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Handling Undeliverable
Ballots in MT Votes
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For Mail Ballot Elections:

— Attempt to contact the elector

— Mail a forwardable, first class postage paid, return
addressed notice

— In ODD year elections, if the notice is returned
undeliverable, inactive the elector

— In EVEN year elections, do not inactive due to NVRA
prohibitions on list maintenance for federal elections

— See slide #29 for information on undeliverable ballots
returned with USPS yellow forwarding address
stickers.




 For a poll elections:
— investigate the reason for the return.

— Upon notification by the elector of the elector’s
correct mailing address, the elector must be
provided with the undeliverable ballot or with a
replacement ballot.

— See slide #29 for information on undeliverable
ballots returned with USPS yellow forwarding
address stickers.
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Entering Undeliverable
Ballots into MT Votes
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In the Ballot Processing module click on the undeliverable tab and
then the New button.




Click in the ID field and either scan or key in a ballot
barcode and click Add.
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Help
| 51-Federal Primary Election 2016 B |
| Received Date |04,|’27,|’2016 I |
aaaaaaaaaaaaaaaaaaaaaaa
|453981182 | Add | me |
tttttt | | ~| search |
— Yoter Details
aaaaaaaaaaaa | Name in Record |
tttttt | ctive Status |
Ballot Residential Address Current Residential Address
Ballot Mail Address  Address Type : Current Mail Address
[T Review Registration  Change Now |
Delete | First | Previous | MNext | Last | View Ballots | Voter Details | Save | Close |
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. . "l undeliverable Ballots x|
The Voter Details will [ esmuens T
dis o | ay. N L LR
—Ballot Label ———— —Ballot Search
| I D | |_| Name |
» Review Displayed = |- | —
| nfo r m atl O n 7:::;. E:::l';t [TEST, voTER Name in Record [TEST, vOTER
Lo || et |active — status |Active
® Ad d a d d |t| O n a | | D S E:!o: :ﬂis;: eeeeeeeeeeeeee : ;r:n;;:Sidenti ddddddddd
 (lick Save and |
Ballot Mail Address  Address Type :  Civilian Overseas Current Mail Address
Close
ion Change Now
| wext | rast |




The new undeliverable ballot batch will be displayed.
« Follow the previous steps to add in additional undeliverable ballots
« (lose Ballot Processing when finished

New I Processl Deletel
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Releasing Undeliverable
Ballots to Voter in Office
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Releasing Undeliverable Ballots

« Sometimes a ballot comes back
undeliverable and the person appears in the
office to resolve the undeliverable ballot.

* In this case, the undeliverable ballot must be
released to the person (make sure the
person updates their mailing address if
necessary).
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To release the ballot, you need to remove it from
the undeliverable batch.

To locate the batch, click Voter Search.
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Pull up the voter, and then click on Elections,
Active Ballots.
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Scroll over, and write down the batch number for the
undeliverable ballot. Close out to the main menu.
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From the main menu of MT Votes, click on the
Ballot Processing module.
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Select the correct election, click on the
Undeliverable tab and then click Search.
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Use the Next/Previous buttons to locate the ballot you need to
release. Once located, click Delete to remove the ballot from the
batch.

| search |




x‘:\ \x“\ N %&MM‘* \. NNERNIN AR\ C R YA
’;f?/fﬁ// ’f?/fé// / iy,

You will receive a pop-up. Answer Yes.

ng
untry  [UNITED STATES OF AMERICA = | ¥ USA  Clear |
10 TEST AVE
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Resending
Undeliverable Ballots
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f you receive an updated mailing address for an undeliverable ballot,
and the voter has confirmed the address, bring up the individual's
record in Voter Registration to begin the re-send process.

Click on Election
Menu and go to
the Issue Ballot
screen.




Change the Ballot Type to Resent-Undeliverable. Select the Label and a
reason for Reissue/Resend and then click Print.




You will be brought to the Undeliverable Batch screen. The
message at the top will notify you which batch the ballot is in







L ocate the ballot in the batch and then click Delete and answer
yes to the pop-up and then select Close.

x|
Help
| Primary Election 2016 B |
| Received Date |c-4f2?,f2015 I |
aaaaaaaaaaaaaaaaaaaaaaa
| Add | me |
tttttt | city |
x|
| TER Narme in Record |
tttttt | ctive Status | e
Ballot Residential Address tial Addre
JEFFERSOM CITY, MT 59638
Ballot Mail Address
10 TEST AVE
A, MT 59601
[~ Review Registration ange Mow | I
Delete | First | Previous | Mext | Last | View Ballots | Voter Detailsl Save | Close |
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Select Close again.
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You will be brought back to the Issue Ballot module, and will be
able to Enter Resent Details and then click Print.
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| [ Ty |
Reissued
e |D4,F2?f2016
eeeeeeeeeeeeee
| ITED STATES OF AMERICA x| ¥ usa
NTER TH ENT ADDRESS ;|
.......... E— =i
pppppppppppppppppppppp |crmy B L |
| _coss | ]
oooooooo |
aaaaaaaaaaaaaaaaaaaaaaaaaaaaa [Pt | Reprint | cCancel
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The same ballot ID and sequence number will print with a new
mailing address label. The ballot will be put back into Active/Sent

status.

il




%// i %// %// f’%/// %// //%W

OTE: Ifthe address update has been
confirmed by the voter as the new permanent
mailing address, you must still update the
mailing address in MT Votes in Voter
Registration. (This should be done after the
election so that a resync does not occur).
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f a ballot is returned undeliverable with a USPS yellow
sticker that includes a forwarding address for the voter, the
voter must confirm that USPS Address before the ballot is
resent. If confirmation is received in writing, MT Votes can
be updated with the new address.

f the ballot is for a UOCAVA voter, if FVAP does not provide
an updated mailing address, you can resend the UOCAVA
ballot to the USPS address, but do not update MT Votes
unless the voter confirms the new mailing address in writing.

Confirmation could be from the signature envelope IF the signature envelope
contains a label with the USPS address on it for the voter to confirm or if the
voter indicates in writing the correct address.
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As always, please contact the
helpdesk if you have any questions.

soshelpdesk@mt.gov
406.444.4296
866.541.6767
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