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Creating Petitions

To create,
petitions in
MT VOTES,
you can
click on
Petitions in
the
Petitions
menu.




Creating Petitions

You will be brought to
the Petitions area.
(Only Active petitions
will show up by
default.)

The SOS will create
statewide, state
district, and
legislative petitions.
(If a petition does not
appear on this list for
such a petition, notify
the SOS elections
office.) County
election officials need
to create local
petitions by clicking
on “New.”

ofich  Reports

=10 x|

Query executed successfully.

Voter Search Help

—Search

Petition #
Title

District Types

Status

Active j

+| District

r

Search I

Clear |

—Search Results

Petition Number | Title

| Petition Type

| District (Districk Type)

2l

I-177
CI-115
CI-116

I-178

Ted Cruz 2016
Jeb Bush 2016

Rand Paul 2016
I-179

GLACIER 2015-...

Bernie Sanders...
Donald Trump ...
Hillary Clinton ...
Ben Carson 20...
Marco Rubio 20...

Chris Christie 2...
Carly Fiorina 2...

Initiative No. 177

Constitutional Initiative No. 115
Constitutional Initiative Mo. 116
TREASURER RECALL PETITION
Initiative No. 178

Bernie Sanders for President 2016
Donald Trump for President 2016
Hillary Clinton for President 2016
Ben Carson for President 2016
Marco Rubio for President 2016
Ted Cruz for President 2016

Jeb Bush for President 2016
Chris Christie for President 2016
Carly Fiorina for President 2016
Rand Paul for President 2016
Initiative No. 179

Initiative / Refe...
Initiative / Refe...
Initiative / Refe...

Recall

Initiative / Refe...

Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate

Initiative / Refe...

Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Glacier (COUNTYWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)

1]
‘ New N Detail Delete Preprocess Sheets | Process Sigratures |
paS———




Creating Petitions

Here is an
example of a
local petition.
Fill in all
petition
description
information,
leaving the
“Max Lines”
field blank as
shown, and
click Save to
store the new
Petition.

'ﬂf Petitions
FPetition  Circulatars  Signatures  Repods

=lof x|

Woter Search Help

— Petition Description

Filling Officer |Ga|latin Group |

Growp Informmation |

Petition # |1234

District IM&NH.&'I_I'.&.N CITYWIDE - CW-MAN

Type |Initiative,FReferendumj Scope |Cit\,r

j Status |.£‘«ctive

Title |Examp|e Petition 1234

surnmary This is an exarmple of a petition.

Date Filed

IDl,u‘DEI,F2014 Certified Date I Election Date

Ill,-‘DS;’EDl‘I-

—Circulator(s)
MName |

ey, | Detail | Delete |

Start Circulation IDl,FEIB,FZEIH End Circulation IlDfEISfEEIH Req'd Signatures IlDDDD Max Lines‘ ' >
S

—Candidate

Position |

Mame |

ey | metail | Delete |

—Signature Statistics

Cuuntyl Signature | Size | Acceptedl Rejectedl Rernaining
< | o
Delete | Preprocess Sheetks | Process Signatures |

—Process Signatures

Subrnittal # |

Erocess I

Refresh |

Close |




Circulators

Back in the
Petitions area, to
begin the process |
of adding |
circulators, click
on the petition
row for the
petition in
guestion to
choose that
petition, and
then click the

lli’ Petitions
Petition Search Reports

=101 x|

Query executed successfully.

Voter Search Help

—Search

Petition #
Title

District Types

Status

Active

=

~| District

-

Search I

Clear |

—Search Results

Petition Number | Title

| Petition Type

-l

| District (District Type)

[-177
CI-115
CI-116

[-178

Ted Cruz 2016
Jeb Bush 2016

GLACIER 2015-...

Bernie Sanders...
Donald Trump ...
Hillary Clinton ...
Ben Carson 20...
Marco Rubio 20...

Initiative No. 177

Constitutional Initiative No. 115
Constitutional Initiative No. 116
TREASURER RECALL PETITION
Initiative No. 178

Bernie Sanders for President 2016
Donald Trump for President 2016
Hillary Clinton for President 2016
Ben Carson for President 2016
Marco Rubio for President 2016
Ted Cruz for President 2016

Jeb Bush for President 2016

. Chris Christie for President 2016

Carly Fiorina for President 2016
Rand Paul for President 2016
Initiative No. 179

Initiative [/ Refe...
Initiative / Refe...
Initiative [/ Refe...

Recall

Initiative / Refe...

Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate
Candidate

Initiative / Refe.

Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Glacier (COUNTYWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
Montana (STATEWIDE)
.. | Montana (STATEWIDE)

Detail button.



Circulators

To begin pre-processing
signatures, the first E—

— Petition Description

. . Filling Officer ISTATE OF MT Group | Group Infarmation |
th I ng yOU Wi ” wa nt to Petition # jl-175 District [Montana =

d O is to e n S u re th at yo u Type IInitiative,I’ Referendumj Scope |State ﬂ Status |Active ﬂ
Title |Initiative No. 175
a re I n th e rlght pet Itl O n, Summary A”ﬁw Iar‘n.ur school employee, with a valid permit, to possess and carry a concealed handgun in a ;I
. school. |
a n d t h at yO u r CI rc u Iato r Date Filed |08f2812015 Certified Date I Election Date |11108f2016
iS i n th e Ci rcu Iator(S) /Spﬂw Im End Circulation Im Reqg'd Signatures W Max Lines I—

Circulator(s) 2 ~Candidate
area. If they are notin postion | r

7 |
MName I

the CirCUIator(S) area m Detail | Delete | [ | Detail | [Delete |

N —

M — Signature Statistics —Process Signatures
yo u WI | | n e ed to a d d Signature | Size | Accepted | Rejected | Remaining | Submittal # I e I
them.

=101

Petition  Circulators  Signatures  Reports

Delete | Preprocess Sheets | Process Signatures |

Refresh | Save Close

To add circulators, click
the New button in the
Circulator(s) box.



Circulators

E nte r t h e I a St T S /\ Voter_Sea:h jgl
an d/O r fi rSt Name _Fiiil:izr:la‘;nfurmﬁtei::\foter Voter ID [450131639 (L.-* to Uﬂteh | Remove Link |
Of t h e Ci rcu I ato r Last Name  [VOTER First Name [TEST MW

Name Suffix | Effective Date | Expiration Date |

and CIiCk Link to — Contact Information

Address | Contact |

VOte r' Address Type | Address | Last Updated | =

Mailing
Resent Addr...
Residence 20 N MAIN ST, WHITEHALL, MT 59759 06/10/2015 bz

Work Address LI

It should e |
automatically fill or | e crottors
bring up N ||St Of Last Name [ First Name [ Middle Name | Voter ID | Effective Date | Expiration Date |
individuals with

that name (if not,
see next slide). AR e

N

Click Save and then
Close. o



Circulators

If the circulator is
not a registered
voter, or not
registered in the
county chosen
(circulators are
never required to be
registered voters,
and for candidate
petitions, are not
required to be
Montana residents),
a search dialogue
box will display.

JI: No matching results found. (0 Results ) ;
I —

- | O] X|

Voter Search Help

—Search

Last Mame

First Name

5eneral | Residential Address | Mailing address |

Middle Name

|| | | [ Soundex
Voter ID Birth Date From Birth Date To
Scope
’7 " State * County IGaIIatin ;' Search I Clear |
Search Results
Voter ID | Name | Residential Address | Status | Date of Birth |
View Summary Select Close




Circulators

If you’ve verified
that the circulator
is not registered to
vote, manually
input the
circulator’s
information by
clicking on the
Detail button in
the Contact
Information
section.

' Circulators

_ = x

Voter Search Help

— General Information

Petition fr-174

Last Name |

Name Suffix

Voter ID

INOT LINKED TO AVOT

First Name |

Effective Date |

Link to Voter |

Remove Link |

Middle Mame |

Expiration Date |

)

— Contact Information
Address | Contact |

Address Type | Address

| Last Updated |

Mailing
Resent Addr...
Residence
Work Address

‘ Detail
N\ 7
—List of Circulators e’
Last Name | First Name | Middle Name | Voter ID | Effective Date | Expiration Dat «
LEWIS DAVID —
SMITH CLYDE
MILLER DANIEL G
SAUERS CAMILLE
PHELPS MICHAEL
BRAUN DOMMNA
BREYANT VALERIE L -
SMITH KATI FY I
11 | 4
New | Save Delete Preprocess Sheets | Close |

10



Circulators

The Contact Detail

screen will display SEE
and the circulator’s | e | coe| e
address and tee - [uaiing -
contactinfocanbe | s i o

Click the Update ﬁiﬁ‘ﬁf rroe [Adie—" (|
button to store e oos

their information .
and then click {cose )|

pa

Close.

11



Petition Pre-Processing

You are now ready to
start Pre-Processing
sheets.

You should look at the
petition process like an
assembly line. There is
basic work before you
move to the next step in
the process.

Preprocessing Sheets is
the first step in the
process.

Click Preprocess Sheets.

i’ Edit Petition

Petition  Circulators

Signatures Reports

=

Filling Officer
Petition #

Type
Title

Summary

Date Filed

— Petition Description

Voter Search Help

|JefFerson Group | Group Information |
Testvoter District [WHITEHALL CITY - CW_W |
|Candidate j Scope |City j Status |Active j

|2U 15 Test Voter Candidate for City Election
Test Voter for City Election ;l
.

|06f10f2015 Certified Date I Election Date
Start Circulation |06f10f2015 End Circulation IU?;’DIIEUIS Req'd Signaturas IlD Max Lines I

|09)’le2015

—Circulator{s)

Name

— Candidate

Position A
VOTER, TEST I J
Name I
New Detail | Delete | =T | Detail | Delete |
—Signature Statistics —Process Signatures
Signature | Size | Acceptedl RE]ECtEdI Remaining | Submittal £ I E— |
Delete | Preprocess Sheets J| Process Signatures |
S e
Refresh | Save Close

12




Petition Pre-Processing

Click Auto Assign to give ——— %]
these sheets a Submittal B Voter Search Helo
number. (A SmeittaI _:::::z: S#L:m:::t?oter Title: 2015 Test Voter Camf@idate~or City Electn...
consists of a petition sheet County  [efeson ] suomictaft 1] w il e

or set of sheets submitted Creatore T B -
together by a Single Accepted Sheet ID— Receive Sheets@_ Last Good Line (Save )l
Circulator with a single ~Sheet Information ~—~

Max Lines I Approval Date |06f10f2015

affldaVIt attaChed') page# |  lastGoodline [ oo [ save |

. Code | Description |
Select a Circulator. i Good
2 Crossed out
3 Blank
4 Mo signature

For this example we will
pretend we received 2
sheets with 10 Last Good
Lines. So in the Receive Bulk
Sheets section, enter “2” in
the Receive Sheets field and
“10” in the Last Good Line

Label Cormplete Clear Close

field. Click Save.
13



Petition Pre-Processmg

To the right is a petition sheet =
formatted with 10 signature

lines. ::;
. = sl &

You will need to look through F SOV R T Bt B

H . At Tladi R TR e Lualy! §

all pages in the Submittal to $~‘=‘;§£‘-’il§.=§?g;*ft E

determine the sheet with the o flowst _#ur !

most good lines (“last good - T A i T I

line” means the number
associated with the last
signature line that has
information in it, even if certain
signature lines are later
rejected).

For example, if in the Submittal
there are 2 sheets, one in
which the last ‘good’ line is 6,
and the second in which the
last good line is 7, then the last
good line would be 7, not 10.




Petition Pre-Processing

T Preprocess Sheets

In the Sheet Information ol x|

Voter Search Help

section enter Page # “1” ~petition Summary

Petition #: TestVoter Title: 2015 Test Voter Candidate for City Electn...
then tab to the Last Good county [ieferson <] submittalll  ~] Auto Assign [current Submittals 0
Line section to bring up Circulator JVOTER TEsT <]

—Receive Bulk Sheets

the Sheet in the d|sp|ay Accepted Sheet |2 Receive Sheets I Last Good Line I il

bOX . Sheet Information>
Max Lines I Approval Date |06f10f2015
Page # ® Last Good Line |10 coto | save |
A

In the Line-Code- T [ Code | Description ™, |
Description area, you will  |[p 1 sood L

click on the Code column t L loood

and manually enter each 5 1 oo

applicable number in the R R

Code column to match SRS

the lines on page 1 of

yOur DEtItIOn. (See the Label Complete Clear Close

Code reference key to the
right and the next slide.) 15



Petition Pre-Processing

As you can see, Lines 1-2
have been given a status

I’ Preprocess Sheets - | o] x|

Voter Search Help

of Good (signature), Line | petition summary _ | _
. Petition #: TestVoter Title: 2015 Test Voter Candidate for City Electn...

3 Was Crossed OUt, Llnes County |Jefferson j Suhmittam Auto Assign |Current Submittals 0

4-7 had NO Signature’ Circulator [VOTER, TEST =]

— Receive Bulk Sheets
and 8_10 Were Blank' Accepted Sheet IE Receive Sheets I Last Good Line I Save |

—Sheet Information

TO Save thls Su bmlttaL Max Lines I Approval Date IDGIID;’EDIS
CIiCk SaVE. ONLY CLICK Page # |1 Last Good Line I o GOTO I ‘

SAVE ONCE per page. Il_ine |1C|:|de |§§§;rlptl0ﬂ fnde |g§:<énptmn
. . 2 Crossed out
Clicking save more than 2 11 feeod ; Slank
) ru:us.se oul 4 No signature
Once per page WI“ ; : ED SiSHaEure
continue to add pages to 6 4  MNosignature
. 7 4 Mo signature
the submittal. (WARNING: [[lp 2 sen
If you add more pages 103 elank
than needed, you may

need to delete your
submittal and start over.)

Label Complete Clear | Close |




Petition Pre-Processing

T Preprocess Sheets

To Print Labels for your submittals,
Click the Label button at the bottom
of the Preprocess Sheets page, and
put the label on the applicable
affidavit. (If you choose not to print
labels, just manually number the
affidavit with the applicable submittal
number.)

This will allow you to use your
handheld barcode scanner later,
during Petition Processing, to scan
the submittal number instead of
keying it into the field.

NOTICE: At the top of the print screen page
you can see that this is page 7/7. You want
to go to the end page to print the last label.
If you don’t, you will get a label for the
previous submittal numbers that have
already been processed. Remember, you
are not required to print labels, but if you
use them you should affix them to the
signature gatherer’s affidavit.

= |

Voter Search Help

— Petition Summary
Petition #: TestVoter Title: 2015 Test Voter Candidate for City Electn...

|Jefferson vl 5ubmiﬂa41 vl Auto Assign |Current Submittals 0
Circulator IVOTER, TEST vl

—Receive Bulk Sheets

Accepted Sheet |2 Receive Sheets

— Sheet Information

County

Last Good Line I Save |

Max Lines Approval Date |06f10,|’2015

Page # |2 Last Good Line  [10 GoTo | save |
Line |Code |Description Code | Description |
1 1 Good Good

Crossed out
Blank
No signature

Blank
Blank
Blank
Blank
Blank
Blank
Blank
Blank
Good

W

LENIRR TR TN I TR U I TR U ]

R

How

Close

Label | )Cnmplete Clear

Save As... | Close I

Forward | (¥~
10 B I T

| %) Backward

'|§I

3

1-174
Submittal #: 9




Petition Pre-Processmg

If you choose
to print and

affix the label,

you will need
to put it on
the affidavit,
ideally in one
of the
locations in
the example
to the right.

An affidavit must be attached to each sheet or section submitted to the election administrator. Separate sheets of a petition
may be fastened to this affidavit in sections of not more than 25 sheets.

AFFIDAWIT FILED WATH ELECTION ADMINISTRATOR

L
{printed name of persen who is the signature gatherer)

swear that | gathered the signatures on the petition to which this affidavit is attached on the stated dates, that | believe the signatures
on the petition are genuine, are the signatures of the persons whose names they purpon be, and are the signatures of Montana
electors who are registered at the address or have the telephone nu her folluwing the person’s slgnature, and that the signers knew
the contents of the petition before signing the petition.

= | " ILEEELE =
. = examples of . =
= acceptable places JIEE
(i S where you could HHIEE
affix the label. Try
e not to place the ’

Mt [abel in 2 way that z

P ——— it obscures any of !

the writing on the =z

= Affidavit.
I-174

Wy COMIMISSIon expires: L2
[SEAL/STAMP]
Submittal #: 9

18



Petition Pre-Processing

Repeat the process for
Page #2 and any
additional pages, and
CLICK Save on your
last page, even If there
IS only one page.

Once you are done with
the last page of a
submittal and have
clicked Save, click
Complete, Clear and
Close.

Make sure it is done in
this order. (WARNING:
If you hit Save too many
times, you may need to
delete your submittal
and start over.)

T Preprocess Sheets

County

— Petition Summary
Petition #: TestVoter

Circulator |VOTER, TEST =

- ol x|

Voter Search Help

Title: 2015 Test Voter Candidate for City Electn...

j 5ubmiﬂadl "I Auto Assign |Current Submittals 0

IJ efferson

—Receive Bulk Sheets

Accepted Sheet IE Receive Sheets I

Last Good Line I Save |

—Sheet Information

Max Lines I— Approval Date 06/10/2015

Page # |2 Last Good Ling I 0 GOTO I -

Line |Code |Description Code | Description

1 1 Good é good S
rossed ou

2 3 Blank 3 Blank

3 3 Blank 4 No signature

4 3 Blank

5 3 Blank

=} 3 Blank

7 3 Blank

= 3 Blank

= 3 Blank

10 1 Good

Label | CDml}|EtE< Clear 1( Close x

19




Processing Signhatures

You should now see
the submittal in the
Signature Statistics
section at the
bottom of the Edit
Petition page.

As you can see, there
are 12 out of 12
signatures
Remaining to
process.

So now click the
Process Signhatures
button.

i’ Edit Petition

Petition  Circulators — Signatures  Reports

=N

Voter Search Help

— Petition Description

Filling Officer |Jeffer50n Group | Group Information |
Petition # [Testvoter District |WHITEHALL CITY - CW_W |
Type |Car‘|didate j Scope |City j Status |Active j
Title |2CI 15 Test Voter Candidate for City Election

Summary Test Voter for City Election ﬂ
Date Filed IW Certified Date I— Election Date IM

Start Circulation IUG,FlU,FEUlS End Circulation IU?;’UIJ’EUIS Req'd Signatures IlU Max Lines I

— Circulator({s} —Candidate
I I Position I j
VOTER, TEST
Marme |
New | Detail | Delete | ol 2y | Detail | Delete |
L~ —
< Signature Statistics —7 P —N —Process Signatures
Signature Size | ﬁocepted| Rejected‘ Remaining | .
Submittal # Process |
1-1 12 a o\12 I
Delete || Preprocess Sheets 'Process Signatures
A
ﬂl \/ Save Close

20




Processing Signhatures

Ensure that you are on the correct Submittal and Signature and
click the Next Unprocessed button to start processing the

signatures of this submittal.
i’ Petition Signature Query S s

Frocess Options  Reporks
Voter Search Help
@n #: TeXVoter itle: 2013Jest Voter Candidate for City Election Petition Status: Active
(\Submittak: 1 ~ | Signature |1 - g;g:_ature 12 Accepted: 0 Rejected: 0 Remaining: 12
G ~—
From Page I To I Status | | Reason | |
Date Processed I Page # I Line # I Voter ID I Clear I Search |
Signature | Page | Line | Name | Address | Voter ID | Sign Status | Sign Reason
q| . | 2]

Process All Results | Process Single Result | Next Unprocessehl Process By Page | I Jurisdiction IJEfferson vl Close |

Completed | Additional Line |




Processing Signatures

You can now start
p ro C e SS I n g — Woter Search Help
S i g n at u re S . Mer Title: mﬁndidate for City Election Petition Status: Active

A '} y A
Search \ |

A '}
1
Last Name Ivotey \First Name Itestl Phone Number | House # I
et Name v j City | j Zip | j

- Mailing
[ype in the Last | == = | I
Country | j [~ Secondary Statewide Search [~ Search Soundex [~ Search Statewide Clear Search

-

N

and/or First o = e | Sovns T oo

MName | Processed Date IDS,’IDI?DIS Record Has Not Been Processed Edit |

Name and select | = i R e e

Jurisdiction Jefferson F8 - Mo Match, Save & MNext FQ - Accept, Save & MNext F10 - Select, Focus On Reason

-
F11 - Mot Registered, Focus On Name F12 - Mot Registered, Save & MNext
e ar C - I S O Signatures Status | Mame | Address | Mailing address

TER TEST

potential
matching voters
will be displayed
at the bottom of | o
the screen.

22



Processing Signatures

Click on the appropriate
voter record from the list
and click Select so it is the
only record showing on the
list. You cannot proceed
until there is only one entry
in the list.

If you want to verify that
the searched voter is the
voter who signed the
petition, you can click on
Review Registration or Full
Image. These buttons will

give you information on the N~~~
existing voter in the system.

a":F Signature Processing

Signature  Options  Reparts

= o]

Voter Search Help

Petition #: TestVoter
Submittal: 1

Title:  2p15 Test voter Candidate for City Election Petition Status: Active

—Search

Last Name |voter

House #

First Name  [test Phone Mumber |

Street Name | x| city | x| zZip | |
naarese | cvisizp | i —

Country I j [~ Secondary Statewide Search [~ Search Soundex [~ Search Statewide Clear | Search |
—Save

Status | j Reasaon | j Sheet # |1 Line # ll_

Name I Processe d Date IW Record Has Not Been Processe d Edit |

Comment | [~ Mark For Later Review Save & Prev | Save & Next | Save |

JurisdictionJefferson

F8 - No Match, Save & MNext
F11 - Mot Registered, Focus On Name

F9 - Accept, Save & Next F10 - Select, Focus On Reason
F12 - Mot Registered, Save & Next

Sighatures

Status MNarme |Mai|ing Address

WOTER TEST

| address
20 N MAIN ST WHITEHALL MT 59759

Review Registration )( Full Image |)
7 \

T —
Show All ( Select h\lot Registered Close
\ . p 4
SsS——

23




Processing Signatures

You have two options for each
signature: Accepted or Rejected.

If you Reject the signature, you must
select a Reason for rejection. Also, if
you reject a signature because the
voter is not registered, type in the
voter’s name in the Name field below
the Status field. This will display the
name on the summary so you know
whose signature was rejected.

We'll accept the signature of our Test
Voter.

Choose the status of Accepted, and
click the Save & Next button in the

middle of the page, which will bring
you to the next line.

=

Signature  Options  Reparts

Voter Search Help

Petition #: TestVoter Title: 2015 Test Voter Candidate for City Election Petition Status: Active
Submittal: 1

—Search
Last Name Ivoter— First Name Itest— Phone Number I— House # I—
Street Name | j City | j Zip | j
s | cusizp | [ ——

Country ~| [~ Secondary Statewide Search [~ Search Soundex [~ Search Statewide Clear Search

—Save 7 N
Status! |Accepted ) j Reason | j Sheet £ |1 Line # |[1
Name Processe d Date [06/11/2015 Record Has Not Beel
Comment | [~ Mark For Later Review Save & Pre ve |

E)
F8 - No Match, Save & Next  FQ - Accept, Save & Next FMH Reason

F12 - Not Registered, Save & Next
| Mailing Address

Jurisdiction Jefferson

F Not Registered, Focus On Name

Review Registration Full Image Show All Select Not Registered Close

24



Processing Signatures

You are now ready to
enter your next line.

As you can see you are
still on Sheet # 1 but are
now on Line # 2.

We will pretend that this
Individual is not a
registered voter. Enter
their name in the Save
box area and click Not
Registered at the bottom
of the screen.

Then click Save and
Next.

=10l x]

Signature  Options

Reporks

Voter record has been saved. Voter Search Help

Petition #: TestVoter Title: 2015 Test Voter Candidate for City Election Petition Status: Active

Submittal: 1
—Search

Last Name | First Name Phone Number | House # I

Street Name | x| ciy | =l zio | |
—Mailing

Address I City/St/Zip I El I El I ‘I

Country | j [~ Secondary Statewide Search [~ Search Soundex [~ Search Statewide Clea | Search |
—Save —\ —\

Status | = ® | x| sheet # Line #( [2

P ——
MNam Test Voter 2) Processed Date |06f11j2015 Record Has Not Been Progesssd E
Comment [~ Mark For Later Review W Save & Next Save
n on

T —
F8 - No Match, Save & Next F9 - Accept, Save & Next F10 - Select, Focus On Reason
F11 - Not Registered, Focus On Name

| #ddress

F12 - Mot Registered, Save & Next
| Mailing Address

3
Select‘ NotRegisteredl’ Close

Review Registration Full Image Show All

e ——

25



Processing Signatures

Now on your next
line, try to add the
same voter that you
added from Sheet 1.
You should receive a
red bubble warning
that they have
already signed the
petition.

Reject this signature
as a duplicate.

Click Save & Next.

T Signature Processing ;IAILI

Signakture  Cptions  Reporks

Invalid entry. Please review errors. Voter Search Help
Petition #: TestVoter Title: 2015 Test Voter Candidate for City Election Petition Status: Active
Submittal: 1

—Search
Last Name [voter First Name  [test Phone Number | House # I
Street Name | j City | j Zip | j

— Mailing
Address I City/St/Zip | j | j | _I

Country d [~ Secondary Statewide Search [~ Search Soundex [~ Search Statewide Clear Search

—Save
-|idhee) # |2 Line # |1

Status
Name Processed Date |0611112015 Record Has Mot Been Proggessad Edit |
Comment | [~ Mark For Later Review Save & Prev | Save & Next Save |

Jurisdiction Jefferson F8 - Mo Match, Save & Next FQ - Accept, Save & Mext F10 - Select, Focus On Reason
F11 - Not Registered, Focus On Name F12 - Not Registered, Save & Next
| Mailing Address

Signatures Status MName |Address

AHITEHALL MT 5

Review Registration Full Image Show All Select Not Registered Close
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Processing Sighatures

Continue to add voters
for the associated lines.

When you reach the end

of the petition you . R —
should see a message | R

at the top of your screen
that says “No
unprocessed signatures
with a page number

greater than the number Review Registration Full Image Show All Select | Mot Registered ‘jose 1)
you entered on the

Preprocessed Sheets

screen.”

Click Close.
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Processing Signhatures

You will now see a
summary of your submittal.

If you notice an error on
this screen you can click
on the line and correct that
record.

When all lines of a
Submittal have been
processed, click the
Completed button and
then the Close button
which will bring you back to
the Petitions screen. The
Petitions screen will now
Include a summary of the
submittal.

il petition Signature Query

=lolx]

u successfully. Showing 12 results.

Voter Search Help

Petition #: TestVoter

Title: 2015 Test Voter Candidate for City Election

Signature 12

Petition Status: Active

Submittal: |1 vl Signature |1 vl Size: Accepted: 1 Rejected:11 Remaining: 0
—Search

From Page To I Status | j Reason | j

Date Processe d I Page # I Line # Voter ID I Clear | Search |

Signat | Page | Line | Name | Address | Voter ID | Sign Status | Sign Reason

1 1 1 VOTER, TEST 20 N MAIN ST WHITEHALL MT 59759 450131... Accepted

1 1 2 Name not registered Rejected Not Regist

1 2 1 VOTER, TEST 20 N MAIN ST WHITEHALL MT 59759 450131... Rejected Duplicate

1 2 2 Joe Schmoe Rejected Not Regist

1 2 3 Jane Doe Rejected Not Regist

1 2 4 John Doe Rejected Not Regist

1 2 5 Sam Davies Rejected Not Regist

1 2 5] dan martins Rejected Not Regist

1 2 7 Roger Sellers Rejected Not Regist

1 2 8 Stan Kubrick Rejected Not Regist

1 2 Q William Murray Rejected Mot Regist.

1 2 10 Wes Anderson Rejected Not Regist.

< |
Process All Results | Process Single Result | Next Unprocesse d I Process By Pag | I ] dict 1effe ‘m
—

e
‘ Completed ! | Additional Line
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Processing Signhatures

Before a petition can be

closed, you will need to
ensure all circulators
are entered, all sheets
have been
preprocessed for every
submittal, and all
signatures have been
processed.

I Edit Petition
Pefition Circulators  Signatures  Reports

o x|

The record has been updated successfully.

Woter Search Help

— Petition Description

Filling Officer |Ga|latin Group | Group Information |

Petition # District IMANHA'ITAN CITYWIDE - CW-MAN j

Type IImt\atlvefReferendumj Scope IC\ty j Status INDt Qualified j

Title [Example Petition 1234

Summary |Th\s is an example of a petition. ;I
=

Date Filed lm Certified Date l— Election Date lm

ion |01/08/2014  End Circulation [10/05/2014  Req'd Signatures [10000 Max Lines |25

Refresh

Circulator(s) J — Candidate
I Position j

Circulator, Test I

Name |
HNew I Detal | Delete | TE W | Detail | Delete |

—Signature Statistics —Process Signatures
Signature | Size | Acceptedl Rejectedl Rermaining .
11 o7 T %10 Subrmittal # | Process I
Delete | Preprocess Sheets J Process Signatures)
i
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Processing Signhatures

For local (City/County/
Special District) petitions,
when the entirety of the
petition has been
completed, the election
administrator will need to
change its status on the Edit
Petition screen.

In this example, the petition
did not qualify. (For
statewide, state district,
and legislative petitions, the
Secretary of State’s office
will change the status.)

FPetition Circulators  Signatures  Reports

The record has been updated successfully.

— Petition Description

Filling Officer |Ga|latin Group | roup Infarmation
Petition # 1234 District IMANHA‘I‘I’AN CITYWIDE - CW-MAN j
Type |Initiative / Referendum »| Scope |City | Statu* |N0t Qua\i@ |
Title |Example Petition 1234

Summar Y This is an example of a petition.

Date Filed

IDl,-fDEI,F2014 Certified Date I Election Date
Start Circulation IDl,-‘DEI,-‘2014 End Circulation IlD,-‘DS,-‘2014 Reqg'd Signatures IlDDDD Max Lines |25

i

|11f05f2014

— Circulator(s) —Candidate
S | Position | =
MLURRAY, ZACHARY ROBERT
Mame |
Mew | Dekail | Delete | Ty | Detail | Delete |
—Signature Statistics —Process Signatures
Signature Size Acceptedl Rejectedl Remaining | .
o1 - 1 510 Subrmittal # | Process I
Delete | Preprocess Sheets | Process Signatures |
Refresh s Clo
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Processing Signhatures

Petition signers may fill out a voter registration
form before signing a petition. However, until the
application is processed, the individual is not a
registered elector.

Accept the signature on a petition if the person is
registered by the time you check the signature,
assuming that there is no other reason to reject
the petition.

It is not the burden of the SOS or election
administrators to prevent non-registered electors
from signing a petition. Similarly, it is not your
burden to enter voter registration applications
before you check petition signatures, although
ideally you would be up to date with voter
registration processing.

MONTANA VOTER REGISTRATION APPLICATION
Fredds meriedwith an asterisk (*) are required. If you donot provide il of the required information, your application toregister
iovote will not be compiefe. UNDER FEDERAL AND/OR STATE LAW ALL ELECTORS MUST PRESENT ID WHEN VOTING.
Please type or print dearfy LSing biack or iue k. COMPLETE FORM AND SUBMIT TO COUNTY ELECTION OFFICE.
ELIGIBILITY REQUIREMENTS AND IDENTIFYING INFORMATION
NOTE: VOTER REGISTRATION REQUIRES U.S. CITIZENSHIF

1 Check all that apply- New Registration Name Change Address Change Signature Update Other

2 Are you a citizen of the United States?* Yes [0 NoO
Will you be at least 18 years of age on or before the next election?” ves O No
Will you be a Montana resident for at least 30 days before the next election?*  ves O nNol
“If you checked “No" in response to any of these questions, do not complete this form.

3 Last Name* First Name* Middle Name Suffix. {Jr. Sr. Eic.)
4 Date of Birth* Contact Phone Number Email Address
i
month  day year
5 Select one of the nd pi required

I have a Montana Driver's License or Montana ID and that number is
I do not have a Montana Driver's License or MT ID card. The last 4 digits of my SSNare _ ____
| do not have a Montana Driver's License or MT ID card, or a Social Security Number. | have attached a copy of a
phato ID that shows my name, or acceptable |D that shows my name and current address (paycheck stub; ity bill;
bank statement; or government document).
1D numbers provided above are kept confidential and are nat available for public inspection

6 Montana Residence Address” City* County* Zip Code®

7 Mailing Address (required if differs from residence sodrass) | CIY State Zip Code

8 If applicable, check one of the following:
Military Domestic (or military spouse or dependent) — only if on active duty and will be absent from place of registration
[ Military Overseas (or overseas military spouse or dependent) U.S. Citizen Overseas
PREVIOUS REGISTRATION INFORMATION — will be used to provide cancellation information to former jurisdiction
REQUIRED IF NAME CHANGED OR IF PREVIOUSLY REGISTERED TO VOTE IN ANOTHER MT COUNTY OR IN ANOTHER STATE
9 Previous City, County and State Residence Address of Previous Registration Previous Registration Name

RECEIVE YOUR BALLOT IN THE MAIL
Yes, | request an absentee ballot to be mailed to me for all elecons in which | am eligible to vote as long as | reside at the address)
listed on this appiication. | understand that in order to continue to recsive an absentes baliot, | must complete, sign, nd retum an)
address confirmation notice mailed to me by the office in January of each bered year.

If your mailing address differs during certain times of the year please ackd the seasonal may
space, of Contact your county election office. Seasonal mailing address for the period of
L e Seasonat :
APPLICANT AFFIRMATION

1 affim under penalty of perjury that the information on this application is true, that [ am a citizen of the United States, that | wil be at
Ieast 18 years ol on or béfore the next election, that | will have been a resident of Montana for at lsast 30 days prior to the next
election, and that | am not serving afelony conviction in a penal institution nor have been ‘unsound mind by a court

I have given false information on this appli I may be subject toa fine or imprisonment, or both, under federal
andlor state law.

ing address information in this.

Signature” Date”

THE AFFIRMATION ON THIS APPUCATION FORNOTE sTIoN s

(GNED 8 THE APPUCANT - FAILURE T0 00 S0 WiLL PREVENT APPL PROCESSED,
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Deleting a Petition Submittal

To delete a Petition Submittal, go back to the
home screen of MT VOTES and choose
Petitions.

Next, choose the petition for which you wish

Signature Statistics

to delete a submittal by double-clicking on it oot [2ze | docepted] Gejecied] fenanngs)
. . . . . 0l 0] -
or by clicking on it once and then clicking 4 .

. Deleta Praprocess Sheets | Procass Signatures |
Detail. Q -

In the Signature Statistics section, find and
click on the petition submittal in question.

Next, click on Delete to delete the submittal.
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Petition Reports

At any time there are several reports that you can
run from the Petition Signature Query screen.
N

ﬂfPetition Signature Query = |EI|1|
Process Options | Reports
|13 results. Woter Search Help
Processing Statiskics
Petition #:  oooonodes DIVIDE SEELEY LAKE FIRE DISTRICT Petition Status: Active
| Petition Signature Statistics Si t

Submittal: T =] Signature Il vl szzg:-a L 13 Accepted: 1 Rejected: 2 Remaining: 10
—Search

From Page | To | Status | =| Reason | =

Date Signed I Page # I Line # I Yoter ID I Clear | Search |

Signature| Page I Ling I MNarme |.&ddress | Yoter ID | Sign Status I Sign Reason
FI U R ! . ]

1 1 4 Rejected Mot Regist...

1 1 5 Rejected Duplicate

1 b 1

1 2 2

1 b 3

1 2 4

1 2 S

1 3 1

1 3 2

1 3 3

1 3 4

1 3 S

4 [

Process All Results I Process Single Result | MNext Unprocessed Process By Page | I Jurisdiction IMissouIa vl Close |
Completed | Additional Line |
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Petition Reports

The Circulators Report displays all circulators entered for a
petition.

=10l x|

[ e print.. | (40 | En G- 2 | & &s t00% =N Y | % packward (3 Forward | £F~ SQVEAS...l Close |
n e R TR R R T S T R

Fs

County: Missoula Circulators Repor‘t 1 10/07/2011

User Narme

Petition # 03-01 Status

1 Title DIVIDE SEELEY LAKEFIRE DISTRICT
Type Initiative / Referendum Party
- Received Date 12/02/2009 District SEELEY LAKE FIRE

Petition Scope City

Name Address

DOE, JOHN
SMITH, JAMNET L




Petition Reports

The Petition Processing Statistics Report shows the number of
accepted and rejected signatures on the petition, as well as the
reasons for the rejected signatures.

=10lx]
by | print... |E | 3% [ En B8 & | & G 0% - BB | %) Backward Forward |{¥- Save As... | Close | |
] B o Z o R oA B B a7 (R -
Caunty: Missoula . Petition Processing Statistics Report Date : 10/07/2011
User Mame
1 Petition Information
B Petition Name : DIVIDE SEELEY LAKEFIREDISTRICT
- Date Filed: 1Z/02/2009
Petition Expires: 07/10/2010
2 Minimum Signatures Required:
Total Signatures Processed: 3
_ Processing Signature Summary
k]
- Total Accepted Signatures : 1 ({33% ) OfThoseProcessed
Total Rejected Signatures : z (67% ) OfThoseProcessed
- Rejected Reason Total (% Rejected)
4 )
- Duplicate 1 (50%)
- Mot Registered 1 (S0%)
- -
i =
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Petition Reports

Note: Please be careful about releasing statewide, state district,
or legislative petition totals. Petition sponsors or opponents may
think the totals are just for your county. When possible, refer
people to the Secretary of State for these petition totals, but not

for local petition totals or local petition questions.

Petition Information

Petition Name : DIVIDE SEELEY LAKE FIRE DISTRICT
Date Filed: 12/02/2009

Petition Expires: 07/10/2010
Minimum Signatures Required :

Total Signatures Processed: 3

Processing Signature Summary

3
- Total Accepted Signatures : 1 (33% ) OfThoseProcesse d

(67% ) OfThoseProcesse d

Total Rejected Signatures: z

Rejected Reason Total (% Rejected)

1 (50%)

Duplicate
1 (50%)

Mot Registered




B | erint. | By |2 Br | G o 100

Petition Reports

The Petition Signers Report shows the names of all
signers on the petition.

=171

- | ] [ e | % packward %) Forward |£¥r S3ve As... Close

-...|...1..| 2 o 3...|...4...|...5...|...5...|...;-'...|...3...|...g...|...1g.-

County: Mi | o . Date + 10/07/2011
cortame s Petition Signers Report ate 10707/

User Narme :

Petition Types : Initiative / Referendum  Petition : DIVIDE SEELEY LAKE FIRE DISTRICT Petition Subrnittals : 1 Petition Signature @ 1

SUBMITTAL :1

SIGNATURE:1

Page Line VYoterID Residence Status Yerification Reason House District

100089618 Rejected Duplicate

100089618 Accepted
Rejected Mot Registered

37



Petition Reports

The Petition Signature Statistics Report will display
statistics for the petition submittals and signatures.

I:h Q:E (B3]~ ==
O T

[fm | o= print...

Backward

3 1 ) 1

Eorward | ¥~

7 |

- County: Missoula
- User Name :

Petition Signature Statistics Report

Date @ 10/07/2011

Petitions #: 03-01
i Title: DIVIDE SEELEVLAKE FIREDISTRICT
Type: IMNITIATIVE /REFEREMDUM Party:
Date Filed: 12/02/2009 Districts : SEELEY LAKE FIRE

STATISTICS

Total Submittals: 1

Total Signatures: 13 Remaining Signatures: 10
N Total Sheets: 3 TotalLines: 15
Accepted Signatures: 1 Rejected Signatures: 2

2 .
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Petition Reports

Searches can also be run from the Petition Signature Query
screen, including a search for all signatures accepted,
signatures rejected by reason, and you can search by page #
and line # as well.

== ]
Woter Search Help
Petition #: 03-01 Title: DIVIDE SEELEY LAKE FIRE DISTRICT Petition Status: Active
Submittal: [1 vl Signature |1 vl g:g:_ature 13 Accepted: 1 Rejected: 2 Remaining: 10
—Search
From Page I To Status || j Reason | j
Date Signed I Page # I Line#l “oter 1D I Clear | Search |
Signature | Page | Line | Name | address [ voter ID_| Sign Status | Sign Reason
1 1 2 Accepted
1 1 4 Rejected Mot Regist...
1 1 5 Rejected Duplicate
1 2 1
1 2 2
1 2 3
1 2 4
1 2 5
1 3 1
1 3 2
1 3 3
1 3 4
1 3 3
< ]
Process All Results | Process Single Result | Next Unprocesse d Process By Page | Jurisdiction |Missoula - Close |
Caompleted | additional Line |




Petition Reports

Several petition reports
are available through the
Reports and Labels
module.

County: STATE OF MT Date: 01/08/2016 Password Help Exit

The report that is the _ Montana VOTES
most often used is PM- N e —
009 Petition Certification FEeEl In v i i

—Statistics by House B (], o e
District. This is the report (e

Absentee Maintenance

that you will complete L e

Petitions Last Updated 01/07/2016
Potential Deceased

Pre-Registration Last Updated 12/16/2015

and send to the Secretary 145 e e i
of State’s office when L B =
processing statewide
petitions.
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Petition Reports

Once in the Reports
module, choose

10|

/oter Search Help

— County Petition Type \>
° ° . “oter Redistration |M\ssou|a IInit\ative / Referendurmn ﬂ »
Petitions, then if e
) . ) Petition Name N Petition Submitta
Precincts ‘ .
. DIVIDE SEELEY LAKE FIRE DISTRICT| ™ all submittals
‘ Petitions
[ 1
ro C e S S I n a orkers — Petition Signatures
addr ar [a =
Labels
—Status
° ° ° Ballot Pri
Jed v
) Master Lo
Close —Date Range
Fram
select PM-OOQ, i —
e. ® [cope | mame [«] [so
PM-003 Petition Pr atistics PETIT
F[4-004 Petition: DISTRI
-005 Petit] SUBMI E
006 P ature Statistics M
-007 urnmary Results verification
-| n Signature Page Line Statistics i
e e n e ‘\ PM-009 Ition Certification - Statistics by House District
’ = Duplicate/Triplicate Signature For Petition
PM-011 Petition Signers / Changed Counties
PM-012  Unfinished Submittals =]

Petition Name,
then the Petition
Submittal, then
Run Report.

Falder Browse Export | Cancel Run Report
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Petition Reports

For statewide ballot issue petitions,
you will print, fill out, place a seal
on, and attach the PM-009 Petition
Certification to the original signed
petitions, and send it to the SOS by
certified mail, within 4 weeks of
your receipt of the signed ballot
iIssue petitions.

NOTE: For statewide, state district,
and legislative candidate petitions,
send them by certified mail so they
are received by the SOS within 1
week of when you receive them,
and no later than the final deadline
for candidate filing.

<

Petition Certification - Statistics by House District

County: Gallatin
Liser Name : Mills, Charlotte

Date : 10/14/2015
Report No. : PH-009

the Honorable Secretary of State of the State of Mantana

T GALLATIN, certify that [ have =xaminzd the attach

= that

st sy & &
HouseDistrictNo:  HD 053 AS) QO
HouseDistrict Mot HD 051 & S
HouseDistrict Mot  HD 052 o \(9\
HouseDistrict No:  HD 053 Q
seDistrictNo:  HD D64 >
HouseDistrictNo: HD 065
HouseDistrictNo ¢ HD { \o
HouseDistrict No : b \'9‘
l: 159

To th 5 e 5
[, Charlott= Mills, Elzction Administrator, of the County of e & inzd the che:
shestls of the petitior 1-174 - Initiative No. 174 - ﬂ%‘ =

o

L e N

Total: 27

HouseDistriet No:  HD 061
1 Sigratures in Submittal 3
§  Sighalures in Submiltal 4
6 Sigratures in Submital &
Total: 15

HouseDistrict Na:  HD 063

1 Signatures in Submitta
Signatures in Submittal

est Environment MT VOTES

Page: 1
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Petition Policy

1. A calendar, including the deadlines for statewide
petitions to be submitted to county election offices,
and for election administrators to file certified ballot
issue petitions with the Secretary of State’s office,
can be found on the SOS website at
http://sos.mt.gov/Elections/Ballot Issues.

Candidate deadlines are at
http://sos.mt.gov/Elections/documents/Candidate-
Calendar.pdf.

2. Before you send original statewide, state district, or
legislative petitions, you must make copies of these
petitions to keep in your office.

43


http://sos.mt.gov/Elections/Ballot_Issues
http://sos.mt.gov/Elections/Ballot_Issues
http://sos.mt.gov/Elections/documents/Candidate-Calendar.pdf
http://sos.mt.gov/Elections/documents/Candidate-Calendar.pdf
http://sos.mt.gov/Elections/documents/Candidate-Calendar.pdf
http://sos.mt.gov/Elections/documents/Candidate-Calendar.pdf

Petition Policy

3. State law requires that for statewide ballot issues,
signature gatherers must be MT residents, and cannot be paid
per signature.

These requirements only apply to statewide ballot issues,
not local petitions or any candidate petitions. Signature
gatherers do not need to be registered voters, and you
are not responsible for policing these requirements.

4. A notarized Affidavit of Signature Gatherer must be
completed for each submittal. A submittal can be up to 25
petition sheets. For example, if a signature gatherer provides
35 petition sheets they will have to have 2 affidavits attached.
(1 affidavit for 25 pages and the second affidavit for the 10
remaining pages).



Petition Policy

5. If you are not sure of the answer to a statewide
petition question, contact the Secretary of State’s
office elections division at soselections@mt.gov or at
(406) 444-5346. The address for mailing statewide
petitions is: Montana Secretary of State, Elections
and Government Services, PO Box 202801, Helena,
MT 59620-2801.

6. For a local petition, refer to 7-5-101 through 7-5-
140, MCA and ask your city or county attorney for
assistance. If they are unsure of the answer have
them contact the Secretary of State’s office.



Thank you for reviewing this MT Votes Petitions Processing
Guide.

As always, please contact your MT Votes Help Desk with any

further questions or concerns.
|

1-866-541-6767 soshelpdesk@mt.gov



mailto:soshelpdesk@mt.gov

