100

[ status [ssn
Inactive

[ Name
VOTER, VINCENT

Voter 10

0222

| | |

Showing 1 of 24 records

Voter Summary |  Cancel Selected | << Processing Prev | Processing Next >> |

possible match does not match the death record, check the box next to the “Voter ID” and
then click on the “Delete — Not a Match” button.

To view the records I-VOTERS has identified as potential matches, use the “Processing Prev”
or “Processing Next” buttons. You may need to use these if you cannot make a determination
about a particular record but want to move on to other records to process.

The bottom center of the screen will show you how many possible matches have been identified

by the system for your county.
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Duplicate Records Search (Voter Merge)
This searches voter registration records statewide to identify potential duplicate records. For
example, a voter who is active in your county may have had a cancelled record in another
county that was missed when the voter was initially registered in your county.

Perform this search at least once each calendar quarter.
[IAC 721—28.3]

1. Select “Voter Merge” from the main I-VOTERS screen.

2. The first option “Potential duplicates identified by the system” is the default. Select
“OK.”

Choose ¥Yoter merge option

 Potential duplicates identified by the system

 Query individual voters

 Saved query I j

€ Unmerge voter |

3. A new window showing potential duplicates will appear:

I Voter Merge Selection

Voter Search Help

1of8 Group Navigation <<| < | = | }>|

Mo Match | Survivor | Exclude | 1D Last Mame |First Mame |County | DOB |SSN | County Reg Date | Origing
r r [T 123456777  CITIZEN JOHN Decatur  09/16/1969 10/06/2009 10/06/:
r r r 750889972 CITIZEN JOHN Woodbury 09/16/19569 10/14/2010 10/14f

Add Compare Commit Delete - No Match Close

The number in the upper left corner shows how many potential duplicates the system
has identified for your county.

4. Use the scroll bar to scroll to the right to examine all of the information before making a
determination as to whether this is the same voter. The “Compare” button can be used to
examine records side by side.
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Voter Not 18

At Least 17 ¥ Years Old

A person who is at least 17 ¥ years old may register to vote. The person’s registration will not
be effective until the person reaches 18 years old.

Exception: If the voter’'s 18" birthday is after the pre-registration deadline for an upcoming
election, the voter’s registration effective date must be the day after the election unless the voter
uses election day registration proceudres.
[848A.5(2)(c), 48A.26, IAC 821—2.12(4)]
When processing the voter’s registration in I-VOTERS:
1. The voter’s record will automatically be assigned “Active” status.
2. It will also automatically set the “County Registration” date and “Vote Effective” date

to the day of the voter’s 18" birthday (unless after the pre-registration deadline).

Not 17 ¥4 Years Old

If you receive registration forms from persons who are not 17 %, send them a notice explaining
their registration cannot be processed because they are not 17 %. The notice should explain
that they can register to vote when they are 17 %. Include a new voter registration form with the
notice. A sample notice is available in the Election Forms Library.

Residential Address Listed Outside the County/State

If the address listed as the residential address on a voter registration form is in another county
in lowa, send the form to the auditor for that county. It must be forwarded within 48 hours to the
correct auditor.

The date of registration is the date the form was received by the first official. The worry-free
postmark provision applies even if the form was not properly addressed so the first official
should also forward the envelope in which the form arrived.

[848A.26(8)]

If the residential address listed is not in lowa, send a letter to the address listed explaining that

an out-of-state address was provided on the registration form and that only people who live in
lowa can register and vote in lowa.
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Citizenship and/or Age Boxes Unchecked

Process the form as long as the form is complete in every other way and is signed. By signing
the form, the voter is acknowledging that he or she is a U.S. citizen and will be 18 on or before
election day. Make the voter’s status “Active.”

[848A.26(4)]

Citizenship and/or Age Boxes Checked No

Enter the voter’s information in I-VOTERS. Assign the voter the status “Incomplete” with status

reason “Registration Incomplete.” Send the voter a letter explaining the voter cannot be

registered because the voter is not a U.S. citizen or will not be 18 on or before election day.
[848A.26(5)]

Registration Form Not Signed

If the voter is currently not registered in your county, process the voter with an “Incomplete”
status and check the box next to “No Signature.”

If the voter is already registered in your county, do not change the voter’s status to “Incomplete.”
Send the voter a new registration form along with a letter explaining the voter must sign the
update.

[848A.11(8), 48A.37(2)]

Registration Form Signed POA

An individual who has power of attorney does not have the authority to sign a voter registration
form. Send the voter a letter 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 as long as it is done in
the voter's presence and with the voter's permission.

[848A.11(7), 39.3(17)]

Status “Inactive” with Reason “PRM - Pending — Returned Mail/ Third Party”

If an “Inactive” voter with reason “Pending — Returned Mail/ Third Party” submits a registration
form and the voter’s ID still cannot be verified or if the voter submits absentee ballot request,
change the voter’s status to “Pending.” Use the previous pending “Status Reason” found in the
voter’s audit log.

[848A.25A(1)(a), 48A.37(2), IAC 821—2.14(3), 2.15(3)]
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I-VOTERS Instructions

New County Registrant Before Pre-Registration Deadline

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

2. Click “New.”
Mew | Save | Clear | Search | Process Batchl
“ioter 1D Driver License SSH Birth Date Age Gender Last Name First Name MI Suffix
| |123ap4567 | |og/og/1zee 109 [Male  v| [CITIZEM 10HN feu frv
Residence | absentee | Mistory | Contacts | Prev Recistration | [~ Veter Polling Locations |
[ondard—cIncos cass wraon decn Hor_clear || PN e maze)
House #  Suffic Pre Dir  Street Name Type Split f
|| | | ;I I ;I I ;I Election Type
PostDir | ¥| unit Type | =l Election Type | Polling Place |
City/St/zip | | fia [ J
County  [1OHNSON Precinct [Tiffin split. [TF.2
—Mailing - -
Country |UNITED STATES OF AMERICA, j [ US&  Clear | Election
v = Election | Date [Polling Places [ Ballot styles |
J4|
city/stizip | = = -
FRCA . B

3. Enter the registrant’s personal information

on the top line.

The cursor is automatically set in the “Driver License” field and is ready for the voter’'s
information to be entered. Enter all information on the first row, tabbing between fields.

Important Note: By tabbing, the automatic processes that verify driver’s license numbers
and check for potential duplicates, felons, and death records will activate and perform.

= SSN

Enter only the last four digits of the Social Security number, even if the voter has

provided the full number.

=  Birth Date

Registrants must be at least 17 %2 years old. I-VOTERS will not save “Active” records

for voters whose dates of birth are less than 17 %2 years from the current date.

See “What to Do If’ section if the registrant is younger than 17 % years old.

= Suffix

Enter a suffix only if the person has “Sr., Jr., lll, etc.” after his or her last name (e.g.
John J. Smith, 1ll). Ms., Mr., Mrs., Dr., Rev., etc. are titles and not suffixes. They

should not be entered in this field.
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4. Once you tab past the “Suffix” field, I-VOTERS will automatically search for any potential
matches with other voter registration, felon, or death records. If any matches are brought up,
you will need to consider the information presented and decide if it is a match or not.

If one of the voters listed on the screen appears to match the registrant you are entering,
click on the match listing so it is highlighted and click “Select.” See the “What to do If’
section for more information on determining whether there is a match.

If you confirm in the system that the record matches a felony conviction record, I-VOTERS
will automatically change the person’s status to “Cancelled” and the Reason will be “CF -
Convicted Felon.” A cancellation notice will be automatically generated and sent to “Batch
Management” if the correspondence rule is set up correctly. See the “Voter
Correspondence” section.

If the voters listed do not match the registrant, click “No Match.”

T 55N Verification

5. If the voter is a new registrant to the state
and the voter provided the last four digits of .
the SSN, verify the voter’s information on Please verify your SSNat - Do
) y http:/fwww.iowaccess.netfiowadlr/ Click "YES' if valid

the lowa Interactive website: SSN
fes | Mo I
If you do not have a username or password

www.iowaaccess.net/iowadlr.
to access to this website, please contact lowa Interactive at 515-323-3468.

6. Click “Yes” after verifying the SSN. If the SSN cannot be verified, click “No.”
If the SSN cannot be verified and the voter did not provide a driver’s license number, the
voter must be assigned “Pending” status.

7. Enter the voter’s address in the “Residence” tab. Tab through these fields as well.

8. If I'VOTERS cannot match the address you are entering with the “Address Library,” the
“Address Library” screen will appear.
» Standard vs. Non-Standard Address

The drop-down menu beneath the word “Residence” automatically defaults to
“Standard.” Most addresses will be standard addresses.

An address may be entered as “Non-Standard” if a voter is homeless or did not provide

a residential address. See the “What to do if...” section of this chapter for more
information.
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= Suffix

This suffix field is used if the address has a letter or fraction after the numerical portion
of the address (e.g. 123A Main St or 221% Washington Ave).

= Unit Type

If the address contains an apartment number, lot number, room number, etc., enter the
type of unit here (e.g. 123 S Main St, Apt 7, enter “APT” in this field).

= Unnamed Field to the Right of Unit Type
Enter the number of the unit here (e.g. 123 S Main St, Apt 7, enter “7” here).

= Mailing
Enter a voter’s mailing address if it is different from the residence address. If the mailing
address is outside the United States, see the “Miscellaneous I-VOTERS Instructions”
section.

9. Choose the registrant’s party affiliation.
Select the party affiliation the voter marked on the registration form. If the voter chose
“Green” or “Libertarian,” select “Other” and then choose “lowa Green” or “Libertarian” in

the “Organization” field.

If the voter did not mark a party affiliation on the registration form, select “No Party.”

10. Select the “Transaction Source. Registration | Misc Info | Custom |
I . No P hd i i -
See the “Transaction Sources, Statuses, = = ] organization | | =
and Status Reasons” section for more Source =] oot VEﬂ_ﬁed
information. Status |A—Active _~| ¥ SSA Verified

—— T ey |
11. Select the “Status.”
See the “Transaction Sources, Statuses, and Status Reasons” section for more information.
Important Note: If the voter is at least 17 %2 years old but not 18, I-VOTERS wiill

automatically assign the voter an “Active” status. The “County Registration” date and the
“Vote Eligible” date will automatically default to the voter’s 18" birth date.
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LT3

12. If that registrant’s status is “Inactive,
the status designation.

Pending,” or “Incomplete,” choose the “Reason” for

Transaction [02 - Mail-in Registration ~| I DOT verified
. Source -
Important Note: If a new registrant does not Status [N - Incomplete J= | s EEe
sign the registration form, assign the registrant a Reason [RI - Registration Incomplets. ~ +| VE_HWI
status of “Incomplete” with the reason odveterm [ County Registration [04/01/2009

“Registration Incomplete” and check the box ——otesigef—) | LastVated —

next to “No Signature.”
¢ Mo Signatureipdnt Later vrc HOME Tel.No

See the “Transaction Sources, Statuses, and Status Reasons” section for more information.

13. Confirm the “County Registration” date.

If the pre-registration deadline has not passed, this should be the date the registration
information is being entered as long as the voter is 18 years old. For agency or DOT
registrations, the date of the registration is the day they were completed at the agency or the
DOT if that day was before the pre-registration deadline.

If the voter is 17%, I-VOTERS will automatically assign the “County Registration” date and
the “Vote Eligible” date to the voter’'s 18" birth date.

If the pre-registration deadline has passed, see the “New County Registrant after Pre-
Registration Deadline” instructions in this chapter.

= Check the postmark on all by-mail registrations after the deadline to see if they were
postmarked 15 days (the worry-free postmark date) or more before election day. If
they were, the date of registration is the worry-free postmark date.
[IAC 821—2.12]

14. Confirm the “Vote Eligible” date.

This should default to the same day as the “County Registration” date. If it does not, then
make it the same as the “County Registration” date.

15. Enter the registrant’s home telephone number and email address (if provided) under the
“Contacts” tab.

Residence | Lbsentee | History I Prev Reqgistration ~ Contacts I

Contact Type Yalue Unlisted
Home Phone
Office Phone-
Office Phone-
Cell Phone
Email

Pager

Fax

URL

o e e e e e e e
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16. Enter the registrant’s previous registration information (if provided).

Important Note: If the voter was registered in another county in lowa, you should have
already located their record and moved that record to your county instead of creating a new

record. See step 4.

If the voter was registered in another state, this information must be entered so a notice can

be sent to that state. This allows the other state to cancel the voter’s record and prevents

the voter from being registered in more than one place. All notices to other states are sent
by the SoS based on “History” information entered in I-VOTERS.

Enter previous registration information under the “History” tab.

a. Choose the “History” tab. Click “Add.”
The “Voter Registration — Move History
Detail” box will appear.

b. Enter the “County Registration” date as
the effective date.

c. Enter the information for the voter’s
previous address. Click “Add.”

If the voter used a different name previously,
enter that information under “Alternate Name.”

Alternate Name

Last Name First Name | Middle Mame | Suffix ‘

*

Voter Move

Effective Address

[

Residence | Absentes History I Contacts | Prev Reqistration | Voter Polling Locations
Precinct |

Split |

IIHHE Voter Registration - Move History Detail

x|
Heln

Effactive Prey County =

Address

City

State Zip

530

Add

Close

Registration | wisc info | custom |

. | Districts

17. Click “Save” at the top of the voter registration screen. A message will appear indicating the
voter’s record was successfully saved. I-VOTERS will assign the voter a unique “Voter ID”

number.

18. Send the registrant an acknowledgment. See the “Voter Correspondence” section for more

information.
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New County Registration After Pre-Reqgistration Deadline, Not Voting Absentee

These instructions apply when:
= You receive a voter’s registration form in the mail after the pre-registration deadline, or

= You receive a voter’s registration form from the DOT or an NVRA agency after the pre-
registration deadline, or

= A voter who has never been registered in your county or is now cancelled comes to
your office and wants to register but not vote by absentee.

Process the form as normal except change to the “County Registration” date and Vote
Eligible” date to the day after the upcoming election unless postmarked on or before the worry-
free postmark date.

Received by Mail After Pre-Registration Deadline

Check the postmark to see if it was postmarked 15 days (the worry-free postmark date) or more
before election day. If it was, the “County Registration” date and “Vote Eligible” date are the
worry-free postmark date.

If it was postmarked after the worry-free postmark date, the “County Registration” date and
Vote Eligible” date are the day after the upcoming election.

Received by DOT/Agency After Pre-Registration Deadline

The “County Registration” date and “Vote Eligible” date are the day after the upcoming
election.

Received In-Person After Pre-Registration Deadline

If received in-person, the “County Registration” date and “Vote Eligible” date are the day after

the upcoming election.
[IAC 821—2.12]
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In-Office/Satellite EDRs After the Pre-Reqgistration Deadline

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 I-VOTERS does
not identify any duplicates in the system, proceed as usual.

i. Enter the voter’'s address.

j.  Choose the appropriate party from the %am‘ y [Na Party | Organization I_
drop-down menu. el ElELan - Electi -

P e |15 Election Day -

k. Select “15 — Election Day” as the Staftus |ﬂ-ﬂCtWE -
“Transaction Source.” sl I 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 befgre o
election day. This box is only used for voters who vote EDR Helo
(Select Election

|

at the polls. If you do not uncheck the box, it will add t
to the election registers as an added voter and you will
have difficulty printing your election registers.

10/28/2008 2008 General j

[ Added “ioters Ok | Cancel |

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

Party IND Party jOrganizatiDn | j
Trelisaeden ction Day ~| I DOT verified
j [~ ssaverified

Reason | -| werify |

old voter ID | County Registration IlDIE?;’EDDE I

Change the “County Registration” date vate Eligible [10/27/2008 |35t Voted
and the “Vote Eligible” date to the date
the voter appeared in your office or at the
satellite location.

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

Status

I~ Mo Signature print Later wre HOME TELNO

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

Absentee Application Source HCF/Satellite Location  Issue Method

L' | ;I ]In—Person
11. Enter an absentee requeSt fOf the voter. Date Requested Date Sent Date Received Relssue Methoc
|os/15/2008 [os/15/2008 [05/15/2008 |
If the voter is in your office, choose “Counter/Office” pyjitical party [ Use Address On File
as the “Absentee Application Source.” ] ~| [Ge2 15787

FONTANELLE, 14 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

voterID | Link tovoter | Urilink

Unsend Ballot l Print Now I Print Later | Close

13. Attach the voter’'s EDR form (including a voter registration form and oath form and attester’s
oath) 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

July 2012 Prepared by Office of lowa Secretary of State 1-90



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 “Absentee Voting” chapter for more
information.

= If the voter’s registration card is returned undeliverable by the post office, deliver the

absentee ballot and voter registration card to the ASVP board to be challenged
pursuant to 853.31(1).
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EDRs Received At the Polls on Election Day

After election day, you may have three different types of voters who used EDR procedures at
the polling place.

1.

Voters who have never been registered to vote in your county, including voters who are
currently assigned “Incomplete” status

Process these voters in I-VOTERS using the instructions below.

“Cancelled” voters who were previously registered to vote in your county or another
county

Process these voters in I-VOTERS using the instructions below.

Voters who are already registered to vote in your county who reported a change of
address at the polling place on election day

Important Note: There is nothing that prevents precinct election officials from using the
EDR procedure for voters who are already registered to vote in the county and who are
reporting a change of address at the polls on election day, provided the voter has the
required identification to use the EDR procedure; however, these registrations should be
processed in I-VOTERS as election day updates, not election day registrations. Process
these voters in I-'VOTERS using the “Within County Moves & Other Updates Received
Between the Pre-Registration Deadline and Election Day” instructions. Update the
voter’s registration information before giving vote credit in “Election Management >
Process Election Register.”

New Voters to County, Including Incomplete and Cancelled Voters Previously Registered

1.

2.

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

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

a.

C.

If you get a duplicate match from a different county, select that record and continue with
these steps.

If you get a duplicate match within your county, follow the “Election Day Within County
Moves” instructions.

If -'VOTERS does not identify any duplicates in the system, continue with these steps.

Enter the voter’'s address.

Choose the appropriate party from the drop-down menu
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5. Select “15—Election Day” as the “Transaction Source.”

ir [ =] unitType | =] | || [Eiection Tvoe B
+/Zip [FONTANELLE ] i |§ Election Day
6. The “Election Day” window will appear. Choose ! F4® i B
the election. intry  [UNITED STATES OF AMERICA  +| I (Select Elecion — | |
I ||
yzip | = = I— v Added Voters Ok Cancel B
7. If you leave the “Added Voters” checkbox marked, P T[]
the voter will automatically appear in “Election ration | Misc Info | Custom | Districts
Management > Process Election Register > Do c=ry Il —— SR
Process Added Voters” for the precinct where ::SAZ'“ = 3 . i -
they are now registered to vote. They will alsobe || =1 ey | || |eoumswens.. 3

added to the end of the election register proof for
that precinct.

8. Make sure the voter’s status is “Active.” Verify the “County Registration” date and the
“Vote Eligible” date are the date of the election.

9. Save the voter’s record.
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Election Day Within County Moves

1.

2.

Open “Voter Search” from the main I-VOTERS screen.

Search for the voter’s record.

Follow the same procedures for as when entering new voter registration records, except that
it is not necessary to verify the voter’s driver’s license number or Social Security number
after that information has been verified once in your county.

Choose“7—- In Person/Registration Drive” as the “Transaction Source.”

If the registration form is a true duplicate with no changes, mark “Duplicate Registration
Received” under the “Misc” tab.

e

Reqistration Misc Info | Custom |

Secondary Lang I vl Last Verified |04,-f22,-’2011

Special Assistancel j
Ballot Style INO APPLICABLE ELECTION

State Reg Date |09109l2002 Last Upd. Date  |11/18/2011

Source of Update |Melnllsl]

Audit Comment

Comments I DOT Al

i*
L

Administrative
Attached Image
Cancelled Registration
Clerical Error Correction

Duplicate Registration Received
New Registration
Registration Updated

When you are finished updating the record, click “Save.” Make note of the voter’s ID number
to use to give the voter vote credit.

Send an acknowledgement to the voter. See the “Voter Correspondence” section for more
information.

See the Post Election Day chapter for instructions on giving the voter vote credit.
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Within County Moves & Other Updates Received Between the Pre-Registration Deadline

and Election Day

1. Open “Voter Search” from the main I-VOTERS screen.

2. Search for the voter’s record.

3. Follow the same procedures for as when entering new records, except that it is not
necessary to verify the voter’s driver’s license number or Social Security number after that
information has been verified once in your county.

Choose the transaction source that best fits the update (i.e. “By Mail” if the update was
received by mail, “In-Person” if received in person, etc.). See the “Transaction Sources,
Statuses, and Status Reasons” section for more information.

4. If the registration form is a true duplicate with no changes, mark “Duplicate Registration
Received” under the “Misc” tab.

e

Reqistration Misc Info | custom |

Secondary Lang I vl Last Verified |04,‘22,‘2011

Special Assistancel j

Ballot Style
State Reg Date

Source of Update |Mslufla]

Audit Cornment

Comments | DOT Al

INO APPLICABLE ELECTION

|09,f09f2002 Last Upd. Date |11f13,r2011

Administrative

Attached Image

Cancelled Registration

Clerical Error Correction
Duplicate Registration Received
New Registration

Registration Updated

5. When you are finished updating the record, click “Save.”

6. Send an acknowledgement to the voter. See the “Voter Correspondence” section for more

information.
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Entering Regqgistration Mailing Addresses

1. Inthe “Mailing” address section, select the name of the country from the “Country” drop-
down.

2. Inthe “Address” field, enter the address exactly as it appears on the registration form. To
enter more than one line of information, press the “Ctrl” key and hit “Enter” on your
keyboard.

Mailing
Country [GERMANY FEDERAL REPUBLIC | [~ USA  Clear |

[123A N HAUPTSTRABE =
Address l71325 FREIHEIT VON NORD

&

Important Notes: If a UOCAVA voter provided a mailing address on the FPCA, you must
enter the mailing address as the voter registration mailing address and absentee ballot

mailing address.

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

Mailing
Country IUNITED STATES OF AMERICA ;I v usa, Ciearl
UNIT 555 -
Address | o BRIGADE ﬂ
City/st/zip  |aPO =] |2e =] |12345
FPC&

3. Enter the voter’s contact information, including an email address if it was provided, in the
“Contacts” tab.

4. Click “Save” the voter’s information is entered.

5. Mail the voter an acknowledgment. See the “Voter Correspondence” section.
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6. If the voter has an international mailing address (not an FPO or APO) address, you must

manually print the voter registration card so that special international postage can be
applied. To do so:

a. Open the voter’s record.

b. Under “Print,” select “Voter Registration Card” then “Print Now.”

"_’Iﬁi Voter Registration
Voter | Print Elections Imaging Address
Yol Gurrentimage l

Voter Registration Card

»
N Incomplete Registration »  Print Later
VOLE  Underage Yoter Notification [ 1L
»

c. Verify the voter’s international address is correctly formatted. Click “Print.”

I750 1D Verification Notification

Reports

lgeme. [D]alDB(a @
O R R

P20

Sl®m M | @Backward ©F:

' 3 ' 4005

TOMSLOCKETT

JOHNSON COUNTY AUDITOR. .

913 5 DUBUQUE 5T SUTTE 101 =
IOWA CITY, 1A 52240-3802 B AL

RETURNSERVICE REQUESTED

JOHNSON COUNTY AUDITOR, 913 S DUBUQUE ST SUITE 101, IOWA CITY, [A
52240-9802

OTER REGISTRATION CARD
QUESTIONS?CALL 213-356-6004

JOHN A CITIZEN IV

123A N HAUPTSTRABE
71325 FREIHEIT VON NORD

GERMANY FEDERAL REPUBLIC

d. Click “Properties.”

HP LaserJet P2015 Series PCL 6 (from W1

Status:  Ready

Type: Citrix Universal Printer

‘Where:  Client15:HP Laserlet P2015 Series PCL 6
Comment: Auto Created Chent Printer 'W1_INQd21GmSKaV-c1 [ Print to fle

~Print range Copies
@ Al Number of copies: |1 =]

" Pages from:|1 tocIZ

€ Selection @EB‘_{H s
o |
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e. Select the “Layout” tab. Select “Landscape” under “Orientation” and “Flip on

July 2012

Short Edge” under “Print on Both

Sides.” %% HP LaserJet P2015 Series PCL 6 (from WI_INOd2IOn 2| x|
Client Settings  Layout |Papetfﬂuaﬂy|
Select the “Paper/Quality” tab. Select Diientation
the tray/paper “Source” for your
'  La
printer. Select “Cardstock” for the -
“Med | a.” Frint on Both Sides 1 Side 1 Side 2
€ None m— [
Click “OK.” The card should print. = = ‘
Calculate the correct postage. To | Q
determine international rates, visit:
http://ircalc.usps.gov.
Advanced... |
[ ok ] cencel |
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http://ircalc.usps.gov/

Correspondence Rules

Adding a Correspondence Rule

1. Open “System Configuration” from the main I-VOTERS screen.

2. Select “Voter Record” then “Correspondence.”

H “® ”
3. Click “New.
(g System Configuration = == il
Voter Search Help
5 ADDRESSES '-'Voter Correspondence -
E-VOTER RECORD
Correspondence Audit Types
Absentee Reasons d - - ! Y[.'l_
Absentee Application Source | | [Voter Registration Card _=| |Transaction Source |
Absentes Location Voter Status \ater Status Reasons
Absentee Types -
Audit Types [active = &
Cancel Voters
Contact Types New | Delste |  save |
Correspondence
Custom Fields | Audit Type | voter Status | Voter Status Reason
DUU{'“E"': Types . Mew Voter Record Incomplete Application Pending - Absentee
Nunlicate Confinuratinn [T e | e e B AR e e AR T A rAATFPR

4. Select the “Correspondence,” “Audit Types,” “Voter Status,” and “Voter Status Reason”
(if applicable) from the drop-down menus.

5. Click “Save.” Your selection will be added to the list and will generate the correspondence
indicated.

Deleting a Correspondence Rule

1. Open “System Configuration” from the main I-VOTERS screen.
2. Select “Voter Record” then “Correspondence.”

3. Highlight the type of correspondence you want to delete in the list by clicking on it.

4. Click “Delete.”
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Printing Correspondence

1. Open “Batch Management” from the main I-VOTERS screen.

A list of batches of correspondence generated by I-VOTERS will appear. The batches that
have not been printed will appear first on the screen and will not have a “Batch ID”

assigned.

TI1 Batch Management g =lol x|

List of
Batch 1D

Verification Notice Ready
Residential Confirmation Notice 1 Ready
No Activity in 4 Years 1 Ready
Undeliverable Other Source 1 Ready
Registration Cancellation Notificati... 4 Ready
Incomplete Registration Notification 1 Ready
500004011 Voter Registration Card 101 Completed  Print Letter(s)  12/04/2007
500004612 Voter Registration Card 368 Completed  Print Letter(s)  10/13/2006
500004812 Voter Registration Card 528 Completed Print Letter(s)  10/21/2006
500005342 Voter Registration Card 2411 Completed Print Letter(s)  11/22/2006
500005473 Voter Registration Card 156 Completed Print Letter(s)  11/29/2006
500005485 Voter Registration Card 228 Completed  Print Letter(s)  11/26/2006
500005770 Voter Registration Card 130 Completed  Print Letter(s)  03/05/2007
500005781 Voter Registration Card 18 Completed Print Letter(s) 12/22/2006
500005829 Voter Reqistration Card 86 Completed Print Letter(s) 12/29/2006 _'-I
¥ ShowReady ¥ Show Submitted v Show Completed [ Show Exceptions View Purge
~Output
& Print € Export
€ Label(s) Select Format [S0S 2226- Maling-Return-Affidavit | =] [ [nclude Bar
@ Letter(s)
~ Sorting ~Export
@ Last Name, First Name. C zip  Precinct Folder EIDVEE
Delimiter ~| Text Qualifier v/
pint | schedule |  close |

2. Before printing a batch, you can view the voters included the batch. Highlight the batch you
want to view by clicking on it. Click “View.”

3. To delete an individual record from the batch, highlight the voter’s record by click on it. Click

“Delete.”

Deleting correspondence from this module will not delete the audit log entry on the voter’'s
record reflecting that a correspondence was generated. There will not be a
“Correspondence printed/extracted” audit log entry when the record is deleted from this list

before printing.

1" List of Yoter Correspondence

Name [ Address. [ Modified Date [c YD ]
JOHN CITIZEN 123A N MAIN ST, NORTH LIBERTY, IA. = 07/30/2007 Voter Registration Card
SAMUEL SUPERVISOB. 555 DECENT AVE, SOMEPLACE, TA 52 07/30/2007 Voter Registration Card
CANDACE CANDIDATE . 4589 POLITICAL PL. APT 2 CAPITO 07/30/2007 \Voter Registration Card

POLLY POLLWORKER. 2333A HAPPY CIR, FUNVILLE, IA 53 07/30/2007 Voter Registration Card
JOSEPH PUBLIC 8888 GENERIC ST, NICE TOWN, 1A 528 ' 07/30/2007 Voter Registration Card

Refresh Close

4. To print a batch, highlight the batch by clicking on it. Click “Print.”
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5. Click “Yes.”

‘Tﬂ Batch Printing 5'

Selected item will be added to the existing batch and

total of 26 items will be printed now.
continue?

o | ]

. Would you like to

6. A print preview screen will generate. Click “Print.”

| print.. (|| 48

TOM SLOCKETT

JOHNSON COUNTY AUDITCR
913 S DUBUQUE ST SUITE 101
JOWA CITY, 1A 52240-9802

o0 QR 8 w[e | Qaak
CECRCEE SR 2 0 e e e e 3 CECRCE S

RETURNSERVICE REQUESTED

$2240-9802
[VOTERR RATIO RD

QUESTIONS? CALL 319-356-6004

Most correspondences print on a standard 8"x11” letter format. Voter registration cards,

JOHNSON COUNTY AUDITOR, 913 S DUBUQUE ST SUITE 101, IOWA CITY, IA

residential confirmation notices, and No Activity in 4 Year notices must be printed double-

sided on cardstock. See instructions below for printing those correspondences.

7. After you click “Print,” click “Properties.”

HP LaserJet P2015 Series PCL

Status:  Ready
Type: Citrix Universal Printer

Where:  Client15:HP Lasexlet P2015 Series PCL 6
Comment: Auto Created Client Printer W1_INQd210m8KaV-0 [~ Print to fle

@ Al

" Pages from-h to: |2

€ Selection

-~ Print range: Copies

Numbes of copies: |1 3:

Ll e e

[k ]_comcel |

July 2012 Prepared by Office of lowa Secretary of State

1-101



8. Choose the “Layout” tab. Select “Landscape” as the “Orientation” and “Flip on Short
Edge” under “Print on Both Sides.”

&% HP LaserJet P2015 Series PCL 6 (from WILINOAZI0N 2%

Clent Settinge  Layout | Paper/Quaity |

Orientation
" Portait
@+ Landscape

Frint on Both Sides

" None

€ Flip on Long Edge
¥ Flip on Short Edge

9. Click “OK.”
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Generating Voter Lists

There are multiple ways to generate a voter list.
Vote History List Export (EX-004)
This export allows you to choose multiple elections, precincts and districts from which to pull
voters. The export will show which voting method the voters used to vote (i.e. polling place “P”
or absentee “A”).
This export will only pull voter information from one county at a time. If you need to pull voters
from a city or school district that crosses county boundaries, you must generate this list multiple
times, once for each county. You may also generate a list using “Voter Search.” See the “Voter
Search” list explanation in this section.
This export will pull all voters in the precinct(s) or district(s) selected even if the voters did not
vote in the selected election(s). You may need to sort out the voters who did not vote from the
list using Excel before providing the list to the requestor, depending on the list request
specifications.
To generate this export:

1. Open “Reports & Labels” from the main [-VOTERS screen.

2. Select “Voter Registration.”

3. Choose export “EX-004.”

4. Choose the precinct(s) or district(s).

5. Choose the election(s).

6. Select the box “All” for “Party” and “Party Org.”

7. Select the “Statuses” to include.

8. Browse for the location to save the export. Click “Export.”
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Vote History for Last Five Elections of Every Type (EX-005)

This export generates a list of voters from selected precincts or districts. The list shows the
voters’ vote history and voting methods for the last five elections of every type (i.e. last five
primary elections, last five general elections, last five city elections, etc.).

To generate this export:

1.

2.

Open “Reports & Labels” from the main I-VOTERS screen.

Select “Voter Registration.”

Choose export “EX-005.”

Choose the precinct(s) or district(s).

Select the box “All” for “Party” and “Party Org.”

Select the “Statuses” to include.

Browse for the location to save the export. . Select the “C$ Client” drive and then the I-
VOTERS folder. If you do not have an I-VOTERS folder, call the I-VOTERS Help Desk
Line (1-877-442-7670).

Click “Export.”

Registered Voter List Export

This export generates a list of all registered voters in selected precincts or districts in your
county. To generate this export:

1.

2.

3.

Open “Reports & Labels” from the main I-VOTERS screen.

Select “Voter Registration.”

Choose export “EX-003.”

Choose the precinct(s) or district(s).

Select the box “All” for “Party” and “Party Org.”

Select the “Statuses” to include.

Browse for the location to save the export. . Select the “C$ Client” drive and then the I-
VOTERS folder. If you do not have an I-VOTERS folder, call the I-VOTERS Help Desk
Line (1-877-442-7670).

Click “Export.”
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Voter Search

main I-VOTERS screen.

Select the search criteria using

the various tabs.

1. Open “Voter Search” from the

If you have selected a district

which includes multiple

counties and you wish to pull

information for those voters,

be sure to choose “State” as
your search scope instead of your county only.

“Voter Search” is helpful when you need to generate a custom list.

Help

d Search

’—Select Saved/Publish

j Run Search ‘

Mame | Absentes/Pravisional | Absentee Details | Residence Address | Mailing Address | Save | Export |

Once you have selected your search criteria, click on the

Districts | Precincts | Status | output Activity Cornment | Falitical Parties | Custom Fields
Election Type I j Election Date -
Reqistration Source | j Election
State Registration Date From | To | [W] 12/06/2011 CITY RUNOFF
[]11/08/2011 2011 CITY
Last Update Date From | To | []09/13/2011 2011 SCHOOL ELECTION +
Last Vote Date From I To I M
 voted in all selected elections
w2 FRELE I i I  Yoted in any of the selected elections
County Reg Date From | To | Voting Method -
Scope
(" state  * County |Lee = | I~ show signatures [ Search | Vorer Count | Clear |
a
. . . . . . « - »
Election participation information and date ranges are available under the “Activity” tab.
Output Fields ou

“Output” tab. You can select additional output fields by
checking the boxes next to the fields desired.

You can also modify the output order of the fields. To do so,
highlight the field you want to move by clicking on it in the
“Output Order” column. Use the arrows to move the field up

or down.

-OzIp (MA)

. ~[OcCountry (MA)
=-[] other

- [¥] status

Driver License
- Reqistration Da

- Last Vote DateJ
- Last Update D=z
Last 4 S5N

- CHome D}irnma_ILI
3

[

To modify the sorting order of the fields, check the boxes next to the fields you wish to
sort by in the “Output Order” column. Those fields will then move to the “Sorting Order”
column. Use the “Ascending” and “Descending” check boxes to modify the sorting

order.
| I Absentee Details | Residence Address I Mailing Address I Save I Export
atus Output Activity Comment Political Parties | Custom Fields
Qutput Order Sorting Order
- Calumn | Ascending | Descending
----:‘:_rjglNaNme Last Mame 4 r
iddle Name
-] Name Suffix AI Flrst Mame v r AI
- [IDate of Birth ll Widdle Name ¥ r vl
O cCity (RA) Icd r
~[Precinct Ird r
-~ [ 5plit ~ r
[ State (RA)
v r
D County
[ Status =l 4 r

4. Click “Search.”
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5. Select the “Export” tab.

Districts | Precincts | Status I Cutput | Activity | Comment | Political Parties | Custom Fields |
Mame | Absentee/Provisional | Absentee Details | Residence Address I Mailing Address | Save Export

Output Format
& Text File Delimiter : IComma (Csv) j ¥ Include Row Header

 ¥ML Format

File Path I Browse |
™ Include Summary
Export |

6. Choose “Text File” as the “Output File.” Choose “Comma (CSV)” from the “Delimiter”
drop-down. Check the box next to “Include Row Header” so each column of information
will be labeled.

7. Click “Browse” to choose the location to save the list. Select the “C$ Client” drive and
then the I-VOTERS folder. If you do not have an I-VOTERS folder, call the I-VOTERS
Help Desk Line (1-877-442-7670).

X
_) I-g ~ Computer ~ C§ (\\Client) (V) v * K23 [ sesrch Cs o Client) (v) 3
Organize *  New folder = @
- Favorites Name ~ Date modified Type | Size | I_‘
i
B Deskiop Apps 6/30/2011 331 PM  File folder
4 Downloads | ATI 7/19/2011 12:20 PM  File folder
cedata 9/26/2011 1249 PM  File folder
@l Libraries cedata? 7/26/201110:39 AM  File folder
& Documents . dell 7/19/201112:06 PM ~ File folder
& Music DR3010C 8/2/201111:13 AM  File folder
&) Pictures Drivers 6/30/2011 4:50 P File folder
H videos | 1A Data 2010 Final 7/26/2011 9:35 AM  File folder
- Intel 6/30/2011 312 PM  File folder
8 Comput
% Computer File folder
i Network . Perflogs 7/13/200910:20 M File folder
or L]
Program Files 11/14/20119:39 AM  File folder
. Program Files (x36) 11/14/20119:39 AM  File folder
File name: [

Ll .

Save as type: I(sti\Es (*.csv)

=+ Hide Folders Cancel

8. Enter the file name then click “Save.”

9. Click “Export.” A message indicating the export was successful will appear at the top of
the screen.
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Mailing Labels

Mailing labels can be generated to provide to candidates. You must use “Voter Search” to
generate the criteria. Follow the instructions for creating a list in “Voter Search.”

After you have chosen your search criteria and clicked “Search,” choose the “Reports” drop-
down menu. You can generate mailing labels by voter or by household.

The labels will generate as a report which you can save as a .pdf file or .rtf file. If you wish to
modify the file in Word, save the report as a .rtf file.
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Opening Exports in Excel

Most lists are exported as text files from I-VOTERS. If you wish to provide the list as an Excel
file, you will need to open the file in Excel and save it as an Excel document.

1. Open Excel. From the “File” drop-down or the Office button, choose “Open.”

2. Browse to your C: Drive and open your I-VOTERS folder. Change the “File Type” to “All
Files.” Find the file you just exported and click “Open.”

W Network |1 VoterPollBookExport_blackhawk_admin .. 9/29/2011 11:08 AM  Text Document it 26,065 KB
|| VoterPollBookExport_johnson_admin Par..  9/27/2011 1104 AM  Text Document it 31,765 KB

File name: ~ | Al Files

-
]
II
4

3. Be sure “Delimited” is marked. Click “Next.”

Text Import Wizard - Step 1 of 3 (Gl x

The Text Wizard has determined that your data is Delimited.,

If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type
Choosa__ﬂ_:vf _fil_(_a__t_y'pe that best describes your data:
@ Qel\mltedf - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 | Fiegrigin: | 437 : OEM United States [~]

Preview of file C:\I-VOTERS\RegisteredVoters-2011-10-18. txt.

[FIRSTNAME, MIDDLENAME , LASTNAME, NAMESUFFIX, SSN, STATUS CODE, PRECINCTNAME, CON ~
[GARMON, HOAG, ADAMS, , .2, Whittemore, 0, 956172, 706 3RD ST, WHITTEMORE
MILDRED, REGINA, ADAMS, , ,&,Whittemore,0,958629,706 3RD ST, WHITTEM
[LEEANN, KAY, ALBERTSON, , ,&,Whittemore,0,957356,0 BOX 7, WHITTEMOI
[TANICE, LOUISE, ALLEN, , ,A,Whittemore,0,960022,116 KOSSUTH ST,WHIT] ~
mn

PR T P R o

r

4. Be sure the “Tab” and “Comma” boxes are checked. Click “Finish.”

b
Text Import Wizard - Step 2 of 3 X
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
Delimiters
Teb
[] Semicolon [] Treat consecutive delimiters as one
[Comma}
Eife : Text gualifier: |* |Z|
[T space
[T other:
Data preview
[FIRSTNAME MIDDLENAME [LASTNAME NAMESUFFIX SN TATUS_CCDE [PRECINCTNAY =
[FRRMON HORG PDAMS ittemore
MILDRED  REGINA BDEMS ittemore
[LEERNN FRY RLBERTSON ittemore
[ANICE [LOUISE BLLEN ittemore| «
< n 2
[ Cancel ] [ < Back ] [ Mext > ] [ Finish ]

5. To save the file as an .xIs document, choose “Save As” from the “File” or Office button
drop-down. Browse for the location where you wish to save the file. Change the file type

from the “Save As Type” drop-down to “Excel Workbook” or “Excel 97-2003
Workbook.” Click “Save.”

July 2012 Prepared by Office of lowa Secretary of State 1-108



Modifying the Address Library

Adding an Address Range

1. Click on “Address Library” from the main I-VOTERS screen. Click on “New” at the bottom

of the “Address Library” screen.

2. The "New Address Library” screen will  E X
appear. Help
pp —Street Name Aliases — po)cok From House# To  Type Pre Direction  Street Name Street Type  Post Direction
Unit Type IUmw From Unit# To = =
. . | |
3. Enter the address range information. &, - == |
FO”OW these gl'“dellneS: County Precinct Split oter Counts
[Marion = = = Wiew Voters
I” Unusable Address [~ Mailing Address Required I~ Unit Required [~ Health Care Facility [HCF]
= House# From, House# To, & Type vt [
m‘ Split Lookup | Districts List | Save | Close |

July 2012

Enter a house number range. The

selection of “Odd,” “Even,” or “All” in the “Type” field determine which house numbers
must be entered in the “House#” fields.

If “Odd” is chosen, the “House#” ranges can only be odd numbers. If “Even” is chosen,
the “House#” ranges can only be even numbers.

Pre-Direction

Choose a “Pre-Direction” from the drop-down list or by typing it in. The pre-direction is a
direction indicator in front of the street address. This field is optional.

Street Name

Type the “Street Name” in the field. If the street already exists in the address library, be
sure to follow the same naming convention (i.e. First Street, not 1st Street). This field is
required.

Street Type

Choose a “Street Type” from the drop-down list or by typing it in. This field is optional.

Post Direction

Choose a “Post Direction” from the drop-down list or by typing it in. The post direction is
a direction indicator after the street address. This field is optional.
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= Unit# From, Unit# To, & Unit Type

Choose the “Unit Type” from the drop-down list or by typing it in. Use this for address
ranges containing only multi-unit dwellings. Enter the lowest unit number in the “Unit#
From” field and the highest unit number in the “Unit# To” field. These fields are optional.

n CI ty [} Mew Address Library il
Help
Choose the “Cit " from the dro [~ Street Name Aliases — ‘Hnusexf From House# To  Type 3 Pre D\reutitﬁ Street Mame StreetTypj Paost D\rectﬂ
. y . . - p IUnit Type IUmt# Fruml Unit:# TDI I I
down list or by typing it in. This =
1 H 1 City State Zip Raoute Number
field is required. | gl | gl
county Precinct Split woter Counts
|Marmn j | j | j | View Voters

= Zip

Remove

Choose the “Zip” from the drop-
down list or by typing it in. This field is required.

= Precinct

HCF Descript

™ Unusable &ddress [~ Mailing Address Required I~ Unit Required ™ Health Care Facility [HCF]

ion I

Choose the “Precinct” code from the drop-down list or by typing it in. This field is

required.

Important Note: You cannot add a new precinct from this screen. See the “Creating

New Precincts” instructions on page 8.

= Split

Choose the “Split” from the drop-down list or by typing it in. This field is required.

If you are unsure of the split, click on “Split Lookup.”
From “Split Lookup” screen, you can search for the
splits by precinct.

You can view the districts within a split by clicking on
the split under “Split Codes.” The districts will be listed
under the “Precinct/Districts of Split.”

Important Note: Do not add a new split from this

screen. This will not check to see if you added all
required districts to a split.

July 2012
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Split Lookup | Districts List | Save | Close |
quired [ Unit Required [ Health Care Facility [HCF]
Split Lookup | Districts List | Save Close
[} Split Laokup X
Help
Precinct Create New Split
[Da - Dallas =l Add Split
Districts
B [T CONGRESSIONAL -~ M [ Spiit Codes |
¢ = [TUnited States Representath DAMD
- STATE HOUSE
[T]State Representative Distric -
H [T]5tate Representative Distric
Bl [T]STATE SENATE
. [T]5tate Senator District 36—
E-[]IubICIaL
¢ [ 1ludicial District 54
B[] TOWNSHIP
[Mclay - -
[Moallas Precinct/Districts of Split =
[T1Frankiin Dallas
[Tindiana United States Representative Distri
[Mknowville State Representative District 072
[Lake Prairis State Senator District 36
Uibert Judicial District 54, ]
[Miberty Melcher-Dallas - 4212
- [pleasant Grove | | Melcher-Dallas
i LMIRed Rock o L R PSP TTRp
K | ol
Search Splits Select | Clear | Close
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The following items are not required but may useful to clarify address ranges.
= Mailing Address Required
Check this box if mail is not normally delivered to the physical address within the
address range (i.e. a post office box is required to receive mail).
= Unit Required

Check this box if the address range has multiple units and the “Unit#” is required.
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4. Click “Save” when you are finished entering the address range information.

a. You may get an

« - Al Overlapping Address Ranges X|
Overlapping Address
” . Help
Ran g e message If you Overlapped Address Ranges
entered a new range that From |TD | Type | Pre | Street Nar@_[r pe | Post| unit T pe| unit # | Cit: | gp _______ | Precinct | Split |Res Add| Count |
OverlapS Wlth an eXIStIng 1851 1875 Odd 108TH AVE KNOXWTL., 50138 KXT k%, YES Marion f
address range.
ThIS Screen WI” ShOW you Overlap on Street aliases
the range Of addreSS that From [ To | Type | Pre [ Street Name/Type [ Post [ Unit Type | Unit # [ Cit [zip [ Precinct [ split [ Res add [ Count |
overlaps with the address
range you are trying to
create.
oK
b. Click “OK.”
c. The following screen will appear:
| New Address Library X
Address Range being committed is overlapping with current address ranges. Heln
Street Name Aliases — \oycos From House# To Type Pre Direction  Street Name Street Type  Post Direction
[1831 [1857 [odd = | | [iosTH E0E = 4|
Unit Type Unit# From Unit# To
5] | |
City State Zip Route Number
[knoxvILLE =l [s0138 =l
County Precinct Split “oter Counts

Remove

[Marion | k=T BN EES = View Waoters

I Unusable Address [ Mailing Address Required [ Unit Required [ Health Care Facility [HCF]

HCF Description |

Split Lookup | Districts List | Save | i

d. Correct the required changes to the address range (usually the “House# From” and
“‘House# To” fields).

e. Click “Save” when finished. The “Address Library” screen will open displaying the new
address range.
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Modifying an Address Range

1. Open the “Address Library” from the main I-VOTERS screen. Search for the range you

wish to modify in the “Address Library.”

2. Highlight the range you want to modify by clicking on it. Click “Detail.”

IlI” Address Library

Maintenance  Export

=1oIx

Selection Criteria

woter Search Help

House# From House# To Type Unit Type Unit# From Unit# To
Pre Direction Street Name Street Type Post Direction
= [ gl e =
ounty City Zip Precinct Split
arion z Ely =] | =] |
R&sidential Address Mailing Address
IA\\ j IAH j [~ Search Street Aliases [~ HCF Clear
Seargh Result
Currgnt | Warkspace |
[ Frormy pe [ Pre [ Street Name ST | Post|UType [ Unit # )
[l JST Jnw [ ] [MELCHER 50
101 fal 15T 5T SW MELCHER
101 403 All 15T 5T BUSSEY
101 510 All 15T 5T ME MELCHER
101 714 All W 18T 5T PELLA
101 750 Al 15T ST SE MELCHER
107 107 Qdd 15T ST HAERVEY
202 ooz all 8 15T ST KNOXVILLE
205 811 All N 15T ST KNOXVILLE
215 615 All E 15T 5T PELLA
702 1015 All E 15T 5T PELLA
709 709 Odd 15T 5T BUSSEY
a05 1435 All WY 18T 5T PELLA
214 214 Al 15T ST SE MELCHER
1009 1009 Al 15T ST DALLAS
Hew. Detail Delete | Split Address Range | Merge Address Range | Select Report Clase

3. The “Edit Address Library” screen appears. Modify the range details as needed. Click

“Save.”
I Edit Address Library x|
Help
—Street Name Aliases — o ceg From House# To  Type Pre Direction  Street Name Street Type Post Direction
101] [so1 Jar = =l isT |sT =] raw |
Unit Type Unit# From Unit# To
City State Zip Route Mumber
[MELCHER =l s [s0163 =l
County Precinck Split “oter Counts
[Marion =] [pa =] [Mo.mD =l 51 View Vaters
I Unusable Address [~ Mailing Address Required [~ Unit Required [~ Health Care Facility [HCF]
HCF Description |
Remove
—I Split Lookup | Districts List] | Save | Close |

Important Note: You cannot add splits from this screen.

4. The “Audit Comment” screen will appear. Enter an audit comment and click “Save.” The
comment will be added to the audit logs of all voters affected by the change.

July 2012 Prepared by Office of lowa Secretary of State 1-113



Splitting an Address Range

1. Open the “Address Library” from the main I-VOTERS screen. Search for the range you
wish to modify.

2. Highlight the range by clicking on it. Select “Split Address Range” at the bottom of the

screen.

3. The “Split Address Range” screen will appear.

Il Address Library

Mainkenance  Export

S

Woter Search Help

I Criteria
House# From House# To Type Unit Type Unit# From Unit# To
Pre Direction Street Name Street Type Post Direction

=] st id = Bl

County City Zip Precinct Split
[arion =] | = =] | =
Residential Address Mailing Address
IAH = IA” = I~ Search Street Aliases I~ HcF Clear

Search Result

current | workspace |

50163
50044
50163
50219
50163
50119
50138
50138
S0219
50219
50044
50219
50163
50062

Precinct | Split

. | YES
BUTC YES

BUTC YES
PE3.... YES
MD.... YES
MD.... YES

To Type | Pre | Strest Name a i

[rol TS0l Jal [ TisT _________JST Jnw [ ] [WMELCHER ]
101 412 all 15T ST SW MELCHER
101 403 Al 15T ST BUSSEY
101 510 All 15T 5T ME MELCHER
101 714 All W 15T 5T PELLA

101 750 All 15T 5T SE MELCHER
107 107 Odd 18T 5T HA&RVEY
202 aoz2 Al S 15T ST KNOXVILLE
205 211 Al M 15T ST KNOXVILLE
215 615 all E 15T ST PELLA

702 1015 Al E 15T ST PELLA

709 709 Odd 15T 5T BUSSEY
805 1435 All W 15T 5T PELLA

814 814 All 15T 5T SE MELCHER
1009 1009 All 18T 5T DALLAS
Mew Detail | I | I\erge ~ddress Range Select Repart

Delete | Split Address Range
1

Close

E Split Address Range

x|

Help

Address Range

[t01-501

15T 5T MW MELCHER 501632

Type [

—Select Split Type

' Split by House Mumber
" Split by Odd/Even Numbers

—Address Range

From

To

Address Range #1 |

101

Address Range #2 |

[501

Apply | Cancel |

In the “Select Split Type” section, select a split type using the guidelines on the next page.
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Splitting by House Number

. « . ’ W'Split Address Range X
a. Click on “Split by House Number. = X
Help
b. Enter an ending house number for the first range iddress Ranae ijl'm 15T ST W ME-EHER 90709
. % » I ” 2
in the “To” column for “Address Range #1. r——
—~Select Split Type
& Split by House Mumber
c. Enter a beginning house number for the second * split by Odd/Even Numbers
range in the “From” column for “Address Range | ,iaress range
#2.” From To
Address Range #1 |101 |3DD
. Address Range #2  [301] j501
d. Click “Apply.”
Apply | Cancel |

Important Note: The value of the “To” range for

“‘Address Range #1” and the value of the “From” range for “Address Range #2” must be within
one digit of each other if both ranges are “All” or within two digits of each other if one range is

“Even” and one range is “Odd.”

Splitting by Odd/Even Numbers

Use this if a new district boundary splits the street down the middle.

a. Click on “Split by Odd/Even Numbers.”

b. Click “Apply.” The new range will be automatically created by I-VOTERS.
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Merging Two Address Ranges
The two address ranges you want to merge must have the following features in common:
1. Addresses must have the same:

Precinct

Split

City

Zip

Street name

Directional prefix or suffix

Street type

Mailing address required flag

Usable residential address required flag
Unit required flag

2. Addresses must have continuous house numbers.

Example 1

The “Type” of both street segments must be “All” and the “House# From” value of one
segment must be greater by one than the “House# To” value of the other segment.

Address 1: 100 — 199 W. South Street (all)
Address 2: 200 — 1510 W. South Street (all)

Example 2

The “Type” of both street segments must be the same “Even” or “Odd” and the “House# From”
value of one segment must be greater by two than the “House# To” value of the other segment.

Address 1: 201 — 699 W. Pleasant Street (odd)
Address 2: 701 — 1513 W. Pleasant Street (odd)

Example 3

If the “Type” of one street segment is “Odd” and the “Type” of the segment is “Even,” the
‘House# From” and the “House# To” values the ranges must be within one digit of each other.

Address 1: 2000 — 3906 E. Main Street (even)
Address 2: 2001 — 3905 E. Main Street (odd)
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1. If your ranges fall under these criteria, search for the ranges you wish to modify.

2. Highlight the ranges by clicking on them while holding down the “Ctrl” key on the keyboard.
Click “Merge Address Range” at the bottom of the screen.

it ncdress Library i _|olx

Maintenance  Export

woter Search Help

ion Criteria

House# From Housed# To Type Unit Type Unit# From Unit# To
| -
Pre Direction Street Name Street Type Post Direction
| [PLEnsanT I =l |

County City zip Precinct split
[Warion =l = | | =
Residential Address Mailing Address
Jai =] Ja =| I Search street Aliases [~ HCF Clear

Search Result

current | warkspace |

From | To [ Type [ Pre [ street Name [s7_[PostuType [Unit# [ cit [zip__[Precinct [ split_[Res |
100 199 Al i PLEASANT ST KMOXVILLE 50138 KX1 Kx1... YES
10 1600 All E PLEASANT ST KHNOXVILLE S0138 KX1 Kx1... YES
102 701 All W PLE&SANT ST PLE&ASANTVILLE 50225 PVLLE PY.PV  YES
1515 1515 i PLEASANT 8T KMOXVILLE S0138 Kxd4 Kx4... YES
1526 1554 PLE&SANT DR PELLE 50219 PE3 PE3.. YES
1700 3906 . E PLEASANT 8T KMOXVILLE 50138 KX1 Kx1... YES
1701 3523 E PLEASANT ST KNOXVILLE S0138 KXT KXT.... YES
200 1906 LW PLEASANT ST KHOXVILLE 50138 KX3 Kx3... VES

539 S [kxi JKei |

0f MO

New | petal | oelete | pit adcrecs R floe | Merge Address Rangs | ezt | Report | Closs

3. The “Merge Details” screen will appear. This screen shows the address segments before
the merge with each voter count and the new address segment after the merge with the new
voter count.

i | Merge Details ll
Help
Address Ranges Woter Count

—Before Merge
201-699 W PLEASANT 5T EMNOXVILLE 50138 13
F0O1-1513 W PLEASANT 5T KMNOXWILLE 50138 19

— After Merge
201-1513 W PLEASANT 5T KNOXWILLE 50138 32

Spply I Cancel |

Review the information carefully. Once you are sure the merge is correct, click “Apply.”
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Elections with State and Federal Offices

Any time a state or federal office is included on the ballot, you will receive a certification from the
So0S. Use the certification to prepare and proofread your ballots.

SoS Candidate Certification

The official list of the names of all candidates for state and federal offices is called the
certification or certificate. Only candidates named on the certificate can have their names on the
ballot for state and federal offices. This certificate tells you the correct spelling of candidate
names. The certificate will be sent as soon as possible after the filing period is over.

[843.73]

Inspecting the Certificate

1. Check names and districts.

Read the list of offices and candidates’ names. Be sure all names and district
numbers are correct.

= U. S. Representative: each county is entirely within one congressional district.
[Art. Ill, 837, lowa Constitution]

= |owa Senate: either all the even-numbered OR all the odd-numbered lowa
Senate districts will be on the ballot at the same time at a general election unless
there is a vacancy that must be filled.
[842.4(8)]

= |owa House: all state representative (lowa House) districts in your county will be
included at every general election.

2. Note sequence of offices.
Do not change the order of the offices. They are listed on the certificate in the order in
which they must appear on the ballot.

[§39.17, 39.21]

Important Note: Sample ballots and additional requirements for specific types of election can
be found in the election-specific chapters of this handbook.
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Other Printing Guidelines

No “Caterpillar” Offices

Do not divide the list of candidates for any office onto more than one column on a ballot. If there
is not enough room to include all candidates in one column, start the office at the top of the next
column. Print all of the candidates and the write-in lines for each office in a single column. Do
not split any office into more than one column.

Lines

[IAC 721—22.102(8)]

Print lines on the ballot to separate the following sections if you have more than one section:

Partisan Offices
Non-partisan Offices
Judges

Public Measures
[49.37(1), IAC 721—21.203(8)]

Headings

Headings may be printed for the following, if applicable:

Straight party voting
Other political organizations
Partisan offices

o Federal offices

o State offices

o County offices
Non-partisan offices
Judicial ballot

o The judicial ballot must be distinguished by headings and lines.
[IAC 721—21.203(8)]

Constitutional amendment(s) and public measures, if any

Best Practice: If you use headings to name one public measure, you must use
headings for all the public measures on the ballot.
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More than One Office Prohibited

If candidates file nomination papers for more than one office on the ballot, the candidate must
file an affidavit on or before the last day to file candidate nomination papers declaring the one
office the candidate wants to run for. If the affidavit is not filed, the candidate’s name cannot
appear on the ballot for any of the offices for which the person filed nomination papers.

Exception: This prohibition against seeking more than one office does not apply to:
= Agricultural extension council members, or

= Soil and water conservation district commissioners.
[839.11, 49.41]

Dual Affiliation Nominations Prohibited

A person cannot run for an office as a candidate of more than one political party or organization.

If two or more political parties or organizations nominate the same person for the same office,
the nominee must designate with which party or organization the nominee wants to be listed on
the ballot. This designation must be filed with the auditor for county and township offices.

If the nominee does not file this designation, the name will appear on the ballot with the name of

the political party or organization that filed the earliest set of nomination papers.
[849.38 - 49.40]

Candidate Deaths

Before Withdrawal Deadline
1. Primary Election Nominations

If a candidate nominated for the Primary Election dies before the withdrawal deadline,
the candidate’s political party may hold a nominating convention to nominate another
candidate. See 843.23 for the candidate nomination paper filing deadline.

[843.23]

2. Chapter 44 Nominations

If a candidate nominated by a non-party political organization (NPPO) convention dies
before the withdrawal deadline, the NPPO may hold a nominating convention to
nominate another candidate. See §44.11 for the candidate nomination paper filing

deadline.
[844.11]
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After Withdrawal Deadline

In general, if a candidate dies after the withdrawal deadline for an election, the candidate’s
name must remain on the ballot. The votes for that canvass must be canvassed. If the
candidate is found to be declared elected, a vacancy will exist and must be filled following the
appropriate vacancy procedures.

[843.79]

Certain Federal and State Offices and County Supervisor at General Election

If a candidate for U.S. senator, U.S. representative, governor, attorney general, state senator, or
state representative dies 88 days or less before the general election or if a candidate for county
board of supervisors dies 73 days or less before the general election, the votes for that office
must not be canvassed.

A special election must be held to fill the seat on the first Tuesday after the second Monday in
December. Candidates whose names were listed on the general election ballot are also
candidates for the special election. The deceased candidate’s political party may nominate
another candidate by a holding a nominating convention. A political party which did not have a
candidate on the general election ballot for that office may also hold a nominating convention to
nominate a candidate. No other NPPO candidate or candidate “Nominated by Petition” whose
name was not listed for that office on the general election ballot may run in the special election.
[843.78, 49.58]
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Step 4: Ballot Rotation of Offices
Determine if ballot rotation is necessary and in which offices.
Rotation changes the order of the candidates’ names on the ballots so each candidate has a

chance to be listed first. See the election-specific chapters for rotation information for each type
of election.

The Basics of Rotation

= Rotation may be required in all elections in which candidates are on the ballot,
depending on the circumstances.

= Rotation is never required in a race for which candidates are running unopposed.

= Rotation is never required if the office or measure will appear on the ballot in only one
precinct.

= Rotation is not required on public measures, judicial retention, or constitutional
amendments (i.e. you don’t have to put the “yes” option first on half the ballots and the
“no” option first on the other half.) The “yes” option is always first and the “no” option is
always second.
[849.45]

= Determining whether or not rotation is necessary must be done office by office.

= |f precincts are merged/consolidated, only the merged precincts are listed when you
make your X-chart and rotation chart.

Ballot Rotation for Vote Centers

Candidates’ names must be rotated based on general election precincts or on the consolidated
precincts that were used in the last regularly scheduled election for the jurisdiction in which vote
centers were not used.

Special Elections

Rotation rules for offices to fill vacancies follow the same rules as the regular election for that
jurisdiction (i.e. special city elections follow the rules for city elections. Special school elections
follow the rules for school elections, etc.)

Rotation is never required for a partisan special election unless it is being held to fill two at-large
board of supervisors seats (unlikely).
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Generating Ballot Styles

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. Open “Election Management” from the main I-VOTERS screen.

2. Under “Measures and Races,” review the measures and races to confirm information has
been entered and certified contests from other counties have been included.

3. Click on “Ballot Styles.”

4. Click on “Generate Styles” at the bottom of the screen.

Ballot Styles [’ Shared Races Only Save

print Absentee L abels contests | spasial Considerations |

Election Register District [1tem ]

Election Expenses

Election Results

Process Election Register

Process Absentee Ballots

Duplicate Ballot Report

Post History & Close Election

Exit

Precincts | spits | I7| Get Voter Gounts
Precinct | Polling Place | Total
Get Voter Counts
Refrash Wizard Status ‘I—Pmcessl:nmp\eted Generate Styles |I Resync Voter Pull Absentees View Absentees
——
5. Verify the ballot styles that have been created.
6. Rename the “System Ballot Styles.”
To do SO, click on the Style type Election Type: General Description: Test2 General
{3 ” -5t I
under . S:[‘yles. ) Type tr:e new pofﬂne;maces ‘ System Ballot Style | Ballot Ratation
name in “Style” in the “System | 2 sye oo
Ballot Style” tab. j
Style [party [ voters| color
BV TWNSHP 4]

Important Note: Do not use S 4 |
the “Polling Places” drop- 004 0 A save |
down to select a Style_ ggg g Contests | Special Considerations

7. Click “Generate Ballot Styles” again. This will rename all the styles under the “Ballot
Rotation” the same as your “System Ballot Style.”
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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
r Bx.B¥=I IMM -Indepe BAXTER BAXTER
| KLMT=H HR -Hickory KELLOGE CI KELLOGG CI
| LB.NT=M NS - Mewtan- LAME GRV LAME GEV
| ] LW LS-EL. EL - Elk Creek LYMMWILLE LYMMNVILLE
| ] MG CM=C CP - ClearCre MINGOD MIMNGO
| ] MW1-1.1 MT1-1-Mewt MNT 1-1 MT 1-1
| MW1-2.1 MNT1-2 - Mewt MNT 1-2 MT 1-2
| MW2-1.1 MNT2-1 - Mewt MNT 2-1 MT 2-1
| HNW2-2.1 NT2-2 - Newt NT 2-2 MT 2-2

MW3-1.1 NT3-1-Mewt NT 3-1 MT 3-1
| MW3-2.1 NT3-2 - Newt NT 3-2 MT 3-2
| MWd-1.1 NT4-1 - Newt NT 4-1 MT -1
| MNWd-2.1 NT4-2 - Newt NT 4-2 MT 4-2
| ] 08, GHN=H HR - Hickory  CaKLAND AC OAkKLAND AC
| ] RS.PM=F P& -Palo slto REASHNOR REASHOR
| ] S¥.LS5=EL EL - Elk Creek SULLY SULLY

WL.CM=C CP - ClearCre WALERIA WAl ERLA

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 B Sustmsallscstrle | [FSeRoron |
A ! j Split | Precinct Code| Absentes Ballot| Palling Place B
Styles WI” be dOUbled to account for the 1 J »  BWLS=HR.1 HR-Hickary HickGrovD HickGrovD
separate Democratic and Republican ES)S'TEREPQS |E::Y | VOt%l _ |BVNT-HR3 HR -Hickory HickGrovD HickGrovD
ballots. Use “D” and “R” when naming DlsT REP29 DEM EEEE oLl ndepe TMD i
. RET REp 28 REP o |CC.BF=CP.1 CP-ClearCre CCPowD CCPowD
the ballot styles. These designations will RfST REP2O REP 0 |cCex=CP.2 CP-ClearCre CCPowD CCPowD
. . CC.CL=CP3 CP - Clearcre CCPOwD CCPowD
print on the absentee labels and will | cC.CM=CP5 cP -clsz:c: CCPE:D CCPE:D
help to determine which absentee ballot . cr CF-1-Colfax CalfaxiD Colfax1D
. _CcF2a CF-2 - Colfax  Colfax2D Colfax2D
to Issue the voter. _ CF31 CF-3 - Colfax  Colfax3D Colfax3D
. CF3Z CF-3 - Colfax  Colfax3D Colfax3Dl
Important Note: Do not use the ) T -

“Polling Places” drop-down to select a style.
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Temporary Polling Places

For special elections only, once you have completed generating and renaming your ballot
styles, click on “Polling Places” at the very top of the screen under the blue border and choose
“Temporary Polling Places.”

1. Under the “Polling Place Name” column click on the listed polling place and a drop-
down list will appear. If the correct polling place is not listed, you will need to add the
polling place under “System Configuration.”

= Under “System Configuration,” click on “Polling Place/Location.”
= Click on “Locations.” Click “New.”

= Complete the details and click “Save.” The only . .
required information is the “Code” and “Name” of ~ DECIITTTISSSIIIT -]

Temporary polling place updated successfully. Woter Search Help

the pO”Ing place, — List of Polling Places

Precinct Code| Precinct Name | Palling Place Nam | Alternate Name | Splits
Bancroft Ramsey BANCROFT CITY H Bancroft City Hall ...

2. Select the correct polling place from the drop-down
list.

This same name also needs to be typed or copied
into the “Alternate Name” box so that both columns
match each other.

3. If the polling places are different within the same | e don_|
precinct, you will need to select the adjacent box
under the “Splits” column by clicking on the “....” to allow you to assign the polling
places at the split level. Follow the same process
as above and make sure both your “Polling
Place Name” and “Alternate Name” columns
match each other and then hit “Save.”

1ol

Moter Search Help

Precinct: Bancroft Ramsey

split Code | Palling Place Name | &lternate Mame

BANCROFT CITY HALL PCT #5(  Bancroft City Hall
BAMCROFT CITY HALL PCT #5(  Bancroft City Hall
BAMCROFT CITY HALL PCT #5(  Bancroft City Hall

4. Only choose “Save” if the information in both
columns matches for all listed precincts.

Important Note: Once you have started working on

temporary polling places, you cannot change the type of
election under “Election Details.”

1
| Save Close ‘

Pulling Absentees

After you have generated ballot styles and assigned temporary polling places (if necessary), in
the “Ballot Styles” menu, click “Pull Absentees” at the bottom of the screen to pull in the
UOCAVA absentee requests and any election-specific requests you may have entered. This will
move the open requests to “Print Absentee Labels” for printing when paper ballots are ready.
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Printing Election Reqisters

Plan how and when you will print the election registers. While you plan, consider the election
date and voter pre-registration deadline. Decide whether you will need lists of all registered
voters in the county (master county registration lists) in addition to the election registers.

Things to keep in mind:

The later the election registers are printed, the less amount of updating will be necessary
by the precinct officials on the night before the election. Be careful! Waiting to print
election registers until the last minute could be disastrous if something comes up that
prevents you from being able to print registers (ex. power failure at the courthouse,
natural disaster, internet connection problems, etc.)

Before printing out the registers, run each register in I-VOTERS and save it as a PDF.
That way, you know that you have files containing the register for each precinct in case
of an emergency. Instructions appear below.

Once the voter pre-registration deadline has passed, the only updates the registers will
need to reflect are the voters who are already registered in the county who make
changes, move away, die, etc.

After the last absentee vote has been cast in your county on the day before the election,
you should print the supplemental additions and deletions register and then either
update the registers or distribute the additions and deletions registers to your PEOSs so
that the election registers can be updated to reflect the changes.

In order to pull the election registers:

Choose “Election Management” from the main screen in I-VOTERS. Click on the election you
are conducting and then click “Details.”

Select “Election Register” from the left-hand navigation menu.

Click on “Pull Voters” toward the bottom right-hand corner of the screen and the “Generate
Election Register” sub-menu will appear.

Always select “By Polling Place”

Optional: You can select “Break Pages Alphabetically” if you want the next letter in
the alphabet to always appear on a new page.

Select “Ok” and answer “Yes” to validity of polling place assignment.

Highlight the election register you wish to print from the list and hit “Print.” The
“Election Register Print Options” menu will appear.

Select “Print” or fill in any of the fields listed that you want to change (e.g. No. of blank
pages, New Election Name or Register Format) and then select “Print.”
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When Voters Must Show ID

Non-EDR voters are required to show ID before they are allowed to vote if:
= Their voter registration status is “Pending”
= Their voter registration status is “Inactive”

= Their names do not appear in the election register because they moved from a different
precinct within the county

= The PEOs do not know them and ask to see ID
In these cases, voters may use any of the following forms of ID if it has their name:

= Non-expired photo ID (this may list a previous address)

= Utility bill, including cell phone bill with current address

= Bank statement with current address

= Paycheck or government check with current address

= Other government document with current address
Documents presented must be actual documents, not documents displayed on smart phones or
other technological devices.

[848A.8, 49.77, IAC 721—21.3]

If a voter is asked to show ID for one of the reasons listed above and cannot provide it, the voter
must use EDR attestation procedures or cast a provisional ballot.

Temporary licenses or IDs issued by the lowa Department of Transportation must be accepted
as proof of identity and/or residency while the temporary ID is valid. The temporary ID is valid
for 30 days, and each one will have an expiration date printed on it.

EDR voters are required to prove both who they are and where they live. See the Voter

Registration chapter for a list of acceptable EDR identification documents and the attestation
procedure.
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When Voters Must Cast Provisional Ballots

Voters must cast a provisional ballot for the following reasons:

=  When they cannot prove they are qualified to vote by showing ID when required to do
So.

=  When they requested an absentee ballot but cannot surrender it at the polls and PEOs
cannot confirm whether the auditor has received the voter's absentee ballot. See the
next page for more information.

= When their qualifications to vote were challenged at the polls and the challenge was not
withdrawn. [849.81, 53.19]
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Confirming a Voter’s Absentee Ballot has not been Received/Voter has not Corrected a
Defective or Incomplete Affidavit

The auditor may choose to instruct PEOs to call the auditor’s office when a voter who has
requested an absentee ballot appears at the polling place but does not have an absentee ballot
to surrender. Once the auditor has confirmed that the person’s absentee ballot has not been
returned to the auditor, the auditor can instruct the PEOSs to allow the voter to cast a regular
ballot.

The same is true for voters with defective or incomplete affidavits who have not completed the
affidavit or voted a replacement ballot. Once the auditor makes that confirmation, the PEOs
should allow the voter to cast a regular ballot at the polls.
To confirm the status of an absentee ballot in I-VOTERS:

1. Open the voter’s record.

2. Go to the “Elections” menu at the top of the voter’s record and select “Active Ballot.”

3. Find the non-voided ballot by looking for a “NO” in the “Ballot Voided” field.

ilr Active Election Ballots - i LI
Help
Election Name
Active Ballots

Ballot: desd|Trackmq No |Abs Seq N\ Ssnt Dats | Received Date| Print Date | Residential Address | Ballot Style |F'rscmct Code | Balle
7 09/17/2010(1713 11TH ST CORALVILLE, 1A 52241 [CITY REP30

Follow the instructions below based on whether the ballot has a “Received Date” listed.

Ballot Has Not Been Received
If the non-voided ballot does not have a “Received Date” listed:

1. Instruct the PEOs to allow the person to vote a regular ballot because you have not
received the voter’s absentee ballot.

2. Close the “Active Ballots” menu.

3. Void the voter’s request to ensure that the person’s Residence Absentee | History | Cantacts | vatina Histary |
absentee ballot will not be counted if it comes in after Dates/Elections | Seq Num | Source | Address Coun
6/5/2012 Counter ... ress on File

election day.

a. Open the “Absentee” tab on the voter’s
record.

b. Highlight the non-voided request and select
“Void.” In the void comment box, enter
“Voted at polls.”

Ll | 2

[~ Special Absentee 4 .iive pallots Add Details | Void |
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Ballot Has Been Received
If the non-voided ballot has a “Received Date” date listed:

1. Scroll to the right using the scroll bar to see the “Ballot Status.”

I Active Election Ballots LI
Help
Election Name |11/02/2010 2010 Jefferson Co. GENERAL Elec = |
Active Ballots
I | Residential Address |Ballot style | Precinct Code | Ballot Stage | Ballot Type |Ballot Status | Ballot Status Reason

306 W FILLMORE AVE FAIRFIELD, [4S MOSTCITIES FFS Processed QOriginal Defective Affida
306 W FILLMORE AVE FAIRFIELD, [ 5 |MOSTCITIES eceived Replacement

2. If the “Ballot Status” for the non-voided ballot is blank:

a. Instruct the PEOSs the person must vote a provisional ballot because you have
already received a voted absentee ballot from this person.

If the “Ballot Status” says “Defective Affidavit” or “Deficient Affidavit/Incomplete”:

a. Instruct the PEOs to allow the person to vote a regular ballot because the voter
never corrected the defective or incomplete ballot. The defective or incomplete
ballot must be rejected by the ASVP board.

b. Void the voter’'s request. To do so, you must first unprocess the ballot as
defective or incomplete and then unreceive the ballot.

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

2. Search for the voter’s ballot.

3. Change the voter’s “Ballot Status” to blank and click “Save.”

1
Ballot Status | j

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

5. Choose the election from the “Election” drop-down. Enter the voter’s
“Abs Seq Num” and click “Search.”

Il Receive Absentee Ballots

Voter Search Help

Search
Election || j Batch Date From Batch Date To
Abs Seq Numl Voter ID Ballot ID Search Clear
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6. Highlight the batch by clicking on it and click “Receive Ballot.”

Voter Search Help
Search
Election [06/05/2012 Polk County Primary Election _~| Batch Date From Batch Date To |
Abs Seq Num|11 Vater 1D Ballot 1D Search Clear
Ballots | undeliverable | Not voted |
Receive Date Total Count | Acceptec Rejected | Defective Affid...
06/14/2012 a5 Jo_____Jo_____]
< | i
New Receive Ballot | Unreceie Baich | File Upload | Absentee List |  Print Labels |

7. Highlight the voter’s information by clicking on it and click “Unreceive.”

List of Ballots in the Batch

Item # Abs Seq Num | Ballot ID Vo

Details | Unreceive Hold Voter sSummary| Hoi

8. Click “Yes.”

T Delete Ballot

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

9. Open the voter’s record. Click on the “Absentee” tab.

10. Highlight the non-voided request and select “Void.” In the void comment
box, enter “Voted at polls.”

Residence Absentee | History | Contacts | Voting Histnr\f'

Dates/Elections | Seq Num | Source Address County
/5/2012 Tr... Address on File

< | ¢l

™ Special Absentee » +iye Ballots Add Details | Void |
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Notice to EDR Regqistrants

In precincts where an electronic poll book program is not used, PEOs must hand each election
day registrant a “Notice to Election Day Registrants” and ask the registrant to read the
information.

[8721—21.7(4)]

The notice informs registrants that if they have ever been convicted of a felony and have not
had their right to vote restored, they are committing a Class D felony if the proceed to register
and vote. The notice also details what options the voter has if the voter is not 100% sure of the
status of the voter’s voting rights and also lists the other requirements to be a registered voter.

Precincts that use an electronic poll book program that has been properly uploaded with the
statewide felon data are not required to use this notice.

The “Notice to Election Day Registrations” is available in the Election Forms Library.
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Chapter 5

Post Election Day

This chapter of the handbook is broken into categories of related tasks and deadlines that apply
to all elections to help you plan how you will manage all of the details.

When something applies only to a particular type of election, that information is noted.

When planning for an election, also see the election-specific chapters of this handbook for
details that apply just to that election.
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The Day After - Wednesday

Returning Supplies

Election supplies from each precinct, including the election register, tally list, and ballots, must
be returned by noon the day after the election. Send messengers for all supplies not returned by
noon.

Upon receipt of the ballots, verify the quantity of ballots received against the number listed on
the ballot record and receipt. Resolve any discrepancies between the number of ballots returned
and the number of ballots delivered. Sign the ballot record and receipt once the numbers have
been verified. The ballot record and receipt is available in the Election Forms Library.

[849.65, 50.10, 50.17, 50.23]

Storing Ballots

Carefully preserve all ballots, including those not voted. The packages are to be kept unopened
in a safe place for six months for non-federal elections and 22 months for federal elections. The
ballot packages may be opened only if there is a recount or if an election contest requires that
the ballots be examined. At the end of the retention period, destroy the ballots. See the election
document retention record available in the Election Forms Library.

Note: Chairpersons of each political party must be notified before ballots are destroyed. Each
party must have an opportunity to designate a person to witness the destruction of the ballots.
[850.9, 50.12, 50.13, 50.15, 50.19]

Storage Space

Make sure you have enough space for storing unvoted ballot stocks and for filing absentee
ballot requests, voter registration forms, voted ballots, etc.

Check to see if the required period of retention has passed for any documents you are storing
and discard them to make space.

See the election document retention record available in the Election Forms Library for more
information.

Provisional Ballots Listed

Post a list of the number of provisional ballots cast in each precinct as soon as possible but no
later than 9 a.m. on the second day following the election. Any elector may look at the list of the
number of provisional ballots cast and the affidavit envelopes of provisional voters during
normal office hours until the ASVP board reconvenes to consider the provisional ballots.

If the ASVP board must reconvene to consider the provisional ballots earlier than the Thursday
after the election, try to post the list of provisional voters before the ASVP board reconvenes at
noon on Wednesday.

[850.20]
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ASVP Board

Dates to Reconvene the ASVP Board

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.

Important Note: 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. See
the “Dates to Reconvene the ASVP Board” chart.

Election County Canvass Date Reconvene ASVP Board
School Friday after election Noon on Wednesday following election
[8277.20] [850.21]
Thursday following election . )
City Primary no earlier than 1 p.m. Naon on Wedn?gggégllowmg election
[8376.7] '
Regular City First Monday or Tuesday after election No earlier than noon on Thursday
following election

without runoff provisions

[850.24]

[§50.21]

Regular City
with runoff provisions

Thursday following election
no earlier than 1 p.m.
[8376.9]

Noon on Wednesday following election
[850.21]

First Monday or Tuesday after election

No earlier than noon on Thursday

City Runoff following election
[850.24] [§50.21]
i First Monday or Tuesday after election No earlier than noon on Thursday
Primary [§43.49] following election
' [850.21]
First Monday or Tuesday after election No earlier than noon on Thursday
General [850.24] following election
' [850.21]
Special See pg. 5 of this chapter See Special Elections chapter

Important Notes:

Canvass on Monday or Tuesday

When the U.S. Post Office is closed on the first Monday or Tuesday after the election, the
canvass may 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.

July 2012
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Number of Board Members When Reconvened

The number of members on the ASVP board may increase or decrease depending on the
number of provisional and challenged absentee ballots to be considered. If no provisional
ballots were cast, the board will be reconvened only if there are absentee ballots to be counted
before the canvass.

The board may divide itself into panels of no less than three members each to consider

provisional and challenged ballots. Each panel must include a Democrat and a Republican. Not

more than a simple majority of the members of a panel may be from the same political party.
[850.21, 50.22]

Provisional Ballots and Challenged Absentee Ballots

The ASVP board must review all the information on the provisional ballot envelopes and all of
the evidence submitted (if any) regarding the qualifications of each voter. The decision to count
or reject each ballot must be made on the basis of information on the envelope containing the
provisional ballot, the evidence concerning the challenge, and any pertinent voter registration
documents.

[850.22]

All provisional ballots and challenged absentee ballots counted by the ASVP board must be
counted in the same manner as all other ballots tabulated for the election. If voting equipment
was used, these ballots must be run through the ballot scanners.
[IAC 721—26.4]

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. This means that provisional ballots cast by
absentee voters should be considered by the ASVP board after the absentee receipt deadline or
immediately prior to the canvass, whichever is applicable.
If the absentee ballot must be rejected for any reason, the ASVP board should then consider the
provisional ballot for counting.
Rejecting Provisional and Challenged Absentee Ballots
The ASVP board may only reject provisional and challenged absentee ballots when:

= Voter did not provide ID and was required to do so

= Voter was not registered in the precinct on Election Day

= Voter already returned an absentee ballot that was counted (provisional voters)

= Voter is not qualified to vote
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= Voter is inactive or pending and has not provided ID as required by the time the ASVP
board meets to consider provisional and challenged absentee ballots

The board must notify voters if their ballot was rejected within 10 days of the rejection. Sample
notices “Notice to Voter of Rejection of Provisional Ballot” and “Rejected Absentee” are
available in the Election Forms Library.

[850.22, 53.25]

Rejected ballots should 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 and special voters precinct” and the date of the election at which the ballots were
cast. The envelopes must also be signed by the precinct election officials.
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 must be returned to the auditor at the conclusion of the meeting.

[853.26]
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Absentee Ballots Received After Election Day

The ASVP board must also canvass any absentee ballots which were received after election
day but before the deadline for their return. Check the post office for absentee ballots at the
latest practicable hour before the canvass by the board of supervisors. The board must follow
the usual standards for rejecting absentee ballots and count any acceptable absentee ballots.
[853.25, IAC 721—21.352, 21.353, 21.354, 21.355]

The board may need to meet again on the day of the canvass to complete the tally of absentee
ballots. The board will need to submit their tally list to the board of supervisors before the
conclusion of the county canvass.

[850.22, 53.17]

All provisional ballots and challenged absentee ballots absentee ballots counted by the ASVP
board must be counted in the same manner as all other ballots tabulated for the election. If
voting equipment was used, these ballots must be run through the ballot scanners.

[IAC 721—26.4]

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. 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.

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 after the election.

If the canvass is earlier than noon the Monday following the election, ballots must be received
no later than the time the canvass is scheduled. 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]

Electronically Returned UOCAVA Ballots

Emailed and faxed ballots from UOCAVA voters must be received before the polls close on
election day (Central Standard Time). Late ballots cannot be counted.
[8721—21.320(4)]

July 2012 Prepared by the Office of lowa Secretary of State 5



Canvass of Votes

Canvass Dates

Election canvass dates vary based on the type of election being held and the statutes
authorizing the election. The tables below show the canvass dates. If the canvass date is a
public holiday, the date of the canvass must be moved to the next business day.

Election County Canvass Date State Canvass Date
School* Friday after election
choo [§277.20]
Thursday following election
City Primary no earlier than 1 p.m.
[8376.7]
Regular City First Monday or Tuesday after election
without runoff provisions [850.24]
] Thursday following election
Regular City

. 7 lier than 1 p.m.
with runoff provisions no eariier than 1 p.m

[8376.9]
Citv Runoff First Monday or Tuesday after election
Y RUNO [§50.24]
Pri First Monday or Tuesday after election No later than 27 days after election
rimary [§43.49] [§50.38]
G | First Monday or Tuesday after election No later than 27 days after election
enera [§50.24] [§50.38]
. . ial Electi D
Special See Special Election Canvass Dates chart. See Special Election Canvass Dates

chart

*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.
[8260C.15(4)]

Important Notes:

Canvass on Monday or Tuesday

When the U.S. Post Office is closed on the first Monday or Tuesday after the election, the
canvass may 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.
[IAC 721—21.13]
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Special Election Canvass Dates

Special Elections County Canvass Date State Canvass Date

First Monday or Tuesday after election

School [850.24]
Thursday following election
City Primary no earlier than 1 p.m.
[8376.7]
Regular City First Monday or Tuesday after election
without runoff provisions [850.24]
) Thursday following election
with Irquengol#arrg\lltigions no earlier than 1 p.m.
P [§376.9]
Citv Runoff First Monday or Tuesday after election
y Runo [§50.24]
Special to Fill Vacancy — First Monday or Tuesday after election
County Office (869.14A) [850.24]
Special to Fill Vacancy — Thursday following election Within 5 days of receiving abstracts
State/Federal Office no earlier than 1 p.m. [850.46]
(869.14) [850.46] '
. . See Special Elections chapter or consult the See Special Elections chapter or
Other special elections
lowa Code. consult the lowa Code.

Important Notes:

Canvass on Monday or Tuesday

When the U.S. Post Office is closed on the first Monday or Tuesday after the election, the
canvass may 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.
[IAC 721—21.13]
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Preparing for Canvass

Compiling Election Results

For primary and general elections, election results must be entered into the results program
specified by the SoS. The results may also be entered in IVOTERS if desired.

For all other elections, election results may be entered in I-VOTERS.

Entering Results into I-VOTERS

1. Open “Election Management” from the main I-VOTERS screen.
2. Open the election by highlighting it and clicking “Detail.”
3. Click on “Election Results” from the menu on the left side of the screen.

4. If you have a message that “Results data has not yet been pulled” or if the “Absentee
Precinct” is the only polling place visible, the results data has not been pulled yet.

Click “Pull Results Data.” It may take a few minutes.

T Election Management
Ual|ot Siyles Address Library Pul Petition:  Polling Places CASS  Districts Precincts  Absentee Voters  Reports Export

Voter Search Help

| Election Date: Nov-08-2011 _Election Type: City iption: Kossuth County City Election 2011 |

Election Details Measures Results ~ Races Results

@Include Certified Contests
(DElection Ternplate _
T —r— cy-vote for JREIENEIE
{Fost Shared Cantests  Polling Place _votes
GBallot Stvles. Polling Place Candidate [ # OF votes
@Ballot Review =ABSENTEE PRECINCT Chris Newton
Print Absentee Labels OVER_VOTE
Election Reister SCATTERING
Election Expenses UNDER_VOTE
(DElection Results
Process Election Register
(DProcess Absentee Ballots
Duplicate Ballot Report

(TPost History & Close Election

Exit

© Unofficial & official

ELEWE Bend Council Member - to fill vacan

< | 2] | add write-In |

Refresh Wizard Status I~ Process Completed Pull Results Data Save ‘

5. Select “Yes.”
W results il

=

Pulling race results again, will delete all existing data.
Click ¥es, to repopulate the race results data. Click Mo
to abort the process.

[ ves |  mo |

g

Important Note: If results data has already been entered, clicking “Yes” will overwrite
any data already entered.
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10.

11.

Select the “Measures Results” or “Race Results” tab to begin entering results. Be sure

“Official” is marked.

Select a race from the “Race” drop-
down menu.

Enter the term start date.

Highlight a polling place by clicking on
it and enter the results in the “Votes”
box.

Important Note: Be sure to enter the
number of overvotes and undervotes if
voting equipment was used.

Names of write-in candidates are only
entered if they received five percent or
more of the total votes cast for that
office. Otherwise, write-in votes will be
reported under “Scattering.”

M Election Management

Ballot Styles  Address Library Pl Petitions

Polling Places CASS Districts Precincts  Absentee Voters Reports Export

Voter Search Hell

Election Date: Nov-08-2011

Election Type: City

Description: Clay County City Election

Election Details

Include Certified Contests
Election Template
Measures & Races

Post Shared Contests
Ballot Styles

Ballot Review

Print Absentee L abels
Election Register
Election Expenses
(DElection Results
(DProcess Election Register
(DProcess Absentee Ballots
Duplicate Ballot Report

(post History & Close Election

Exit

Measures Results  Races Results

€ Unofficial

O _] Start Date

% [ountywide Votes

—Polling Place

Polling Place Candidate

| # Of votes

*ABSENTEE PRECINCT
DICKENS

OVER_VOTE
SCATTERIMNG
UNDER_VOTE

Marlan 4. Hagedorm
Perry A, Leslie
steven W, Simmons

—Winners

Candidate

| Tatal votes | Tatal % [ winner |

Marlan &, Hagedom 0 100
Perry A, Leslie
Steven W. Simmons 0 100 r

0 100 r

»

Add write-In |

show winners | show Al |

a. To add a write-in candidate, click on “Add Write-In.” Type in the write-in’s information

and click “Save.”

b. Type in the results for the votes for the write-in candidate.

Be sure the “Include” box is marked for each candidate.

-Winners

| Tatal vates | Total %

| winner | Runoff | Includs |

I-VOTERS will only allow for 8 boxes to be checked. If there were -’ o0

more than 8 candidates, run your abstracts and election canvass
summary as RTF files and modify them to include all candidates.
Please call the Help Desk (1-877-442-7670) for assistance if

needed.

! L

r r ~
r r ~
r r v

Add write-In |

Show Winners | Show All |

If you are the control county, select the winner by checking the “Winner” box.

Important Note: The percentages shown here do not include overvotes and undervotes

and that is correct.

When entering results for measures, be sure to mark the “Passed” box if the measure

passed.

# Of Yes 54 # 0f Mo 26 Total 80
¥ Process Completed Pull Results Data | Save | ‘

12. When all results are entered for a polling place/precinct, click “Save” before moving on to

July 2012

the next polling place/precinct.

Prepared by the Office of lowa Secretary of State



Canvass Materials
Prepare the following materials for the canvass:
1. Tally lists

Gather the tally lists from each precinct to deliver to the board of supervisors.
[850.24]

2. Abstracts of votes

The abstracts are the official permanent record of the election. See the instructions on
the following pages for preparing the abstracts.

3. Election canvass summary
See the instructions on the following pages for preparing the canvass summary.
4. Provisional ballot tally

The number of provisional ballots rejected and not counted must be made public at the
canvass.
[850.22]

For the general election only, the number of rejected provisional ballots and the reasons
for their rejections must be reported to the SoS. The SoS is required to report these
numbers and corresponding rejection reasons to the EAC. The ballot rejection tally sheet
is available in the Election Forms Library.

5. Rejected absentee ballot tally

For the general election only, the number of rejected domestic absentee ballots and
rejected UOCAVA absentee ballots and the reasons for their rejections must be reported
to the So0S. The SoS is required to report these numbers and corresponding rejection
reasons to the EAC. The ballot rejection tally sheet is available in the Election Forms
Library.
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Preparing Abstracts of Votes

For most elections, two sets of the abstracts for each office and measure are needed. The office
abstracts must include all of the following information:

1. Name of each person who received votes for each office and the number of votes each
person received

2. Name and number of votes received by each write-in who received five percent or more
of votes cast for an office

The names of candidates who received five percent or more of the votes should
appear after the names of candidates whose names were printed on the ballot.

3. Scattering

The votes for any write-in candidates who each received less than five percent of
the votes cast for an office shall be reported collectively as “Scattering.”

4. Total number of votes cast in the county for each office

This is found by adding together the votes for all of the candidates, including
write-in candidates. This does NOT include overvotes or undervotes.

The public measure abstracts must include all of the following information:
1. Number of votes for and against each question (if any)

2. Total number of votes cast in the county for each question (if any). This does NOT

include overvotes and undervotes.
[850.24]

For the primary election, the abstract must also state the number of ballots cast by political
party. Separate abstracts must be made for each state and federal office.
[843.49]

For the general election, separate abstracts must be made for each state and federal office,
each constitutional amendment and statewide ballot question, and each judge. County offices
and township offices can be combined on the same abstract.

For school and city elections, separate abstracts must be made for different jurisdictions.
[850.25]

The abstracts must be signed by a majority of the board of supervisors and the auditor. They

can be printed from I-VOTERS or from the election results reporting program used in primary
and general elections.
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Proof the following items on the abstracts before the canvass:
1. Check the total votes for each candidate.

Be sure the totals listed on the abstracts for the candidates and scattering match the
totals listed in the election canvass summary.

2. Check winners.

Be sure the appropriate candidate is listed as the winner in each race. If no candidate
won, be sure no candidate is declared elected on the abstract.

3. Check the canvass date.

4, Use zeros.

If no votes were cast for an office or candidate on the ballot, put the number of votes
cast as “0” on the abstract.

5. Put the county seal on each abstract.

Printing Abstracts from I-VOTERS

Voter Search He

1. Open “Reports & Labels” from the main |-

[rohnson

Voter Registration ‘ /08/2011 - 2011 City Election] | ‘
VOT E RS SC ree n . Election Management | |~ Precincts Batch Number i~ Request Date
Districts & Precincts I~ All Precincts ’7 | | o :
Petitions [ sig Grove ﬁl — - |—

H ” Election Workers D Cedar "ff"iﬂ
2. Select “Election Management” from the e O, o T
H Labels Ocoralville 01 Races
menu on the left side. Choose the S S — S
“ H ” Master tiaokup'= Budget Group Candidate ~Receive Date
Election” from the drop-down. et - | I —
Tpe —Pol Party —Party Org e
I” Al Absentee Type Al Dl = Dt
3. Choose reports “E-022 County Abstract ﬁ“‘“ ﬂ 5 Hlm HZE -
= I “ _.l_l ‘ _>|J DO cedar(Tw) _';I

of Votes — Candidate Abstract” and “E- ==
024 County Abstract of Votes — [Coormm i es
Meas u res Ab Stract . ” Absentee Application Source HcF/satellite Location 1ssue Method

— [¥ Eligible Voter [~ Control County
Sort Order ——
ast Name

I™ Absentee Sequence No.

I™ Ballot Style

= ER |

Code [ Name | |

. Eoms | oty oo rvors - asmras aoaras =

The date of the canvass will appear on the E S =l
abstracts. To change the date of the P [ e | o | \ | g | W]

canvass, click on “Election Details” in
“Election Management.”

allot Si/les AddressLibrary Pull Petitions  Polling Places CASS  Districts Precincts  Absentee Voters Reports Export

Voter Search Help

Election Date: Nov-08-2011  Election Type: City Description: Clay County City Election |
Election Details Election Date  [FENGEIETER [~ Poll Hours
Include Certified Contests
Description  [Clay County City Election Open [7:00 AM

Election Template
Measures & Races Election Type  [Ci

ity =] Election Method Pol = Cossy 300 °
Post Shared Contests —_—
Filing Deadline  [10/22/2011 Closing Date for 11/08/2011 |~ Publication Dates
Ballot Stvles

Ballot Review Certification  [17/21/2011 Official County [t/ts2001 s [10/15/2011
Deadiine Canvass Votes Date
Print Absentee Labels Runoff Canvass [ E 11/04/2011
Election Reqister Date
Election Expenses
Elartinn Recilte | District [ Control County [ Of Races [ # Of Measures | | | Accepted Ballots:0%
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Preparing Election Canvass Summary

The canvass summary must include the results of the election by precinct for each office and
public measure on the ballot. The summary must include scatterings, overvotes, and
undervotes. Overvotes and undervotes are not included in the summary when the ballots are
counted by hand.

[850.24(3)]

For primary, general, and special elections held pursuant to 869.14, two sets of the canvass
summary are required. It must be signed by a majority of the board of supervisors and the
auditor. It can be generated by I-VOTERS. The Official Results Report can be used if the results
were entered by precinct. A report from vote tabulation software or SoS election night results
reporting program can also be used.

[850.24(3)]
Printing Canvass Summary in I-VOTERS . :
: o || o 3 |
“ ” . Election Management Precinet: o
1. Open “Reports & Labels” from the main |- amcsamcen ||| £ 5 " ) —
Election Workers O Cedar District =
VOTERS screen. s o e I
! O] Coralvite 02 | f = L |
2. Select “Election Management” from the menu L =] | [ 3] [

Absenter Type

Districts
n = I

on the left side. Choose the “Election” from the

- P iowscrs ~| fCrocoverw) =
drop-down. 2 | E " |HWT, ﬁ
. , - F s eaiana F st rame
3. Choose “E-019 Official Results Report.” Be i e o e
“ ” “ ” < 3] E
sure to mark the “All” boxes for “Pol Party” and ' JI' - —
“Party Org .!! €019  OMcial Results Report o

foxe Seowen|) Sepots Cancel | _Run Report Schedule
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During the County Canvass

The board of supervisors does not count ballots. The board uses the results reported by the
PEOs in the tally lists to compile the vote totals for the county. The board has no authority to
examine any ballots or write-in documents other than the tally lists from each precinct. The
board declares the winners for county and township offices. This declaration is included in the
county abstract of votes.

The board of supervisors also canvasses the county vote totals for state and federal offices.
The county abstracts are mailed immediately to the SoS following the county canvass so the
state canvass of votes may start.

[850.24, 50.25, 50.26, 50.27]

Open meeting laws do not apply. It is not necessary to publish and post the agenda before the
meeting. However, the meeting must be open to the public and minutes must be kept.
[OAG #90-2-6(L), 850.45]

Who Wins?

The candidate with the most votes is declared the winner with two exceptions.
[850.45, 277.20, 376.8]

The exceptions are:
1. Cities With Runoff Provisions

All candidates must receive a majority of the votes cast to be declared elected; however,
there are two different definitions of “majority” in cities with runoff provisions.

a. Vote for No More Than One Races

A simple majority is needed to be declared elected. A simple majority is at least
one vote more than 50% of the total votes cast. If no candidate receives a
majority in this type of race, a runoff must be held between the highest vote-
getters. The number of candidates on the runoff ballot will equal twice the
number of seats to be filled. For example, a runoff for the office of mayor will
have the top two vote-getters on the runoff ballot.

b. Majorities in At-Large Multi-Member Body Races
A majority is one vote more than half the quotient found by dividing the total

number of votes cast for all candidates for that body by the number of positions
to be filled.

See the City Elections chapter for more information.
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2. Primary Election

Candidates who received the highest number of votes are nominated if they also receive
35% of the total votes cast for the race (within the party primary). If no candidate
receives the required 35%, the primary is inconclusive and provisions set forth in §43.78
apply.

[843.52, 43.65, 43.37, 43.78]

See the Primary Elections chapter for more information.

Write-In Winners

A write-in winner can be declared elected and sworn in if the write-in candidate received the
most votes. If a person elected by write-in votes declines the office, the seat is vacant and filled
by appointment unless it is a city election. See the City Elections chapter and §376.11 for more
information about write-in winners in city elections.

[843.54, 43.66, 50.45, 279.6, 279.4]

See the Primary Elections chapter for more information about write-in nominees in primary
elections.
Tie Situations

The board of supervisors will draw lots to settle a tie vote. The result of the drawing must be
entered on the abstract of votes and a certificate of election sent to the declared winner.

If there is a tie vote for a public measure, lots are not drawn. The measure fails.
[843.75, 50.44]

Public Measure Passage

A public measure generally requires a simple majority to pass. A simple majority is at least one
vote more than half the total number of votes cast. Example: If 100 votes were cast, 51 votes
are required for the measure to pass.

Some questions may require a higher percentage to pass. For example, most bond issue
elections require 60%. To determine if a question requiring 60% approval passes, follow these
three steps:

1. Add together the number of yes and no votes.

2. Multiply the sum of the yes and no votes by 0.60. Round fractions up to the next whole
number. This will give you the number of votes needed to pass.

3. If the number of yes votes is equal to or greater than the answer to #2, the question
passes. If the number of yes votes is less than the answer to #2, the question does not
pass.

[850.45, 75.1]
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Certifying Canvass Materials
The board must certify the following during the canvass:
1. Abstracts of votes

A majority of the board of supervisors and the auditor must sign the abstracts. The board
must sign two sets of the abstracts for most elections.
[843.49, 50.24, 50.25]

2. Election canvass summary

For primary, general, and special elections held pursuant to §69.14, two sets of the
canvass summary are required. It must be signed by a majority of the board of
supervisors and the auditor.

[850.24]

3. Make public the number of provisional ballots rejected and not counted.

The number of provisional ballot rejected and not counted must be made public at the
canvass.

For the general election only, the number of rejected provisional ballots and the reasons
for their rejections must be reported to the SoS. The SoS is required to report these
numbers and corresponding rejection reasons to the EAC. The ballot rejection tally sheet
is available in the Election Forms Library.

[850.22]

July 2012 Prepared by the Office of lowa Secretary of State 16



Close Election in I-VOTERS

Process Election Day Registration Updates

As soon as possible after the election, add new election day registrants and update the voter
registration records in I-VOTERS based on any voter registration forms received at the polls on
election day.

You may have three different types of voters who used EDR procedures at the polling place.

1. Voters who have never been registered to vote in your county, including voters who are
currently assigned “Incomplete” status

Process these voters in I-VOTERS using the instructions below.

2. “Cancelled” voters who were previously registered to vote in your county or another
county

Process these voters in I-VOTERS using the instructions below.

3. Voters who are already registered to vote in your county who reported a change of
address at the polling place on election day

Important Note: There is nothing that prevents precinct election officials from using the
EDR procedure for voters who are already registered to vote in the county and who are
reporting a change of address at the polls on election day, provided the voter has the
required identification to use the EDR procedure.

Do not process these voters as election day registrants. Instead, process these voters in
I-VOTERS using the “Process Election Day Within County Moves” instructions.

New Voters to County, Including Incomplete and Cancelled Voters Previously Registered

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

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

a. If you get a duplicate match from a different county, select that record and continue with
these steps.

b. If you get a duplicate match within your county, follow the “Election Day Within County
Moves” instructions.

c. If I-'VOTERS does not identify any duplicates in the system, continue with these steps.
3. Enter the voter’s address.

4. Choose the appropriate party from the drop-down menu
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5. Select “15—Election Day” as the “Transaction Source.”

6. The “Election Day” window will appear. Choose . =] unieryee |

the election.

7. If you leave the “Added

ﬂ I | ‘ [ Election Tvn;'e )
+/2ip [FONTANELLE =] fia B tection Day a2
y  |aDaIR Precinct [35W FONTA
g
Voters” checkbox ntry  [UNITED STATES OF AMERICA  ~| I | | [~ Select Election

marked, the voter will automatically appear in

“Election Management > Process Election Yo |

—

Register > Process Added Voters” for the

precinct where they are
They will also be added

Ll I l] r v Added Voters Ok Cancel

s

FPCh |

L

now registered to vote.  ration |miscinfo | custom |

to the end of the election [N Party ~] organization v

register proof for that precinct. | BRI

~| I” pot verified

|- Active

| ™ ssa verified

no |

8. Make sure the voter’s status is “Active.” The
“County Registration” date and the “Vote Eligible” date will automatically populate as the

date of the election.

9. Save the voter’s record.

l] Verify

Districts
District Type Code

CONGRESSIONAL S
STATE SENATE 29

STATE HOUSE 058
JUDICIAL SB
COUNTY SUPERVIS... 3
CITY 003

10. Send an acknowledgement to the voter. See the Voter Registration chapter for more

information.
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Election Day Within County Moves

1.

2.

Open “Voter Search” from the main I-VOTERS screen.

Search for the voter’s record.

Follow the same procedures for as when entering new voter registration records, except that
it is not necessary to verify the voter’s driver’s license number or Social Security number
after that information has been verified once in your county.

Choose“7—- In Person/Registration Drive” as the “Transaction Source.”

If the registration form is a true duplicate with no changes, mark “Duplicate Registration
Received” under the “Misc” tab.

e

Reqistration Misc Info | Custom |

Secondary Lang I vl Last Verified |04,-f22,-’2011

Special Assistancel j
Ballot Style INO APPLICABLE ELECTION

State Reg Date |09109l2002 Last Upd. Date  |11/18/2011

Source of Update |Melnllsl]

Audit Comment

Comments I DOT Al

i*
L

Administrative

Attached Image

Cancelled Registration

Clerical Error Correction
Duplicate Registration Received
New Registration

Registration Updated

When you are finished updating the record, click “Save.” Make note of the voter’s ID number
to use to give the voter vote credit.

Send an acknowledgement to the voter. See the Voter Registration chapter for more
information.

To give vote credit, open “Election Management” from the main I-VOTERS screen. Click
“Process Election Register.”

Click “Process Added Voters.”

Process Absentee Ballots
Duplicate Ballot Report

Processing Status: 0 of 0 Voter ballots Accepted

I” Process Completed  [prgcacs Addedvoters| Fist | prev | mest | et proof
Refresh Wizard Status [ o] ] e

Import Election Reqister
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10. Enter the voter’s ID number in “Voter
ID” field and tab to the “Last Name”
field. The voter’s information should
automatically populate.

11. Check the “Voted” box next to the
voter's name.

12. Click “Mark Voted.”

Voter Search Help

‘ Election : Test Election

Input added voters here for posting Voting history
Voter ID | LastName | First Name | Middle Name | voted ‘
500266722 WOTER TIFFANY

=
[

Mark Voted |

The voter's name should then move to the list of voters at the bottom of the screen. The
names of the EDR voters are also included in the list.

‘want to post history for any specific voter.

This is the list of added voters marked for posting voting history. Check and click 'Remove History® if you do not

Voter ID | Last Name

| First Name | Middle Name |

0500266722 VOTER

TIFFANY

Remove Histary | Close |

13. When you have given vote credit to all of the voters who moved within county, click “Close.”
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Process Election Register

1. Open “Election Management”
from the main I-VOTERS
screen.

2. Click “Process Election
Register.”

3. Select a precinct from the
“Precincts List” drop-down.

For the primary election,
choose either “Republican” or
‘Democrat” from the “Party”
drop-down.

i Elecbiom Management

Addess Lbrary

Polrg Maces  CASS  Districts Precncts  Abdentes Volers Baports  Epert

Election Date: Coct-(17- Tk

Bafrach Wizard Status

Election Type: Primary

Eb@ﬂr Elacnon Ragister -l Procnds List | 1MW - 18 ADAIR

Ragisto

Party =

Description: Primary Test

T saroto [ ]

Fage o (12 GoTo I

ad | Voter Nama
CHRISTERSEN, B
CHRISTEMSEN, D
CHRISTEMEEN, F
CHRISTEMISEN, 1
CHRISTENGEN, )
CHRISTEMSEN, E
CHRISTENSEM, K.
CHRISTENSEN, T
CHRISTEMEEN, V'

o B U B e B i E

Rasidential Addross

8o ST Afual®, 14 50002

60 ST ADAIR, 18 50002

17 BVE ANITA, 14 50020
21 FVE FONTANELLE, 18, SO246
18 AYE FONTANELLE, 18 50946
12 AVE FONTANELLE, 18 50248
2 SNE FONTAMELLE, 14 S0846
18 TH 5T CASEY, LA S0048-8323

17 BWE ANITA, 14 50020

Protessing Status: 0 of 1148 Voter ballots Accepted.

I Process Comploted  peoo e sodad voters | First | Praw | et Lastl Page 12 of 96

ot Bladtion Bagidter

Important Note: Only one user should process a precinct register at a time.

4. Voters can be selected to receive vote credit one of three ways:

a. Use a bar code scanner to scan the bar code next to the voter’'s name.

i. Click in the “Barcode” field so the cursor is placed there.

ii. Scan the voter’s bar code. The voter’s information will populate.

ii. Click “Accept.” The “Accepted” box next to the voter’s name will be

checked.

b. Enter the voter’s ballot ID in the “Barcode” field and click “Accept.” The “Accepted”
box next to the voter's name will be checked.

c. Manually check the “Accepted” box next to the voter's name.

Use the navigation buttons (“Prev,” “Next,” etc.) at the bottom of the screen to move

between pages.
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Proof Election Register

_ioix

1. Click “Proof” to generate a proof report of the election

register.

2. Choose a “Ballot Accepted” option from the drop-down.

Choose “Accepted” to view only the voters with vote credit.

3. Enter a name for the report and click “Print.”

July 2012
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Process Absentees

Rejected absentees must be processed first in I-VOTERS before processing accepted absentee
ballots.

Incomplete and Defective Affidavits Not Corrected

Incomplete and defective affidavits that were not corrected by voters must be rejected.

I Election Management

“ H
1 . Open EI ectl 0 n Ballot Styles  Address Library  Pull Petitinns  Polling Places  CASS  Districts Precincts  Absentee Voters  Reports  Export
” H Ballot status saved succcessfully. Voter S h Hel
Management.” Click on e L
Election Date: Dec-04-2012 Election Type: School Description: Test Election |

“Process Absentee Ballots.”

: Ballot Search
Lo siols ’;arcnde Abs Seq # Name |vnter
Include Certified Contests
) Election T late Address City - Search Clear
2. Search for the voter’s T ! ! L] cew |

Measures & Races
Ballot Details

ab_sentee ballot and choose ot sredcomasis [ IR S —
rejection reason from the from e Ptz
the “Ballot Status” drop-down s e

menu.

101 N MAIN ST Ballot Status
ALGONA, 1A 50511

Election Reaister

3. Click “Save.”

Rejected Absentees
Process rejected absentee ballots.

1. Open “Election Management.” Click on “Process Absentee Ballots.”

’
2 . Sea rCh fOr the Voter S absentee ba”ot Election Date: Dec-04-2012  Election Type: School Description: Test Election |
~— BalletSearch
. . |
and choose rejection reason from the Bacode [ sssear [ o
« " Include Certified Contests
from the “Ballot Status” drop-down Election Tarmpate address | oy | = [Coeeh ] cexr |
Measures & Races =
menu. Bost Shared Contests [ Ballot Details
e —— voter D [500266725 Voter Name _[MIKE VOTER
Ballot Review Address  [101 N MAIN 5T Ballot Status [ Affidavit not complete)
. « ” Print Absentee Labels ALGONA, 14 50511 et s=zled
Rejected - No signature
3 . C“Ck SaVe . Election Register Kot iE W st teEs
Election Expenses Ballots sent | Rejected - Late for election
- Rejected - Surrendered absentee bal
e [Abs Seq # [ Barcode | voterName [Source [Date Sent [ DatyRejected - Affidavit not complete
Process Election Register Is 50098... MIKE VOTER Mail 07/12/2012 07/{RIected - vored more than one ballo.

July 2012 Prepared by the Office of lowa Secretary of State 23



Accepted Absentees

1. Open “Election Management.
Click on “Process Absentee

Ballots.”

2. Check “Mark Unprocessed as
Accepted” under “Finish

Processing.”

I Election Management
Ballot Styles Address Library Full Feiitions  Polling Places CASS  Districts Precincts  Absentes Voters Reports  Export

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
Measures & Races

Post Shared Contests
Ballot Stvles

Ballot Review

Print Absentee Labels
Election Reqister
Election Expenses
Election Results

Process Election Reqister
Process Absentee Ballots
Duplicate Ballot Report

(@Post History & Close Election

3. Click “Process Remaining -

Ballots.”

Absentees Not Returned

Refresh Wizard Status

—Ballot Search

Barcode

Abs Seq # |

Name [voter

Address |

cty |

| [ search Clear

—Ballot Details

VoterID [500266725

Voter Name

MIKE VOTER

Address  [101 N MAIN ST

ALGONA, IA 50511

Ballot Status

Save

Ballots Sent |
Abs Seq # | Barcode | VoterName [ Source | Date Sent | Date Received | Ballot Style | Ballot Type |
5 50098... MIKE VOTER Mail 07/12/2012 07/12/2012 001 Original
‘
—Wiew Finish

" All Absentees
© UnProcessed

& Processed

I™ Accepted [ Rejected

View Absenteds |

& Mark Unprocessed as Accepted

Process Remaining Ballots

I™ Process Completed

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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Process Provisionals

If a provisional voter completed a voter registration form when voting a provisional ballot, you
must create a voter registration record or update the voter’s registration record in I-VOTERS
using the information provided on the voter registration form.

Exception: A voter registration record cannot be created if the voter did not complete a voter

registration form.

Process Voter Registration

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

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

a. If you get a duplicate match from a different county, select that record and continue with
step 3.

b. If 'VOTERS does not identify any duplicates in the system, continue with step 3.

c. If you get a duplicate match within your county, select that record. Determine if any
updates to information need to be made to the voter’s record based on the information
listed on the voter registration form and save the record.

Important Note: If the registration form changes nothing and is a true duplicate of the
information in the voter’s record, mark “Duplicate Registration Received” under the
“Misc” tab in the voter’s record in I-VOTERS.

Registration Misc Info | Custom |

Secondary Lang ~| Last Verified |04/22/2011

Special Asslstancel j
Ballot Style INO APPLICABLE ELECTION
State Reg Date 09/09/2002 Last Upd. Date  [11/18/2011

Source of Update |[EIMaESe T

El

Audit Comment

Comments | DOT Al

Administrative

Attached Image

Cancelled Registration

Clerical Error Correction
Duplicate Registration Received
New Registration
Registration Updated

3. Enter the voter’s address.

4. Choose the appropriate party from the drop-down menu.

5. Select “7- In Person/Registration Drive” as the “Transaction Source.”
6. Assign the voter’s status to “Active.”

7. Change the “County Registration” date and the “Vote Eligible” date to the day after the
election.
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8. Save the voter’s record.

9. Send an acknowledgement to the voter. See the Voter Registration chapter for more

information.

Adding Provisional Ballot

1. From the “Elections” drop-down menu in the voter’s record, select “Provisional Ballot” and

“Add Ballot.”

' Voter Registration

Voter Print Imaging Address
Voter recy Voting History
New Active Ballots cess Batch
T Parti -
Voter ID e BithDate  Age G
50025672% Add Ballot W
Issue Ballot Edit/Delete Ballot
Residenc [ WO HISTary |
Receive Ballot F12
IStandarc lection HCF  Clear
View Worker Info orker —I
House # P ———— Type
Ir earch By Ballot —;I lﬂ
S Transfer Absentee Request — —

2. Use the drop-downs to select the appropriate information for the voter’s provisional ballot.
Select either “Accepted” or “Rejected.”

If the provisional ballot was rejected, choose the “Rejection Reason” from the drop-down.
All rejected provisional ballots should be added to a voter’s record unless the voter did not
complete a voter registration form when voting the provisional ballot.

' Add Provisional Ballot

Voter Search Help

Election |12;04,f2012 Test Election =]
Precinct JALZ - Algona 2 |
Split JaLz.1 |
Ballot Style Joo1 |
Date Produced IW Date Received IW
& Accepted " Rejected
Rejection Reason | =
[~ Print Label |
Save Close |

Labels do not need to printed.

3. Click “Save.”
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Post County Canvass of Votes

Canvass Minutes

Canvass minutes do not need to be published.
Exception: See the Primary Elections chapter for primary election post canvass publication

requirements.
[8349.16(1)]

File Abstracts of Votes

Keep one set of the abstracts for your files and send one set to the appropriate governing board
for the jurisdiction.
[850.27]

City Elections

Send the abstract(s) to the council for each city.

School Elections

Send the abstract(s) to the school board for each school district.
Exception: For community college elections, send one set of the abstracts to the community

college board if you are the control county. If you are not the control county, send one set of the
abstracts to the control county.

Primary, General, and Special Elections to Fill Vacancies Pursuant to §69.14

Send a set of the abstracts for the federal offices, state offices, constitutional amendments, and
judicial retention to the SoS within 13 days after the election. Separate abstracts must be made
for each state and federal office, each constitutional amendment and statewide ballot question,
and each judge.

Also send a copy of the election canvass summary certified by the board of supervisors.

Exception: When the office of governor is on the ballot, the SoS provides counties with a
special envelope which is addressed to “The Speaker of the House of Representatives” in which
to mail the abstracts for the governor’s race. Do not include any other abstract in this envelope.
This envelope will be opened by the speaker of the house, not the SoS. Forward this envelope
along with the envelope that contains the other abstracts to the SoS.

[850.31, 50.33]

Local Option Tax Elections and Hotel/Motel Tax Elections

Send the abstract to the Department of Revenue and Finance if the tax passes.
[8423A, 423B.1(6)(b)]
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Mail Certificates of Election

Each person who was elected must receive a certificate of election. Include open meetings law
(Chapters 21 and 22 of the lowa Code) information with the certificates.

[§21.10, 50.29]

Exception: Primary election winners do not receive certificates of election as they are not

elected.

[§43.55]

Certificates may be generated from I-VOTERS or the election results reporting program
designated by the SoS for the general election, but counties are not required to use the

certificates generated by I-VOTERS.

The SoS sends certificates of election and copies of the open meetings laws to those who were
elected to federal and state offices as well as for the judges who were retained.

Generating Certificates in I-VOTERS

1. Open “Reports & Labels” from the
main I-VOTERS screen.

2. Select “Election Management” from
the menu on the left side. Choose the
“Election” from the drop-down.

3. Choose report “E-027 County
Candidate Certificate.”

Note about this I-VOTERS procedure:
Results do not need to be entered into I-
VOTERS to generate certificates.
However, you must check the winners in
“Election Results” in “Election
Management.”
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Primary Election Reports

Certificates of election are not issued to candidates who were nominated at the primary election.
The board of supervisors must certify the following information to the county political party
chairs as soon as possible after the county canvass:

= Alist of that party’s candidates for county offices who were nominated at the primary
election and for which office each person was nominated.

= Alist of the county offices for which no one from that party was nominated, including a
list of all candidates who received votes for that office on that political party’s ballot but
who failed to meet the requirements to win nomination.

The names of people who received write-in votes reported collectively as scattering do
not need to be included on this report.
[843.55]
These reports may be generated from I-VOTERS or the election results reporting program

designated by the SoS for the primary election. Counties are not required to use the reports
generated by I-VOTERS.

Generating Primary Election Party Reports in I-VOTERS

1. Open “Reports & Labels” from the

main I-VOTERS screen. - S
Voter Registration [kossuth | | [11/08/2011 - Kossuth County City Election 2011 |
Election Managemen Precincts ———— Batch Number Date
2. Select “Election Management” from e | o S :—
the menu on the left side. Choose the e g = | |
Election” from the drop-down. B 0 (.’T\“ZZM ]| |2
Master Lookup's "l{\‘l‘ﬂﬂet Group j | ’—I\(‘:zl:‘l‘i:i?apl;IL ﬂ me' I Date
3. Choose reports “E-020 Open Seat - D e ——paron— |
Report” and “E-021 Winner List.” Disecion specrc e e e
EE‘”‘“’ civil Obemocrat 7| | |[Jlowa Gree| | [Maigona City Council =
|0 verseas G ) i sl R
(E‘Ecmn Date li ~ th\t(x)\?d\;urter ™ Control County —
. ‘ I Ballot sent and not received | B I~ Ballot Style
Note abo ut thlS I-VOTERS procedure IAbsenteeADDhcatmn T - IHCF/Sate\I\te Location = IlssueMethud -
Results do not need to be entered into |- 5
VOTERS to generate these reports. £033  Coumey hbsract o Votes - Candidate Absract o
However, you must check the winners in v e e \ ot | | s |

“Election Results” in “Election
Management.”
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EDR Follow Up

A voter registration card must be sent to voters who used EDR no later than 45 days after
election day. The card must be sent by non-forwardable mail. If the voter registration card is
returned undeliverable, contact the voter by forwardable mail using the “Notice to Election Day
Registrant” available in the Election Forms Library.

If the voter does not respond within 14 days after the “Notice to Election Registrant” is mailed,
change the voter’s registration status to “inactive” and notify the SoS and county attorney
immediately. In addition, try to call or email the voter if a phone number or email address was
provided to convey the importance of responding to the follow up notice that was mailed.
[848A.26A]
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Swear In Officers

Most elected officials will take and subscribe the oath of office no later than noon on the first day
of the term in January which is not a Sunday or legal holiday.
[839.8, 63.1, 63.10]

Exceptions:

= County agriculture members must take the oath of office within 15 days after the county
canvass of votes.
[8176A.14(5)]

= Terms of new members for school boards begin at the first regular meeting of the school
board held after the canvass of votes.
[8277.28]

» Vacancies
Officials who were elected or appointed to fill a vacancy or were elected to an office
where an appointee is currently serving must qualify within 10 days of the county

canvass.

See the Vacancies chapter for more information.
[863.8]

For specific term start dates, see the “Terms of Office” webpage on the SoS website here:
WWW.S0s.state.ia.us/election/electioninfo/officeterms.html.

Filing of Bonds and Oaths

The official oath and bond must be filed with the appropriate public officer:

Elected Office Filing Official

County Auditor
County Officers
Exception: County auditor files with the county treasurer.

Township Trustees and Clerks* | County Auditor

City Officers* City Clerk

School Board Members* School Secretary

[863.10, 63.11, 64.23, 277.28]

*Bonds are not required for township trustees, city council members, and school board
members.
[864.1A]
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Storing Election Materials

Tally lists and abstracts must be kept forever unless electronically recorded. Other documents
pertaining to the election are kept for six months for non-federal elections and 22 months for
federal elections. See the election document retention record in the Election Forms Library.

[§50.19]

Cost of Election

Determine the costs of the election and bill other jurisdictions (if needed).

Certify to the board of supervisors the costs of the election. The board will bill the appropriate
jurisdictions, if needed.

The following items may be included in the bill:

Ballot printing [847.3, 49.56]
Absentee balloting costs (postage, envelopes) [847.3]
Polling place rental [849.21, 49.24]
Election registers and lists of registered voters [847.3]

Publication of election notice (and any other required publications)
[847.3, 49.23, 49.53, 49.54]

Declaration of eligibility slips and other forms [849.74]
Compensation of precinct election officials [847.3, 49.20, 49.125]
Canvass materials (tally lists and canvass books) [847.3]
Preparation and installation of voting equipment [847.3]

Other costs, NOT including: costs of voter registration, administration, clerical costs, and
rent for voting equipment
[847.3]

Pay Precinct Election Officials

Precinct election officials cannot be paid until after the county canvass of votes is complete.

[§49.20]
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Recounts and Contests

Losing candidates or groups of people concerned about the vote count for a public measure
may request that the ballots be recounted. The auditor may request an administrative recount if
there are doubts about the performance of the voting equipment or the programming used in the
election. The sealed ballot packages may be opened and the ballots may be examined only if
there is a formal request for a recount. There are no exceptions.

An election contest is the formal process for challenging the results of an election by alleging
that improper activities resulted in an incorrect outcome.

See the Recount and Contest chapters for more information.

[50.48, 50.49, 50.50]

High School PEOs

If high school PEOs were used, certify the following to the school within 14 days after the
election:

» The name of each student who served as a PEO

» The number of hours each student served

= The precinct number and polling place location where the student served

= Any other information deemed appropriate

= Any other information requested by the school

[849.13(5)(9)]

Vote Centers
If vote centers were used, conduct a postelection review no later than 45 days after the election.
Review the election registers and declarations of eligibility. If anyone is found to have voted
more than once at an election in which vote centers are used, notify the county attorney
immediately. Forward a copy of the voter’s registration record and the documents signed by the

voter on election day to the county attorney and reference 839A.2(2) and §49.11(3)(b) in the
notice.

July 2012 Prepared by the Office of lowa Secretary of State 33



State Canvass of Votes

As soon as the abstracts begin arriving from the counties, the SoS begins tabulating the county
results for state and federal offices.

[§50.36, 50.39]

The State Board of Canvassers must meet no later than 27 days after the election. The State
Board of Canvassers is made up of the lowa Executive Council which consists of the governor,
secretary of state, state auditor, state treasurer, and the secretary of agriculture. They will
review the canvass materials prepared by the SoS and sign the abstracts and certificates of
election for federal and state officers and judges. The two political parties are invited to send
observers to watch the tabulation of votes.

[850.36, 50.38]

For the presidential election, the presidential electors will meet at the Capitol on the first Monday

after the second Wednesday in December to elect and certify their choices.
[854.7]
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Nomination Period

Filing Officer

The auditor is the filing officer for candidates for county offices, township offices and local (city
or county) public measures. The SOS is the filing officer for candidates for federal offices, state
offices, judges, constitutional amendments and statewide public measures.

[844.4, 45.4, 46.20, Ch. 49A]

Best Practice: Review all the procedures for accepting/rejecting nomination papers during the
filing period with anyone in the office who may receive nomination papers from candidates. Use
the Filing Officer’'s Guide as a resource.

Filing Period

State and Federal Candidates: Begins 99 days before the election and ends at 5 p.m. on
the 81st day before the election

County Candidates: Begins 92 days before the election and ends at 5 p.m. on the 69th

day before the election

The SOS office and auditors’ offices must be open until 5 p.m. on the final day for filing.
[844.4(1), 45.4]

Exception: There is no first day for political parties to file convention nominations. These can
be accepted anytime after the primary election until 5 p.m. on the candidate filing deadline.

Any candidate whose papers were accepted for filing has a right to have his or her name placed
on the ballot. After papers have been accepted, the auditor’s duty is to place the name on the
ballot and let the normal objection process run its course.

[844.4(2), 45.4]
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Candidate Qualifications and Signature Requirements Chart

*Signature requirements are for NPPO and “Nominated by Petition” candidates.

Federal Office U.S. Citizenship Residence Age Term Signatures Needed*
. . . . 1,500; must run as a team; must
President/Vice President U.S. resident for 14 35 when 4 collect signatures from at least
Natural born citizen. years and at time of - .
[U.S. Constitution, Art. 2, Sec. 1] election. sworn n. years 10 counties.
[845.1(1)]
U.S. Senator At least 9 years when lowa resident at the 30 when 6 1’?00; mulst collect S|gn§1tures
sworn in time of the election sworn in years rom atleast 10 counties.
[U.S. Constitution, Art. 1, Sec. 3] ' ' ’ [845.1(1)]
U.S. Representative At least 7 years when lowa resident at the 25 when 2 875 from tgiesttii(ért]gresswnal
[U.S. Constitution, Art. 1, Sec. 2] sworn in. time of the election. sworn in. years [§45.1(2)]
State Executive Office U.S. Citizenship Residence Age Term Signatures Needed*
Governor & Lieutenant . " 1,500; must run as a team; must
Governor 2 years at the time of lowa readgnt for 2 30 at the time 4 collect signatures from at least
the election years at the time of the of the years 10 counties
- ) election. election. ’
[lowa Constitution, Art. IV, Sec. 6] [845.1(1)]
Secretary of State, Auditor of Citizen at the time of Iqwa resident at the 18 at the time 1,500; must collect signatures
State, Treasurer of State, - time of the general of the 4 .
h the election. : ] from a least 10 counties
Secretary of Agriculture, [§39.26] election. election. years [§45.1(1)]
Attorney General ’ [839.26] [839.26] ’
lowa General Assembly U.S. Citizenship Residence Age Term Signatures Needed*
State Senator Citizen when 1yearin lowa. 60 days 25 when 4 100 from state senate district.
sworn in. in the district at the sworn in ears (§45.1(3)]
[lowa Constitution, Art. lll, Sec. 5] [839.26] time of the election. ’ y '
State Representative Citizen when 1 year in lowa. 60 days 21 when 2 50 from state representative
flowa Constitution, Art. I sworn in. in the district at the sworn in years district.
Sec. 3-4] ' ' [839.26] time of the election. [845.1(4)]
County Offices U.S. Citizenship Residence Age Term Signatures Needed*
Plan 1 and 2 Counties: At least
250 or 1% of registered voters
v escentt e
" ' time of the election. 18 at the time p year, '
Citizen at the time of Registered voter of the of the 4
County Supervisor the election. 9 . ; Plan 3 Counties: At least 150 or
county/supervisor election. years B ;
[839.26] Lo . 1% of registered voters in the
district when sworn in. [839.26] ; L £ 3ul f
[§39.26, 331.201] supervisor dlstrlct_as 0 Jq ylo
o ' previous year, whichever is less.
[§45.1(5-6), IAC 721—
21.601(2)]
County Attorney lowa resident at the 18 at the time At least 250 or 1% of registered
Citizen at the time of time of the election. of the 4 voters in the county as of July 1
Must be admitted to the practice the election. Registered voter in the ; of previous year, whichever is
: ) election. years
of law in the courts of lowa [839.26] county when sworn in. §39.26] less.
when sworn in. [§331.751(2)] [839.26, 331.751(2)] ’ [845.1(5)]
lowa resident at the 18 at the time At least 250 or 1% of registered
County Auditor, Citizen at the time of time of the election. of the 4 voters in the county as of July 1
County Treasurer, the election. Resident of the county election ears of previous year, whichever is
County Recorder [839.26] when sworn in. (839 26j y less.
[839.26-27] : [845.1(5)]
County Sheriff lowa resident at time of At least 250 or 1% of registered
Citizen at the time of election. Resident of 21 when 4 voters in the county as of July 1
Must also meet the the election. the county sworn in. ears of previous year, whichever is
requirements in lowa Code [839.26] when sworn in. [8331.651(2)] y less.
§331.651. [§39.26-27] [845.1(5)]
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Non-Partisan Offices U.S. Citizenship Residence Age Term Sighatures Needed*
lowa resident at the time
Citizen at the time of the of the electi_on. Trustees 18 at the time o )
Township Trustee election must be reglste(ed voters of the 4 years No petition is required.
[§39 26j of the townshlp when election. [839.22(2)(a)]
’ sworn in. [839.26]
[839.26, 359.17(1)]
lowa resident at the time 18 at the time
Citizen at the time of the of the election. Resident of the No petition is required
Township Clerk election. of the township when election 4 years §39.22(2)(3)] '
[§39.26] sworn in. 839 26]‘ ’
[839.26-27] '
lowa resident at the time
- . of the election. Cannot 18 at the time )
Soil & Water Conservation Citizen at the_ time of the reside in the same of the 25 from th_e conservation
Board e'g‘g'gg' township as any other election. 4years 1 GC:'LIZUEI.Cg
[839.26] board member. [839.26] 8 SE)(@)]
[8161A.5(2)]
lowa resident at the time 18 at the time
Citizen at the time of the of the election. Resident of the 50 from the county
County Hospital Trustee election. of the county election 6 years [§347.25] )
[839.26] when sworn in. 839 26j ’
[839.26, 39.27, 347.9] )
lowa resident at the time .
Citizen at the time of the | of the election. Registered 18 act)ft?ﬁe“me 25 from the extension
County Agricultural Extension election. voter of the district when election 4 years district.
[839.26] sworn in. (539 26j [8176A.8(3)]
[8176A.5] ’
Primary or Runoff Provision
Cities:
At least 10 or 2% of number
of people who voted for the
office at last regular city
election.
[8376.4]
Chapter 45 Cities:
. . 18 at the time For cities with a population of
. . R_e5|dent' c.)f the city at of filing 3,500 or greater, at least 25
Citizen at the time of time of filing papers. papers and at eligible electors of city or
Ci ) filing papers and at the Resident of ward (if any) - 2or4
ity Offices ; - . - time of ward.
time of the election. at time of filing papers election years [§45.1(8)(a)]
[839.26, 376.4(1)(a)] and at time of election. 839 26. )

(8376.4(1)] 376.4(1)] For cities with a population
between 100 and 3,499, at
least 10 eligible electors of

city or ward.
[845.1(8)(b)]
For cities with a population of
99 or less, at least 5 eligible
electors of city or ward.
[845.1(8)(c), 376.4]
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Absentee Voting

Proxy Requests Allowed

Proxy requests may be made by certain relatives of UOCAVA voters no sooner than 70 days
before the election.
[853.40(1)(b)]

See the Absentee Voting chapter for more information.

Special Write-In (Submarine) Ballot Allowed

Submarine ballots are available 90 days before the general election to UOCAVA voters who will
not be able to wait for the regular ballots to be transmitted.
[853.45]

See the Absentee Voting chapter for more information on submarine ballots

Federal Write-In Ballot (FWAB) Allowed

See the Absentee Voting chapter for more information on FWABs and when they can be
counted.
[853.53]

Request Deadlines

See the Absentee Voting chapter.
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Ballot Preparation

Voting Equipment

Voting equipment is required to be used in general elections. The equipment must be
programmed to report absentee results by resident precinct in the general election.
[852.1, 53.20(2)]

Partisan Election with Non-Partisan Offices on the Ballot

General election ballots contain both partisan and non-partisan offices. For partisan offices, the
political affiliation of candidates is listed with each individual candidate’s name on the ballot. No
reference to political affiliation is included after the names of candidates for non-partisan offices
or judges seeking retention.

[849.31(1)(a)]

Candidate Certifications

The official list of the names of all candidates for state and federal offices is called the
certification or certificate and is prepared by the SOS. Only candidates named on the certificate
may have their names on the ballot for state and federal offices. This certificate lists the correct
spelling of candidate names. The certificate will be sent as soon as possible after the filing
period is over.

[843.73, 46.21]

When Ballots Must be Ready

Ballots must be mailed, emailed, or faxed to UOCAVA voters at least 45 days before the
election.

Ballots can be mailed to domestic absentee voters as soon as they are ready. Ballots can be

voted in-person at satellites and auditors’ offices no sooner than 40 days before the election.
[853.10(1), 53.8(1), 53.40(2)]

Public Measures/Special Elections

Public measures are allowed on the general election ballot for counties, cities, and some
benefitted districts.

In 2018, any counties where gambling has been approved only once must include a gambling

proposition on the general election ballot. If a gambling proposition has been approved at two

successive general elections, the proposition is not required to be re-submitted to the voters.
[899F.7(11)(d), 99F.7(11)(e)]

Constitutional amendments, constitutional convention questions, and statewide public measures

may also appear on the ballot.
[lowa Constitution Article X Sec. 3, §39.2, 49A.4]
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Vacancies
County Vacancies
Any vacancies in county offices that occur 74 or more days before the election must be filled at
the general election.
[843.77(5)(b), 43.78(1), 69.14A(1)(b)(2)]

See the Vacancies chapter.

City Vacancies
Any vacant city offices which were filled by appointment must appear on the ballot at the
general election.

[798 N.W.2d 344]

Ordering Ballots

The minimum number of ballots that must be ordered for general elections is always based on
the number of voters from the general election that was held four years earlier (i.e. gubernatorial
general elections are based on the last gubernatorial general election, presidential general
elections are based on the last presidential general election).

For every 50 people who voted in a precinct in the general election four years ago, 55 ballots
must be ordered for that precinct. For example, if 595 people voted in Fun Township four years
ago, 655 ballots must be ordered this year for that precinct.

This formula is the minimum requirement. You must have additional ballots for absentees,
public testing, possible spoiled and replacement ballots, etc. Make sure to factor EDR into your
ballot order numbers.

[849.64]

July 2012 Prepared by the Office of lowa Secretary of State 9-15



General Election Ballot Anatomy

In addition to the information listed here, see the Pre-Election Day chapter for other ballot
requirements.

President and Vice President/Governor and Lt. Governor
These two candidates are elected as a team.

Use one voting target for each pair of candidates. Label each of the write-in lines with an option
to write in a candidate for both president and vice president, as shown on the sample ballot on
page 23. The same principle should be followed in gubernatorial elections for governor and It.
governor.

[849.33]

Judicial Retention and Constitutional Amendment(s)

The judicial ballot certification and constitutional amendment certification (if any) will be sent by
the SOS with the certification of candidates. Only judges named on the certificate can have their
names on the general election ballot. This certificate tells you the correct spelling of their names
and the order in which they must appear on the ballot. Do not change the order or rotate names
of judges.

[846.21]

Important Note: You must include a description of the location of the judges and constitutional
amendments (if any) on the front of ballots in the section for instructions for voters. The precise
wording of this notice will vary depending on the actual location of the measures. However, the
following basic format must be used (example includes a situation in which there is a
constitutional amendment on the ballot):

Where to find the judges and proposed amendment to the lowa Constitution

= Judges: on the back of this ballot, in the middle of the right-hand column.
= Constitutional Amendment: on the back of this ballot at the end of the right-

hand column.
[849.48, IAC 721—21.203(1)(d)]
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. Text in blue = Secretary of State’s Office

Auditor’s Calendar
General Election — November 6, 2012

. Text in green = Political Parties

. Text in black = County Auditor

Days from
Election Date Event Code Cite
+45 after Frida Primary Election EDR Acknowledgement Deadline.
Primary 4 Last day to mail acknowledgements to voters who registered and 848A.26A(1)
i July 20 . 4 ) . )
Election voted after the primary election pre-registration deadline.
Judges’ Filing Deadline.
104 X\L/ﬁd r;e55day, Last day for judges standing for retention to file a declaration of 846.20
y candidacy with the Secretary of State.
Monda State and Federal Candidates Filing Begins.
-99 Jul 30y' First day for NPPO candidates and candidates nominated by petition 844.4(1), 45.4
y to file nomination papers for state and federal offices with the SOS.
+60 after Saturda Deadline to Update Primary Election Voter History.
Primary August i Last day to add voter election participation information for the primary 848A.38(2)
Election g election in I-VOTERS.
County Candidate Filing Begins.
92 Monday, First day for NPPO candidates and candidates nominated by petition §44.4(1), 45.4
August 6 to file nomination papers for county and township offices with the ' T
auditor.
Special Absentee (“Submarine”) Ballots.
Wednesda First day for UOCAVA voters who will be outside the continental
-90 A Y United States and unable to vote and return a regular absentee ballot 853.45(1)(b)
ugust 8 . . e X . -
by normal mail delivery within the time provided to request a special
absentee ballot.
Primary Nominee Withdrawal Deadline — State and Federal. §43.76(1)
Last day for candidates for state and federal offices who were '
nominated at the primary election to withdraw. Notice of withdrawal
8 Thursday, must be submitted in writing to the SOS.
August 9 Last Day for Vacancies — State and Federal. §43.6(1)
If a midterm vacancy in a state or federal office occurs on or before i '
i ) 43.77(4),
August 9, the office must be on the ballot to fill vacancy at the general 43.78(1)
election. Political party nominations must be made by convention. '
Filing Deadline — State and Federal.
Last day to file nomination papers with the SOS. This includes NPPO 843.78(2),
candidates and candidates nominated by petition and Democratic and 44.4(1), 45.4
Friday, Republican parties’ nominations to fill ballot vacancies. Deadline is 5
-81 August 17— p.m.
5p.m.
Presidential Electors Filing Deadline.
Last day for the state party central committees to file the names and §54.5
addresses of the party’s presidential electors. Deadline is 5 p.m.
Last Day for Vacancies — County.
. If a midterm vacancy in a county office occurs on or before August 24 §4SZ;(75§(2)'
Friday, and no special election is called to fill the vacancy, the office must be 69 14A 1‘ b( 2)
-74 August 24 on the ballot to fill vacancy at the general election. Political party 14A(1)(b)(2)

nominations must be made by convention.

Continued on next page...
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Days from

Election Date Event Code Cite
Primary Withdrawal Deadline — County. 43.76(2
Last day for candidates for county office who were nominated in the §43.76(2)
primary election to withdraw. Notice of withdrawal must be submitted
in writing to the auditor.
Withdrawal Deadline — State and Federal. 44.9(1). 45.4
) Last day for NPPO candidate or candidates nominated by petition who §44.9(1), 45.
Friday, have filed nomination papers with the Secretary of State to withdraw.
-74 August 24 Notice of withdrawal must be submitted in writing to the SOS.
Substitution Deadline — State and Federal. 4411
Last day for NPPOs to replace candidates who withdrew, died or were §44.
found ineligible for state and federal offices.
Objection Deadline — State and Federal. 844.4(2)(a)(1)
Last day to file written objections to nomination papers with the SOS.
Deadline is 5 p.m.
Proxy Requests Begin.
First day for family members of UOCAVA voters to submit proxy 8§53.40(1)(b)
Tuesday, absentee ballot request forms.
70 ?ugrl;st 28 - Filing Deadline — Special Election to Fill City Vacancy
p-m. Last day to file nomination papers with the city clerk to fill a city IAC 721—
vacancy at a special election held with the general election. Deadline 21.404(2)
is5p.m.
Filing Deadline - County.
Last day to file nomination papers for county offices with the auditor. 843.78(3),
This includes NPPO candidates and candidates nominated by petition 44.4(1), 45.4
and Democratic and Republican parties’ nominations to fill ballot
vacancies. Deadline is 5 p.m.
Wednesday, Special Election to Fill City Vacancy Nominations Delivered.
-69 August 29—  City clerk delivers all nomination papers to be included on general IAC 721—
5p.m. election ballot for a special election to fill city vacancy being held with 21.404(2)
the general election to the auditor by 5 p.m.
Last day for the SOS to certify names for the general election ballot 843.73, 46.21
to the auditor.
Auditor’s office must be open until 5 p.m. §47.2(6)
Draw Names — Non-Partisan Office Ballot Order. §49.31(2
Auditor draws the names of candidates for non-partisan office (county 31(2)(c)
hospital trustee, soil and water commissioner, agricultural extension
council, and township offices) to determine the order in which the
names of those candidates will appear on the ballot.
.68 Thursday, Notify NPPO candidates if drawing must be held. IAC 721
August 30 If multiple nominations for a single office are received from candidates 21.201 2_
for the same NPPO, lots will be drawn to determine which candidate 21' 201( ?3
will have the NPPQO’s name appear with the candidate’s name on the 201(3)
ballot. The other candidate(s) will appear as “Nominated by Petition.”
The auditor must notify candidates of the time and date of the drawing.
Candidates have a right to be present or send a representative to the
drawing.
Monda Labor Day — State Offices Closed.
-64 Y, If the auditor’s office is closed, applicable deadlines move to the next 81C.1,47.4
September 3 .
business day.
Revised 7/2012 Prepared by the lowa Secretary of State’s Office Page 2



Days from

Election Date Event Code Cite
Withdrawal Deadline — County.
Last day for NPPO candidates and candidates nominated by petition 844.9(2), 45.4
who have filed nomination papers with the auditor to withdraw. Notice
of withdrawal must be submitted in writing to the auditor.
I\SAgnt(:z?XBer 3 Objection Deadline — County.
63 /Tupes da Last day to file a written objection to nomination papers filed with the 844.4(2)(a)(2)
Y auditor. Deadline is 5 p.m.
September 4
—5p.m. Substitution Deadline — County. §44.11
Last day for NPPOs to replace county candidates who withdrew, died
or were found ineligible.
Auditor’s office must be open until 5 p.m.
Proclamation by Governor.
.60 Friday, Governor to issue a proclamation for any proposed amendments to S49A.7
September 7  the constitution to be included on general election ballot. No '
constitutional amendments will be on the 2012 general election ballot.
Satellite Voting Petition Deadline.
A petition requesting a satellite absentee voting station must be filed §53.11(2)(a)
no later than 5 p.m. on the 47" day before the election.
Thursday,
-47 Sept. 20 - At least seven days before the first day of a satellite, the auditor must §53.11(5)
5p.m. notify the political parties’ chairpersons of the date, time, and location
of a satellite so the parties may appoint observers.
Auditor’s office must be open until 5 p.m.
Saturda UOCAVA absentee ballots must be ready to mail 45 days before the §53.8(1),
-45 Yo election. Regular absentee ballots must be mailed as soon as they are 53.39(2),
Sept. 22
ready. 53.40(2)
Absentee Ballots Ready.
, . . ) 53.10, 53.18(2
First day absentee ballots may be voted in the auditor’s office. 8 2)
Auditors must review all affidavits upon receipt.
Thursday, . .
-40 Sept. 27 Health Care Facility Delivery.
Within 10 days after ballots are printed, the auditor may send teams to §53.8(3),
deliver ballots to residents and patients of health care facilities. After 53.22(1)(a)
this 10 day window, ballots cannot be delivered to health care facilities
again until the 14th day before the election.
Sunda Last day to publish the third in a series of notices of changes in
-30 Y, precinct boundaries made since November 2010. Publication is not §49.11(2)
October 7 L
required if no changes were made.
Tuesday, No Special Elections Today.
21 October 16 This includes special election to fill vacancies. 839.2(1)(3)
Publications Begin.
First day to publish notice of changes in polling places (this includes §49.23
temporary changes and any polling places that have been changed
20 \(/)Ved r;)esd1a7y, since the last general election).
ctober §49.53, IAC

First day the auditor may publish notice of the general election and
sample ballot. The notice of election must include an accessibility
notice.

721—21.50(10)
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Days from

Election Date Event Code Cite
Publications Begin.
First day to publish notice of changes in polling places (this includes §49.23
temporary changes and any polling places that have been changed
-20 \(/)V;(lrk;ees;dla?y, since the last general election).
§49.53, IAC
First day the auditor may publish notice of the general election and 721—21.50(10)
sample ballot. The notice of election must include an accessibility
notice.
Worry-Free Postmark Date. 48A
Mailed voter registration forms which are postmarked on or before 848A.9(3)
Monday today are considered on time to pre-register for the general election
-15 October 22 even if they are received after 5 p.m. on Saturday, October 27.
Last Day to Appoint Precinct Election Officials. §49.13(1)
Appointed by the auditor.
No Special Elections Today.
This includes special election to fill vacancies. §39.2(1)(a)
14 Tuesday,
October 23 Health Care Facility Delivery. §53.22(1
Teams may resume delivery of absentee ballots to residents and 22(1)(@)
patients of health care facilities.
Voter Pre-Registration Deadline. §48A.9(1)
The deadline to pre-register to vote for the general election is 5 p.m.
This applies to registration in person (including registration at driver's
license stations or agencies) or by mail.
Saturda Exceptions: Mailed registration forms postmarked on or before
Y, Monday, October 22 are considered on time even if they are received
-10 October 27 -
after 5 p.m. today.
5p.m.
After today, a person may register to vote at the auditor’s office or at a §48A.7A(3)
satellite absentee voting station and vote an absentee ballot. The '
process is the same as for registering to vote on election day.
Auditor’s office must be open from 8 a.m. to 5 p.m. §48A.9(2)
Tuesday, No Special Elections Today.
-7 October 30 This includes special elections to fill vacancies. §39.2(1)(3)
Publication Deadline.
Last day to publish notice of election, sample ballot, and polling place §49.23, 43'53'
changes. The notice of election must include an accessibility notice. IAC 721—
21.50(10)
Deadline to request an absentee ballot by mail.
Friday, Last Day to Submit Written Challenges to Absentee Voters. 853.2(1)(b)
-4 November 2 . . . . )
—5p.m. A person qualified to vote in the election may submit a written

challenge to the qualifications of an absentee voter until 5 p.m. to the
auditor (observers witnessing the processing of absentee ballots may
submit challenges on Monday, November 5, and until the polls close

on election day.)

Auditor’s office must be open until 5 p.m.

§53.31(1)
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Days from

Election Date Event Code Cite
Auditors’ Offices Open. §47.2(5)
The auditor’s office must be open for at least eight hours until at least '
Saturday, 5 p.m. for absentee voting and other election business.
3 November3  absentee Affidavits. §53.150)
p-m. Last day for auditor to review absentee affidavits received by 5 p.m. '
Auditor’s office must be open until 5 p.m.
Saturday,
November 3  Voters admitted to hospitals or nursing homes after 12 a.m.
-3 through November 3 may call to request delivery of an absentee ballot. §53.22(2)
Election Day Deadline for a telephone request is 5 p.m. on election day.
at5p.m.
Equipment Testing Deadline. §52.35
Last day to test voting equipment. Keep testing results in election files. '
Testing must be completed by 7 p.m.
PEO Training Deadline.
Last day for training precinct election officials. §49.124(1)
Last Day for Voters to Fix Incomplete Affidavits.
Voters have until 5 p.m. to fix incomplete affidavit envelopes. §53.18(2)
Auditor May Convene ASVP Board.
The board may review affidavits and decide which ballots to accept for
counting. If secrecy envelopes were enclosed with all absentee §53.23(3)(b)(1)
Monday, ballots, the auditor may direct the board to open the affidavit '
-1 November 5 envelopes and remove the secrecy envelopes.
-5p.m.
Notify the county political party chairpersons of the time the ASVP
board will be convened. §53.23(3)(b)(1)
Counting Ballots Before Election Day. §53.23(3)(c)
The ASVP board may begin counting absentee ballots the day before | AC 721_’
election day. 22 343
Absentee Ballot In-Person Deadline. §53.2(1)(a)
Last day to request and vote an absentee ballot in person at the '
auditor’s office.
Auditor’s office must be open until 5 p.m. if there are incomplete
absentee ballots in need of correction.
General Election Day.
Polls are open from 7 a.m. until 9 p.m. §39.1,49.73
Electronically Submitted Absentee Ballot Requests Must be
Tuesda Matched with Originals. IAC 721—
Y If an electronic or faxed request was submitted, original absentee 21.2(2)

November 6

ballot requests must be received by the time the polls close. If the
original does not arrive on time or was postmarked after Friday,
November 2, the ballot cannot be counted. Notify the voter that the
ballot was rejected. This requirement does not apply to UOCAVA
voters.
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Days from

Election Date Event Code Cite
Post the Number of Provisional Ballots.
Number of provisional ballots cast in each precinct must be posted by §50.20
9 a.m. on the second day after the election.
Thursday,
+2 November 8
—9am ASVP Board May Reconvene. §50.21. 50.22
o ASVP board may reconvene no earlier than noon to consider e
provisional ballots and absentee ballots postmarked Monday,
November 5, or earlier.
+6 Monday, Veteran’s Day — State Offices Closed. 81C.1,47.4
Nov. 12
ASVP Board Reconvenes. §50.22
ASVP board reconvenes if necessary to canvass absentee ballots
postmarked Monday, November 5, or earlier, and received by noon on
Tuesday, November 13.
Absentee Ballot Deadline - Noon.
Absentee ballots that were postmarked on Monday, November 5, or §53.17(2), IAC
earlier and received by noon today are considered to be on time to be 721—21.12
counted.
Tuesday,
7 Nov. 13
ov. County Canvass of Votes.
May occur either on Tuesday or Wednesday. §50.24(1), IAC
721—21.13
Abstracts and Election Canvass Summary.
Mail signed originals to the Secretary of State by Monday, November §50.30, 50.30A
19. Must be signed by a majority of the board. '
No Special Elections Today.
This includes special elections to fill vacancies. §39.2(1)(a)
Thursday, Recount Request Deadline.
Nov. 15/ Written requests for a recount must be filed with the auditor no later
+9/+10 Friday, than the third day after the county canvass of votes at 5 p.m. 8§50.48(1)(a)
Nov. 16 —
5p.m. Auditor’s office must be open until 5 p.m.
Monda County Abstracts of Votes and Canvass Summaries Due.
+13 Nov 13/ ' Deadline to forward original abstracts of votes and canvass §50.30, 50.30A
' summaries to the SOS. Must be signed by a majority of the board.
Tuesday, No Special Elections Today.
+14 Nov. 20 This includes special elections to fill vacancies. §39.2(1)(a)
Thursday,
Nov. 22/ - . .
+16/+17 Friday Thanksgiving Holiday — State Offices Closed. §1C.1
Nov. 23
Tuesday, No Special Elections Today.
+2l Nov. 27 This includes special elections to fill vacancies. 839.2(1)(3)
+27 Monday, State Canvass of Votes Must be Complete. 850.38
December 3
Revised 7/2012 Prepared by the lowa Secretary of State’s Office Page 6



Days from

Election Date Event Code Cite
Frida EDR Acknowledgment Deadline.
+45 4 Last day to mail acknowledgements to voters who registered and 848A.26A(1)
Dec. 21 f ; ; 7
voted after the general election pre-registration deadline.
Saturday . .
! Deadline to Update Voter History.
+60 gg?g ary 5, Last day to add voter election participation information in I-VOTERS. 848A.38(2)
Revised 7/2012 Prepared by the lowa Secretary of State’s Office Page 7






Public Measure | Called Jurlsdlctpn or Code & IAC Special % to Repeat
) Governing . X after
Election By Sections Requirements | pass -
Body failure
Educational
Improvement G School Board 257.29 See statute M NR
program,
establishment
No separate
Emergency 911 E911 Board for 34A.6-7; IAC special election
G . allowed- M NR
surcharge service area 721-21.810 .
pending or
general only
YES. Extra
Emergency 357G.4; %ﬂ;ﬁf}“ﬁg{
medical services . 357G.8; :
oo o G City required to 60% NR
district, city: tax 357G.11 d hi
levy, bonds conduct this
' election. PEOs
unpaid.
YES extra
Emergenc blication.
medicalrgservi)ées 357F4; F,il\ltd:tor Inot
o ; G County 357F.8; . 60% NR
district, county: tax required to
357F.11
levy, bonds conduct
election.
Regular city,
Emergenc General, or
mergency Special Election.
medical services . . S
o 422D.1; Maximum time:
tax: income surtax, G County M NR
422D.5 5 years. Extra
ad valorem ST
roperty tax publication 60
property days before
election
Enterprise
commission,
county - establish GorP County 331.471 M 4yrs
or dispose of,
acquire or lease
Equipment
replacement_& G Community 260C.28 Re_gular or M 355 days
program sharing College Board special election
levy
Excursion boat gambling, see Gambling, excursion boat (page 29)
Facilities levy, . At regular
merged area G Community 260C.22 school election M NR
i College Board
community college only
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Public Measure
Election

Called
By

Jurisdiction or
Governing
Body

Code & IAC
Sections

Special
Requirements

% to
pass

Repeat
after
failure

Franchise for
utilities

GorP

City

364.2

Ordinance on
ballot, utility
company pays
for election.
Some franchise
elections are
held only if
requested by
petition - see
364.2(4)(b)

NR

Franchise:

City sewer & water, see Sewer and water franchise (page 36)

Gambling,
excursion boat

County

99F.7(11):
IAC 721-
21.820

After initial
approval, must
be placed on
ballot once more
after 8 years.
After approved
twice, do not
need to re-
submit approval
to voters.

2yrs

Gambling, games
at race tracks

County

99F.7(11)(c);
IAC
721-21.820

Election called
when race track
licensee applies

for gambling
game license.
Special election
must be held
ASAP. See
above for
renewals.

2 yrs

Historical
preservation
district

Dep't of Cultural
Affairs

303.20-26

Includes write-in
ballot for
commissioners.
Dep't hires
election
workers, sets
polling places

NR

Historical
preservation
district -
termination

Historical
Preservation
District
Commission

303.33

Must exist for 2
years

2yrs

July 2012
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Who Gives Oath of Office

Oaths of office may be given by persons empowered to administer oaths as set forth in lowa
Code chapter 63A.
[Chapter 63A]

Oath of Office not Taken on Time

If an oath of office is not taken on time, the elected official fails to qualify for the office which
creates another vacancy.
[869.2(1)(b)]

Unavoidable Reasons

In the event the failure to timely qualify was unavoidable because the officer was sick, there was
bad weather, or there was some other unavoidable absence or casualty, the officer can qualify
within 10 days of the original deadline to qualify (i.e. 10 days after the term start date or 20 days
after the canvass).

[863.3]

When An Officer Holds Over

When there is no new officer elected to take over at the expiration of the previous officer’s term,
the previous officer must hold over until a successor is elected and qualified. This may occur
when an election contest is occurring and the successor has not been determined yet by the
contest court.

[§63.7, 69.1A]

Unexpired Term Ends within 70 Days After Next Pending Election

When the unexpired term of a vacancy expires within 70 days after the next pending election or
after the date of an election in which the office was on the ballot, the person elected to the office
must also serve the remainder of the unexpired term.

[869.12(2)]
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Vacancies on School Boards

Laws Related to School Board Vacancies

lowa Code sections 69.12, 277.29, 279.6 and 279.7 apply to vacancies on school boards.

Filling Vacancies

The vacancy must be filled by appointment of the remaining directors until the next pending
election. There is no provision allowing residents of the district to petition for a special election
to fill the vacancy. The only exceptions to this “no special election” rule are:

= When the school board fails to appoint a replacement within 30 days

= When the vacancy reduces the number of school directors below a quorum

If there is no quorum, the school secretary is required to call a special election to fill the
vacancy. If there is no school secretary, the area education agency administrator is

required to call a special election to fill the vacancy.
[8279.6, 279.7]

Extra or Special Publication Requirements

There are no specific publication requirements related to filling vacancies on school boards.
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Vacancies in Non-Partisan County Offices

Township Officers

Township Officers are Elected

Vacancies in offices of township trustee or clerk must be filled by appointment. The remaining
trustees must appoint a replacement trustee or clerk within 30 days after the vacancy occurs. If
the remaining trustees fail to appoint a replacement within 30 days, the board of supervisors
may appoint a successor.

Unlike most vacancy appointments, these appointments last until the next general election, not
until the next pending election. Township offices never appear on the ballot at special county
elections.

If the offices of two trustees are vacant at the same time, the county board of supervisors must
appoint the replacement trustees.

If the offices of all three trustees are vacant at the same time, the county board of supervisors
may either appoint replacement trustees or the board may assume the responsibilities and
powers of the trustees until the vacancies can be filled at the next general election.

[869.8(5)]

Township Officers are Appointed
If the township officers are appointed by the board of supervisors, the board of supervisors
appoints to fill vacancies. The appointment lasts until the expiration of the original term.

[§69.8(5), 69.11]

Soil and Water Conservation Commissioners

Vacancies in the office of soil and water conservation commissioner must be filled by
appointment. The state soil conservation committee makes the appointment. There is no
deadline in the statute setting forth the deadline for appointing a replacement.

Unlike most vacancy appointments, these appointments last until the next general election, not
until the next pending election. Soil and water conservation commissioner offices never appear
on the ballot at special county elections.

[§161A.5]

County Agricultural Extension Council Members

Vacancies in the office of county agricultural extension council must be filled by appointment.
The extension council of the extension district makes the appointment. There is no deadline in
the statute setting forth the deadline for appointing a replacement.

If there are more than 70 days left in the term after the next pending election (i.e. countywide
special or general election), and the vacancy occurs more than 74 days before the next pending
election, the vacancy must be filled at the next pending election.

[8176A.8(9)]
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County Hospital Trustees

Vacancies in the office of county hospital trustee must be filled by appointment. The remaining
members of the board of trustees make the appointment. There is no deadline in the statute
setting forth the deadline for appointing a replacement.

Unlike most vacancy appointments, these appointments last until the expiration of the original
term. County hospital trustee offices never appear on ballot at special county elections.

If there are fewer than four trustees remaining on the board, the board of supervisors appoints

replacements until the expiration of the original term.
[8347.10]
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» The entire petition page must be rejected when it is impossible to determine for
which district or ward the candidate is filing.

5. Type and Date of Election

= Highlight this field if it was left blank.

»= The entire petition page must be rejected if the type and date of the election is
missing.

6. To Fill a Vacancy

Candidates should provide a “yes” or “no” answer to the question: Is the candidate running
to fill a vacancy due to the death, resignation, removal, or temporary appointment of an office
holder?

= Highlight this field only if it was left blank and the office the candidate filed for will
only appear on the ballot as “To Fill Vacancy.”

= The affidavit must be rejected when it is impossible to determine for which office a
candidate is filing.

Candidates should contact the auditor or SoS if they are unsure whether they are running to
fill a vacancy.

7. Petitioners’ Residence

A statement identifying the signers of the petition as residents of a single county,
supervisor, city, school district, school or community college director district, or legislative
district in the state of lowa.

= Highlight this field if it was left blank.

»= The entire petition page must be rejected if this statement is missing.

8. Candidate’s Affiliation (Partisan Offices Only)

= Highlight this field if left blank on a petition for a primary election candidate.
= The entire petition page must be rejected if the petition was filed for a primary

election or a special election to fill a vacancy in a partisan office and a political party
affiliation is not listed on a petition header.

No Header
Signatures appearing on petition pages that contain no header (e.g. the blank, reverse side of a

fully completed petition page) cannot be counted.
[843.14(1), 43.14(2), 45.5(1), 45.5(2)]
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Required Elements of Signature Lines

The signature lines are the portion of the page where the eligible electors of the
appropriate county or district (as applicable) may sigh nomination petitions.

Be sure the minimum number of signatures has been filed. If not, reject the papers and return
them to filer. See the Candidate Qualifications charts for sighature requirements.

Important Note: There is no limit on the number of nomination petitions for different candidates

that one elector may sign. Candidates may sign their own petitions assuming they are eligible
electors.

1. Signature of Eligible Elector

= Highlight this field if it was left blank.
= The signature line must be rejected if the eligible elector did not sign.

Signatures do not have to be legible and may include printed names.

2. Address of Eligible Elector

= Highlight this field it if was left blank or if the address is obviously outside the
applicable district.

= The signature line must be rejected if the address field was left blank or if the
address is obviously outside the applicable district.

Addresses must include a street name and a house number along with the city. PO boxes
are not acceptable. A signer who is homeless should describe where he or she lives or write
“homeless” in the space provided.

Signers may abbreviate the name of a city if it is clear for which city the abbreviation is.

3. Date Eligible Elector Signed

= Highlight this field if it was left blank.
= Do not reject the signature if the date the eligible elector signed is not included.
[843.14(2), 43.15(2), 45.5(2), 45.6(2)]
Ditto Marks
Petition signers often use “ditto” marks when appropriate (e.g. when the name of a city or the

date of signing the petition is the same as the previous signer). The use of ditto marks alone
does not invalidate a signature.
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Provisional Ballots and Challenged Absentee Ballots

The board must review all the information on the provisional ballot envelopes and all of the
evidence submitted regarding the qualifications of each provisional and challenged absentee
voter. The decision to count or reject each ballot must be made by the ASVP board based on
the information on the envelope containing the provisional ballot, the evidence concerning the
challenge, and any pertinent voter registration documents.
[850.22]

What is a Provisional Ballot?
A provisional ballot is used by voters whose qualifications to vote were challenged at the polls,
by voters who could not prove they are qualified to vote by showing ID when requested, and by
some absentee voters at the polls.
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. This means that provisional ballots cast by
absentee voters at the polls should be considered by the ASVP board after the absentee receipt
deadline or immediately prior to the canvass, whichever is applicable.
If the absentee ballot must be rejected for any reason, the ASVP board should then consider the
provisional ballot for counting.
Why are Voters Challenged?
A challenge may be brought against a voter by claiming the voter is one of the following:

»= Not a citizen of the United States

= Less than 18 years of age on Election Day

= Not a resident at the address where the person is registered

= Not a resident of the precinct where the person is offering to vote

» Falsifying information on a registration form or on a declaration of eligibility

= Convicted of a felony and voting rights have not been restored

» Adjudged incompetent to vote and no later ruling has found the person once again
competent

= Deceased
[849.79, 49.80, 49.81]
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Rejecting Ballots
Provisional and challenged absentee ballots may only be rejected when the:

= Voter did not provide ID and was required to

= Voter was not registered in the precinct on election day

= Voter already returned an absentee ballot that was counted (provisional voters)

= Voter is not qualified to vote
Rejected ballots must be marked “Rejected because (insert reason of rejection).” All rejected
ballots must be sealed in an envelope marked “Defective ballots.” The envelope must be
marked with “absentee and special voters precinct” and the date of the election at which the
ballots were cast. The seal on the envelope must also be signed by the precinct election
officials.
The board must record the number of rejected ballots on the absentee and provisional ballot
chain of custody log. The envelope with the rejected ballots must be returned to the auditor.

[853.25, 53.26, 53.27]

The auditor or the board needs to prepare notices to send to voters whose ballots were rejected

within 10 days of the rejection. A board member must initial or sign the notices.
[853.25]

Sealing Ballots

After counting is completed, seal the counted ballots into containers. A seal must be placed over
the opening of the container so the container cannot be opened without breaking the seal. All
members of the board must sign across the seal.

[850.12]
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