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(not central count)
Goal

To familiarize election inspectors with processing absentee ballots at the polling place.
 
Overview

Understanding the steps involved in processing an absentee ballot at the polling place is an important part of being an election inspector. The ability to properly review a certificate envelope and count absentee ballots upholds the integrity of voting. By understanding the absentee process from start to finish, election inspectors will know how to check certificate envelopes for sufficiency, remake overvoted and crossvoted ballots, and how to count absentee ballots by-hand or with a tabulator.

Reminders Before Election Day

· On Election Day, the municipal clerk delivers absentee ballots to the polling place in a sealed envelope or container that bears the name and official title of the clerk and the language found in Wis. Stat. § 6.88(1). (EL-125 Absentee Ballot Carrier). 
· All absentee ballots must be processed in the same room as the votes are cast so that an observer can hear the names of absentee voters. 
· Absentee ballots should be processed during the day at any time after the opening of the polls until the polls are closed.  If processing is not complete by the hour the polls close, continue until all ballots have been processed.

Tip: Processing means:  Name and address are announced, envelope is examined and opened if determined sufficient, voter number is assigned, and ballot is placed in ballot box or voting machine.

· Inspectors do not need to, nor should they stand in line like a voter to get a number for an absentee ballot.
· Absentee ballots may not be counted until after the polls close. (hand-count ballots examined, and votes tallied or running the tape on electronic equipment).

Tip: Counting means:  Hand-count ballots are examined, and votes tallied along with the ballots voted on election day.  Results tape is run on electronic equipment.

· If inspectors have reliable information an elector has died before the time the ballot is to be processed, the absentee ballot must be rejected (at least for now).
· Any qualified elector of Wisconsin may challenge an absentee ballot.  

1. Preparing the absentee envelope for processing

· Open the envelopes or containers containing the absentee ballots.
· Remove one envelope and announce voter’s name and address.
· Check Ineligible Voter List to determine if the voter is ineligible to vote due to a felony conviction.

Tip: This is required by law.  Wis. Stat. § 6.79(3)(a). It is part of the public aspect of voting.  How a person votes is private; that a person voted is public.   

· If voter’s name is on the list – continue processing but challenge the ballot before placing it in the ballot box or voting equipment.
· Voter’s name is not on the list, but envelope is marked ineligible per DOC – challenge and record on Inspectors’ Statement (EL-104).
· Attempt to contact WEC to confirm felon status before beginning the challenge process.

2. Review absentee certificate envelope for sufficiency

An absentee certificate envelope is insufficient and must be rejected if one or more of the following is determined:

· Envelope is open.
· Envelope has been opened and resealed.
· Voter did not sign (lack of date alone is not enough to reject a ballot).
· Witness did not sign and/or provided address.  
· If issued by SVDs, one or both SVDs did not sign and one or both did not provide their address.

If the absentee certificate envelope is Insufficient:

· Do not open envelope.
· Set aside any envelopes that are insufficient and process after 8:00 p.m.

If the voter appears before 8:00 p.m. to correct their absentee certificate envelope:

· The voter may not vote a new ballot.
· The original witness must be present.
· The inspectors issue a new certificate envelope to the voter.
· The voter opens the original certificate envelope, verifies their ballot, and seals the ballot in the new certificate envelope. 
· The voter may NOT remove the ballot from the voting area. 
· An election inspector may NOT serve as the witness. 
· The elector and witness sign the certificate envelope and the witness provides their address. 
· The original certificate envelope is destroyed. 
· Document that a correction was made, and the ballot accepted on the Absentee Ballot Log (EL-124).
After 8:00 p.m. –  if the voter has not appeared to correct their absentee certificate envelope:

· Do not issue voter number.
· Mark envelope “Rejected _,” (serial number beginning with 1) and write the reason on the envelope.
· Place the Certificate Envelope in the Rejected Absentee Ballots (EL-102) brown carrier envelope.
· Record rejected ballot serial number and reason for rejection on Inspectors’ Statement (EL-104).
· Record ballot as “not counted” and reason for rejection on Absentee ballot log.

If the absentee certificate envelope indicates POI or completion of the Certification of Authorized Care Facility Representative section is required:

Tip: Certificate Envelope will be an EL-122sp (special).  The EL-122sp contains the Certification of Authorized Care Facility Representative.

Certification of Authorized Care Facility Representative is completed—

· Process as normal.

Tip:  Authorized Representative may also be the witness.

Certification is blank or incomplete—

· Open envelope.  
· If acceptable photo ID is in the envelope -- process as normal.
· Acceptable ID is not in the envelope -- ballot is rejected.  

3. Processing sufficient absentee certificate envelopes at the Spring Primary, Spring Election and General Election

If the absentee certificate envelope is sufficient:

· Carefully remove the ballot(s) from the certificate envelope.
· Check the contents of the certificate envelope to assure there is only the appropriate number of ballots.

NOTE:  The voter is entitled to a secret ballot.  Do NOT inspect ballots before   inserting  into the tabulator unless there are more ballots than there should be. 


If the absentee certificate envelope contains more than one ballot of the same type (see tip) but only one ballot is marked:

The marked ballot is not rejected.

Tip:  Hand-count paper ballots:  “Type” means Federal/State/County ballot, Municipal ballot, etc.

· Issue voter number.  Document that it was an absentee ballot (Red A next to voter number on poll list).
· Check ballot(s) for initials of issuing clerk. (DO NOT REJECT BALLOT(S) SOLELY BECAUSE OF MISSING INITIALS).
· If initials are missing, note the omission on the EL-104.
· Place the marked ballot(s) in the ballot box or voting equipment.
· Write on the “unused ballot” on the ballot and return it to the certificate envelope.
· Write “Unused ballot” # ____” (serial number beginning with 1)” on the Certificate Envelope and place it in the Used Certificate Envelopes (EL-103) white carrier envelope.
· Record on Inspectors’ Statement (EL-104) that more than one ballot of the same type was in the envelope but only one was marked.  Reference the serial number for unused ballot.
· Record as counted on absentee log (EL-124).

If the absentee certificate envelope contains more than one of the same type of ballot and both ballots are marked: 

The ballots are rejected.  

Tip:  Hand-count paper ballots:  “Type” means Federal/State/County ballot, Municipal ballot, etc.  If more than one ballot of the same type is voted, all ballots are rejected (state/county, municipal, school district, etc.).

· DO NOT issue voter number.
· Mark the same type ballots “rejected” and return all ballots to the certificate envelope.
· Mark envelope “Rejected ballot # (serial number)” and list reason.
· Place rejected cert envelope containing the ballots in the Certificate Envelope for Rejected Absentee Ballots (EL-102) brown carrier envelope.
· Note on inspectors’ statement that ballots were rejected because voter marked more than one ballot of the same type; include the serial number.
· Mark as “not counted” on the Absentee Ballot Log (EL-104).

4. Processing sufficient absentee certificate envelopes at the Partisan Primary that use tabulating equipment

If the absentee certificate envelope is sufficient:

· Carefully remove the ballot from the certificate envelope.
· Make sure there is only one ballot.

NOTE:  The voter is entitled to a secret ballot.  Do NOT inspect ballots before inserting into tabulator unless there are more ballots than there should be.

If an absentee certificate envelope contains more than one ballot but only one ballot is marked:

The marked ballot is not rejected.

· Issue voter number.  Document that it was an absentee ballot (Red A next to voter number on poll list).
· Check marked ballot for initials of issuing clerk. (DO NOT REJECT BALLOT(S) SOLELY BECAUSE OF MISSING INITIALS.
· If initials are missing, note the omission on the EL-104.
· Place the marked ballot in the tabulator.
· Write “Unused ballot” on the unmarked ballot and return it to the certificate envelope.
· Write “Unused ballot # _____ (serial number beginning with 1)” on the Certificate Envelope and place it in the Certificate Envelope for Used Certificate Envelopes of Absentee Electors (EL-103) white carrier envelope.
· Record on Inspectors’ Statement (EL-104) that more than one ballot was in the envelope but only one was marked.  Provide serial number for unused ballot.
· Record as “counted” on the Absentee Ballot Log (EL-104).

If an absentee certificate envelope contains more than one ballot and both are marked:

This is an overvote.  The ballots are rejected.

· DO NOT issue voter number.
· Mark the ballots “Rejected” and return ballots to the Certificate Envelope.
· Mark the Certificate Envelope “Rejected ballot # (serial number)” and list the reason for rejection.
· Place the absentee certificate envelope in the brown Certificate Envelope for Rejected Absentee Ballots (EL-102).
· Note on the inspectors’ statement that ballots were rejected because voter marked more than one ballot.  Refence the serial number issued for the rejected ballots.
· Record as “counted” on the Absentee Ballot Log (EL-104).

If an absentee certificate envelope contains only one ballot and an inspector notices (by accident, of course) that the voter has crossover voted or overvoted an office: 

NOTE: The tabulating equipment will automatically catch a ballot that contains an overvote or crossover vote.  Therefore, examining the ballot during processing is not only unnecessary it violates the voter’s right to a secret ballot.  

Crossover voted ballots or overvoted ballots are not rejected during processing.
· Issue a voter number and treat the ballot as you would any single ballot, beginning with issuing a voter number.

5. Remaking and Overriding Overvoted and Crossover Voted Ballots

Ballot is inserted in tabulating equipment.

· Machine displays a warning message that overvotes are resent or the ballot has been crossover voted.

If voter intent can be determined; ballot must be remade:

· Prepare to remake the ballot by obtaining a blank ballot.
· In the For Official Use Only area in the endorsement section of the ballot, mark the original ballot (the one the voter marked) “Original ballot (insert serial number).”  Check appropriate reason for the remake.
· In the For Official Use Only area in the endorsement section of the ballot, mark the blank ballot “Duplicate ballot (insert same serial number as the original ballot).”  Check appropriate reason for remake. 
· Transfer votes from the original ballot to the duplicate ballot exactly as marked except for the overvoted contest(s). 
· Mark overvoted contest(s) to match intent.
· Crossover vote: Intent cannot be determined for a true crossover vote 

Tip: See Voter intent cannot be determined below.

· Place duplicate ballot in tabulator.  
· Place original ballot in the “Original Ballots” envelope.
· Describe reason for remaking ballot and include the serial number on the Inspectors’ Statement (EL-104).

If voter intent cannot be determined in municipalities that do not use the override function:

If the municipal clerk has not authorized use of the override function or if voting equipment is not equipped with an override function, ballots for which intent cannot be determined must be remade.

· Prepare to remake the ballot by obtaining a blank ballot.
· In the For Official Use Only area in the endorsement section of the ballot, mark the original ballot (the one the voter marked) “Original ballot # (insert serial number).”  Check appropriate reason for the remake.
· In the For Official Use Only area in the endorsement section of the ballot, mark the blank ballot “Duplicate ballot # (insert same serial number as the original ballot).”  Check appropriate reason for remake. 
· If the ballot is crossover voted or intent cannot be determined for any office, leave the duplicate ballot blank.
· If the ballot is only partially overvoted, transfer the votes from the original ballot to the duplicate ballot exactly as marked by the voter except for the overvoted contest(s). 
· Mark the over voted contests for which intent can be determined to match intent.
· Leave the overvoted contests for which intent cannot be determined blank.
· Place duplicate ballot in tabulator.  
· Place original ballot in the “Original Ballots” envelope.
· Describe reason for remaking ballot on Inspectors’ Statement (EL-104) and refer to the serial number issued for the remade ballot.

If voter intent cannot be determined in municipalities that use the override function:

If the municipal clerk has authorized the use of the override function, ballots that are crossover voted or all contests are overvoted (nothing can be counted), the override function may be used.

· Re-insert ballot into tabulator and choose the override option.  
· Describe reason for override on Inspectors’ Statement (EL-104).

6. Processing Sufficient Certificate Envelopes at a Partisan Primary – Hand-count paper ballots

If the Absentee Certificate Envelope is sufficient:

NOTE: The voter is entitled to a secret ballot.  Do not examine voted ballots unless there are more ballots than there should be.  

· Carefully remove the ballot from the certificate envelope
· Check contents of envelope to assure it contains only one party ballot.

If there is more than one ballot but only one ballot is marked:

The marked ballot CAN be accepted.

· Issue a voter number and record the voter number on the voter list. Document that this was an absentee ballot (red “A” next to voter number.)
· Check for initials of issuing clerk.  If the ballot does not contain the initials of the clerk’s or deputy’s initials, do NOT reject the ballot solely for that reason. 
· Record the omission of initials on the EL-104.
· Place the marked ballot in the ballot box.
· Write “unused ballot” on the unmarked ballot and return it to the certificate envelope.
· Write “Unused ballot #__’ (beginning with 1) on the Certificate Envelope and place the certificate envelope in the Used Certificate Envelope of Absentee Electors (EL-103) white carrier envelope.
· Record on the Inspectors’ Statement (EL-104) that there was more than one ballot but only one ballot was marked.  Record the serial number issued for the unused ballot.
· Record as “counted” on the Absentee Ballot log (EL-124).

If there is more than one marked ballot and the ballots are for the same party:

This is an overvote.

· Do not issue a voter number.
· Mark both ballots “rejected.”
· Return both ballots to the Absentee Certificate Envelope and mark the Certificate Envelope “Rejected Ballot #___“ (beginning with 1).  List “voted on more than one ballot of the same party” as the reason.
· Place the Certificate Envelope in the brown Certificate Envelope for Rejected Absentee Ballots (EL-102).
· Note on the Inspectors' Statement (EL-104) that the ballots were rejected because the voter voted on 2 or more ballots of the same party and refer to the serial number on the Certificate Envelope. 
· Record as “not counted” on the Absentee Ballot log (EL-124).

If there is more than one marked ballot and the ballots are for different parties:

This is a crossover vote.  DO NOT REJECT CROSSOVER VOTED BALLOTS.

· Issue a voter number and record the voter number on the voter list. Document that this was an absentee ballot (red “A” next to voter number). 
· Check ballot(s) for initials of issuing clerk.  (DO NOT REJECT BALLOT(S) SOLELY BECAUSE OF MISSING INITIALS.)
· If initials are missing, note the omission on the EL-104.
· Staple the ballots together or ensure the ballots stay together in some other fashion. 
· Mark the packet “Crossover” and place the packet of ballots in the ballot box.
· Place the certificate envelope in the Used Certificate Envelopes of Absentee Electors (EL-103) white carrier envelope. 
· Record as “counted” on the absentee ballot log (EL-124).



Frequently Asked Questions
Can persons who have been convicted of a felony vote?
A person who has been convicted of a felony may not vote until the term of their sentence, including probation or parole, has been served.
Rather than returning a ballot to the clerk’s office, can an absentee elector deliver the ballot to the polling place?
Yes. If the absentee elector returns the ballot to the polling place, the election inspectors must indicate that the absentee ballot was hand-delivered on the Inspectors’ Statement (EL-104) and Absentee Ballot Log (EL-124).
Can a person other than the voter return a voted absentee ballot on behalf of the voter? 
Yes. A ballot hand-delivered to the clerk’s office or polling place is considered returned by mail. 
Can a witness other than the person who was present when the ballot was voted come to the clerk’s office or to the polling place and sign as witness on the absentee ballot envelope?
No, the original witness who was present when the ballot was voted must sign the absentee ballot envelope. If a witness did not list their address on the certificate envelope, the clerk may use sources available to them to determine the address of the witness, and if certain, list that address on the certificate envelope.
If an elector has an “absentee returned” watermark and their ballot has not been processed, can they spoil their ballot?
No, the elector cannot spoil their absentee ballot nor be issued a new ballot at the polling place.
If an elector has an “absentee returned” watermark, can they vote at the polling place?
No, the voter cannot vote at the polling place.  If the elector is certain they did not return their absentee ballot, they are issued a challenged ballot.  If the original absentee ballot is discovered when processing absentee ballots, the absentee ballot is rejected and the election inspectors inform the clerk of the attempt to vote more than once.
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