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San Bernardino County Elections Office of the Registrar of Voters
Sorting and Receiving Ballots Returned After Election Day (Version 1.0)

Sorting and Receiving Ballots Returned After
Election Day

Scope

This procedure is to be used in the Ballot Department by the Sorting and Receiving team and the Review
Team for mail that is received after Election Day. This procedure must be performed with caution to
ensure that the proper ballots are accounted for, and that ballots that are returned too late are marked
as such. This applies to mail received in the Elections Office itself, as well as ballots received from other
counties.

Preparing for Mail Ballot Sorting
Setting up the Mail Tray Racks
When receiving the VBM envelopes in the morning, the Sorting and Receving Team must label mail tray

racks with the “Ready Manual Sort” sign corresponding with the appropriate date and E+Day (E+1
through E+14). The sign itself should read:

September 14, 2021 = California Gubernatorial Recall Election

9/15/2021 (E+1

Ready Manual
Sort

Note: E+1 will have the largest amount of VBM Envelopes to review. E+2 and E+3 will have more Not On
Time ballots.
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Sorting E+ Mail

Building the E+ Tray Tags

The Review team must fill out E+ Tray Tags before reviewing and sorting the VBM envelopes. From
E+1 - E+7 we are to accept ballots that arrive from the mail that have the proper Postmark Status. ON
TIME ballots are recorded E+1 — E+7 and NOT ON TIME ballots are recorded E+1 — E+14.

1. Fill out an E+ Tray Tag.

2. Binder Clip the E+ Tray Tag on a tray.
3. Create a separate tray for each ON TIME and NOT ON TIME scenario.

September 14, 2021 = California Gubernatorial Recall Election

Date Received: 9/15/2021 (E+1) Tray #: Total # of Ballots
Ballot Counts By Category Postmark Status Execution Date
Mail [] After E-Day  (AE-Day) By E-Day
UOCAVA [ Missing (MISS) [] After E-Day (+AE)
Unreadable (UNR) ] None (+NX)
[] ByE-Da E-Day)

September 14, 2021 = California Gubernatorial Recall Election

Date Received: 9/15/2021 (E +1) Tray #: Total # of Ballots
Ballot Counts By Category Postmark Status Execution Date
Mail [] After E-Day (AE-Day) (] ByE-Day
UOCAVA [0 Missing (MISS) [] After E-Day (+AE)
[] Unreadable (UNR) [] None (+NX)
B syeDa BE-Day)

Note: There are 8 ON TIME & NOT ON TIME Scenarios. Some will require multiple trays and
some will only receive a few ballots. Ask your supervisor to distribute 1-foot and 2-foot trays
according to the expected amount of returns from each Postmark Status.
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4. NOT ON TIME tray tags are used E+1 — E+14 while ON TIME tray tags are used E+1 — E+7.

E+1 through E+7 \ E+8 through E+14 \

Postmarked On or Before Election Day

Postmarked After Election Day
Execution Date On or Before
Election Day

Missing Postmark Execution Date After Election Day -_

Missing Execution Date -
Execution Date On or Before

Election Day

Unreadable Postmark Execution Date After Election Day -_

5. Set up the trays on tables with ample space to allow for multiple and simultaneous sorting.

6. Separate UOCAVA Origami, RAVBM and other VBM Envelopes that need to be manually
uploaded.

7. Supervisor will sort and hand count these envelopes and assign them a “Tray #”.

|Daté Received: 9/15/2021 (E+1) |Tray#: [$()(0 | lTota!#ofBaIIots‘ ‘—{ ‘

Postmark Status Execution Date
After E-Day K By E-Day
Missing [] After E-Day
Unreadable [J None

By E-Day

Ballot Counts By Categol
i -
UOCAVA H

Oragami

Date Received: 9/15/2021 (E+1) Tray#: | ()00 2~ | Total # of Ballots
Ballot Counts By Category Postmark Status Execution Date
Mail 3 After E-Day [0 ByE-Day
UOCAVA ‘ Missing [] After E-Day
RA“B ’T— Unreadable [] None

By E-Day

8. Begin reviewing the Postmark Status of every VBM Ballot Envelope received that day.

Sorting by Postmark Status
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Every VBM Ballot Envelope received after Election Day must have their Postmark Status reviewed by the
Review Team.

1. The Postmark Status is typically found on the back of the VBM Ballot Envelope. This ballot
envelope was postmarked before E-Day and is considered ON TIME.

SAN BERNARDINO COUNTY AR —
REGISTRAR OF VOTERS R« [ Mpeoe
777 E RIALTO AVE - IF MAILED

SAN BERNARDINO CA 92415-0782 UNITED STATES

=— = “ T =S e
Official Mail Ballot Material LOEFICIAL /£ e e
To Be Opened Only By Canvassing Board ELECTI N MAIL I—
& ) AmrEadBy 00 S PostitSatvee FO—
¥ r ® —_—
—_—
je———ae e )
BUSINESS REPLY MAIL e
FIRST-CLASS MAIL PERMIT NO. 207  SAN BERNARDINO, CA ==
POSTAGE WILL BE PAID BY ADDRESSEE R ————
Cont pe=——————=—_— 1
14 de

SAN BERNARDINO COUNTY
REGISTRAR OF VOTERS

777 E RIALTO AVE

SAN BERNARDINO CA 92408-9912

i L TR LT AT YL O LA L

2. Use the earliest Postmark date if there are multiple postmarks. Although the typical postmark is
After E-Day, the earlier Postmark being on E-Day makes this ballot envelope ON TIME.

SN BERMARDIMO CA 9|'|

NO POSTAGE
15 SEP 2021 PM 4 | HEGESSAY
= IN THE
N CUNITED STATES
\ 7\

s ————
| w@EFICIAL C R ——
=]
2 f:ELECTl N 2 EET——
Atcad By e U, Pos _
7 e —_—
——
[e—— - = ——
NESS REPLY MAIL —
PERMIT NO.907  SAN BERMARDING, CA e
POSTAGE WILL BE PAID BY ADDRESSEE ———
I

Todo.

s

3. If the Postmark is Missing or Unreadable, use the Execution Date to determine if it is ON TIME
or NOT ON TIME. The Execution Date for this VBM Envelope is after E-Day and is therefore
considered NOT ON TIME.
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[t o ) - S LT
SAN BERNARDING COUNTY ||
REGISTRAR OF VOTERS CesaARY
777 E AIALTO AVE ALED
SAN BERNARDING CA 92415-0782 ETATES
= e
e —
Official Mail Ballot Material " —
To Be Opened Only By Ganvassing Boan : T ——
.
o
i -0 =" ]
L ——
e ——
—
BUSINESS REPLY MAIL —
1 e
{ FRST-CLASS MAL  PERMIT HO. 807 BAN BERMARDING, CA ] ——
POSTAGE Wil BE PUD BY ADDRESSEE C—
0 || e =i
oy e
« |
SAN BERNARDINO COUNTY
REGISTRAR OF VOTERS
777 E RIALTO AVE
SAN BERNARDINOG CA 92408-9812
et 0 g ety
Declaration of Voter / Declaracion del Votante Authorized Return Agent Agante de Devoluckin Autorizads
| daclam ender the Penalty of Perdury under the laws. of the State of Callioria that | At mhic i urable vy i g Wl oy e SRR 5 0 B UG 8 ol B Do
Porin Whossrame appear on s emekp, na ) a1 8 e of 1 pricnt i whieh | Stpmn e L T AR s ey 0
am vating, msce al e addrmss shown, and have nether appied for nor imend 1o apply for 8 o e
mai baflot from amy ofher jurisdiction lor this slection
Deciara bajo Pana de Parunio conforme 2 ks loyes dol Estady e Callomia que soy i porson
o0 nombee apanece en exle 200, Que soy Aesidents del disido alschral &l que volan vaﬂmww Paborabi b P vl Sw-iu-dr-..pm;-u—
que resichs on la dimockin que se muesis, y gueno he solicitads n intentadd solcler una bolsta ity e Mgt o
POr COTEN C MHIGUAS N jurisdiocion Pan etes eccones mm———
Warning:
. rou:'l‘:luq MI'IrﬂG be counted saless you iq;\;ﬂ el ewn hisntdwriting. Your
Sigrature mas =t ] istrar i Ard Iedmre El
- \.‘c?u.ﬂu twica toﬁ?mf_:‘);.luci;lﬂl:ngmlﬁbf o at tha Reglstrar of Volars affice. Al MUST be pieg. Dayand
Agvertancis received by the Registrar of Veten. offics ne lster than 7 days after Blection Dy,

N e cantard su bolata a menas gus i fime con su propls letra. So firma debe "
| baletas quee s¢ emvian pov coree DEBEY seser mataselior drl Dis de la
sor equipdrable 8 suw fema regisirads en l oficing cel Regisir de otantes. e - o r
« Votar dos veces comsituye un deife Bleocitn o ¢ amtis y or defen recibar n 1 aficina el Registen de Vtartes
ks rardar 7 dias drapunt del Dia de ks Elecowion

Veter's Signaturs [ Firma del Vool

Exetution D:

Diate | Facha
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Staging the E+ Ballots

The Sorting and Receiving Team must label separate racks for ON TIME and NOT ON TIME ballots. After

a tray is filled, the Review Team will use the tray tag information to place the tray on the correct rack.
1. Have 2 empty mail tray racks.

2. Label 1 rack with the ‘ON TIME’ sign and

3. Label the other rack with the ‘'NOT ON TIME’ sign.
September 14, 2021 = California Gubernatorial Recall Election

9/15/2021 (E+1)

Ready For
Incoming (1st)

Pass
(ON TIME)

September 14, 2021 = California Gubernatorial Recall Election

9/15/2021 (E+1

Ballots Not On
Time Ready For

Incoming (1st) Pass
(NOT)

4. When a mail tray becomes full, use the tray tag information to place the tray on the “ON TIME”
or “NOT ON TIME” mail tray rack.
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BEFORE E-DAY 2 Sl0a1 (Evi)
(BE-DAYY) Ready For
Incoming (1st)
Pass
(VALID)

UNREADABLE +
BEFORE E-DAY

5. Keep trays with the same Postmark Status together.

9/15/2021 (E+1)
AFTER E-DAY Ballots Not On
(AE-DAY) Time Ready For
Incoming (1st)
= Pass (Too Late)

UNREADABLE +
AFTER E-DAY s
DATE
(UNR + AE)

6. When there is a high volume of VBM Envelopes, use separate racks for each Postmark Status.
7. Repeat the process until all ballots have been sorted.

Processing and Recording E+ Ballots
Incoming (1%') Pass
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Once the ballots have been properly sorted, run them through the ballot sorting machine for an
Incoming (1) Pass based on their postmark status.

1. Make sure all trays with the same Postmark Status information are on the rack together.

2. Mark each group of tray tags with Cart Signs to match their Postmark Status (as we would the
Return Source) before they run through the ballot sorting machine.

September 14, 2021 = California Gubernatorial Recall Election

AFTER E-DAY
(AE-DAY)

N

September 14, 2021 = California Gubernatorial Recall Election

UNREADABLE +
NO EXECUTION
DATE
(UNR + NX)

N

3. Only run 1 Postmark Status at a time for each Incoming (1°!) Pass.
4. Use the information on the Tray Tag to fill out the E+ Batch Control Log.

BALLOT SORTING PROCEDURES 8 Revision Date: 00/00/2023



San Bernardino County Elections Office of the Registrar of Voters
Sorting and Receiving Ballots Returned After Election Day (Version 1.0)

September 14, 2021 = California Gubernatorial Recall Election
—
q Sate Received: 9/15/20DE +1) Tray #: Total # of Ballots
Ballot Counts By Category Postmark Status Execution Date
Mail [] After E-Day (AE-Day) [ ] ByE-Day
UOCAVA [] Missing (MISS) [] After E-Day (+AE)
§ Unreadable b Non@
[ ] ByE-Day (BE-Day)

California Gubernatorial Recall Election — September 14, 2021

E+ Batch Control Log

Batch Control Log
Date Received: 9/15/2021 Entry Number:

E+ ON TIME BATCHES E+ NOT ON TIME BATCHES

Line | Batch/Tray # | fotur | Postmark [ gopop/rpays | Return | Postmark | Challenge
1 801001 | mAIL |UNR+NX NOT
2 801002
3 801003
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20

Sorter Date

Staff Name: Recorded:

Data Workflow Date

Uploader: Uploaded:

5. Use a different Batch Control Log sheet every Incoming Pass. ON TIME and NOT ON TIME batch
information are Never on the same sheet.

6. Only 1 Postmark status per E+ Batch Control Log.
7. Racks with the ON TIME ballots will be prepared for jogging.
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READY FOR
JOGGING

8. Racks with the NOT ON TIME ballots will be placed in a quarantined location separate from the
rest of the challenged ballots.

9. Place the E+ Batch Control Log in the “Ready for Upload” hanging folder.

10. Data Workflow will use the E+ Batch Control Log to upload the batch(es).
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Logging the E+1 through E+14 Counts

After the ballots run through Incoming (1) Pass, the Supervisor must record how many ballots were ON
TIME and NOT ON TIME from every batch/tray from E+1 — E+14 onto an excel spreadsheet. Every ballot
received after E+7 is NOT ON TIME, but their postmark status is still recorded from E+8 — E+14. The
spreadsheet will have the current election date in the title and can be located at:

1. Usethe “E+X_(On_Time)” and “E+X_(Not_On_Time)” tabs of the excel Workbook to input the
batch/tray information. These Tabs automatically populate the “On Time E+1 thru E+7”, “Not
On Time E+1 thru E+14” and “All E+1 thru E+14” tabs.

California Gubernatorial Recall - September 14, 2021
Mail and UOCAVA Ballots Received After Election Day
On Time

Date: 09/15/2021 (E+1)

Postmarked by Missing Pestmark but Unreadable Postmark
Tray# Election Day d by Eday but d by EDay
MB UOCAVA MB UOCAVA MB UOCAVA

California Gubernatorial Recall - September 14, 2021
Mail and UOCAVA Ballots Received After Election Day

Not On Time

Date: 09/15/2021 (E+1)

Missing Postmark & L Unreadable Unreadable
Postmarked after Missing Postmark &
Tray# : Executed After N Postmark & Postmark & No
Election Day ) No Execution Date )
Election Day after E-Day| Execution Date

MB UOCAVA MB UOCAVA MB UOCAVA MB UOCAVA MB UOCAVA

E+X_(On_Time) E+X_(Not_On_Time) On Time E+1 thru E+7 Mot On Time E+1 thru E+14 All E+1 thru E+14 Election_Data
2. Find the E+ batch/tray information in the “Reports” section of the MBPD.
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& Menu -

Mail Ballot Processing
County  Database

Ballot Department

California Gubernatorial Recall Election

Election Date: 9/14/2021
Election ID: 4122

EDate: E+49
Batch Management
Overturned Challenges
Reports >
Mailing Extracts
Statement Tracking
Pitney Bowes
Signage - View
Signage - Modify
Ballot Preparation
canvass
Admin
Close App

3. Type out the “E+ On Time Count” and “E+ Not On Time Count” information onto the

spreadsheet every day from E+1 — E+14.

BALLOT SORTING PROCEDURES

date r
9/15/2021 12970 200 No
9/15/2021 12971 200 No
1 UOCAVA
9/15/2021 T797s 20U Mo
9/15/2021 12974 200 Mo
9/15/2021 12975 200 No
9/15/2021 12976 200 No
9/15/2021 12977 50 Mo
9/15/2021 12978 200 Mo
9/15/2021 12979 43 Mo
9/15/2021 12980 200 No
9/15/2021 12981 200 No
9/15/2021 12982 200 No
9/15/2021 12983 200 Mo
9/15/2021 12984 200 Mo
9/15/2021 12985 200 Mo
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Californio Gubernatorial Recall - September 14, 2021
Mail and UOCAVA Ballots Received After Election Day
On Time
Date: 09/15/2021 (E+1)
Postmarked by Missing Postmark but Unreadable Postmark but
Tray# Election Day Executed by Eday Executed by EDay
MB UOCAVA MB UOCAVA MB UOCAVA

12970 200

12971 200

12972 1

12973 200

12974 200

12975 200

12976 200

12977 55

12978 200

12979 43

12930 200

12981 200

12982 200

12983 200

12984 200

12985 200

4. Use Tray Tags to input UOCAVA Origami, RAVBM and other manually uploaded VBM Envelope
information.

NOTE: Make sure all batches identified as “UOCAVA” are counted in their own column.
5. Type out the “E+ On Time REMOVED Count” and “E+ Not On Time REMOVED Count” data onto
the spreadsheet when ballots are removed from a batch for certain situations (Overturned NOT,
UNPARD/PAIRD ballot scenarios, etc.)

date_return - batch - Original_Bat ~ Current_Bat -~ Removed N ~
9/15/2021 -1
9/16/2021 -3
9/16/2021 -10
9/16/2021 -22
9/16/2021 -1
9/16/2021 -2
9/16/2021 -9
9/16/2021 =1l
9/17/2021 8 -3
9/17/2021 13126 200 196 -4
9/17/2021 13128 200 199 -1
9/17/2021 13129 146 143 -3
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Californio Gubernatorial Recall - September 14, 2021

Mail and UOCAVA Ballots Received After Election Day
Not On Time

Date: 09/16/2021 (E+2)

Missing Postmark & . Unreadable Postmark
Tray# PD:::: :r::':)::ter Executed After n:':sé:i::is::;;kt:‘ & Executed after E- | Unreadable Postmark
Election Day Day & No Execution Date
MB UOCAVA MB UOCAVA MB UocAavA MB UOCAVA MB UOCAVA
13081
Removed -3
13082
Removed -10
13084
Removed -22
13085
Removed -1
13086
Removed -2
13087
Removed -9
13088
Removed -1

6. Overturned NOT ballots must be reflected on the “On Time” spreadsheet with their OVRTD###
Tray Number.

& Scan Overturned Challenges - m} X

Batch_Id:
Election_ld: 4122
AV_ID - | Scan_Position -1/ Batch_ID -1 Election_ID - -
1 OVRTD214 4122
2 OVRTD214 4122
3 OVRTD214 4122
4 OVRTD214 4122
5 OVRTD214 4122
6 OVRTD214 4122
7 OVRTD214 4122
8 OVRTD214 4122
9 OVRTD214 4122
10 OVRTD214 4122
11 OVRTD214 4122
12 OVRTD214 4122
13 OVRTD214 4122
14 OVRTD214 4122
OVRTD214 4122 hd
Re(or('> Unfiltered | |Search
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Californio Gubernatorial Recall - September 14, 2021
Mail and UOCAVA Ballots Received After Election Day
On Time
Date: 09/16/2021 (E+2)
Postmarked by Missing Postmark but Unreadable Postmark but
Tray# Election Day Executed by Eday Executed by EDay
MB UOCAVA MB UOCAVA MB UOCAVA
50003 13
13092 10
13093 1
13109 23
13134 42
13147 1
13154 9
13178 151
OVRTD214 17 |
OVRTD219 20
13044
Removed -1
13054
Removed 2
13060
Removed -1
13065
Removed -1
13071
Removed -1
Authorization

Document Owner: Department Name

Initiation Date: 00/00/2022
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